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प�रपत�/CIRCULAR
 

Subject: Branch-wise E-mail IDs of Regional Office - reg.
-----

      This is to notify that branch-specific email addresses for the branches of Regional Office have
been created. Below are the email addresses for your reference, which should be utilised for all
official correspondences. When sending official communications, it is imperative to adhere
strictly to the 'Guidelines for Professional Email Communication in Office' as issued by the
Headquarters.

      It is requested that all Administrative Heads of the ESI Corporation’s Medical Colleges,
Hospitals, and Sub-Regional Offices within the Karnataka region to issue necessary directives in
this matter.

Encl: as above.

 

Deputy Director (ICT)

To:
 
1. The Insurance Commissioner, South Zone, Binnyfields, Binnypet, Bengaluru – 560 023 
2. The Medical Commissioner, South Zone, Binnyfields, Binnypet, Bengaluru – 560 023 
3. The Dean, ESIC MC PGIMSR & Model Hospital, Rajajinagar, Bengaluru 560 010 
4. The Dean, ESIC-MC, Sedam Road, Kalaburagi – 585 106
5. The Medical Superintendent, ESIC Hospital, Peenya, Bengaluru – 560 022  
6. The Director I/C, Sub-Regional Office, Bommasandra/ Peenya/Mysuru/ Hubli/ Kalaburagi/
Mangaluru.
7. All the Branches of Regional Office & Branch offices under RO jurisdiction 
8. Website Content Manager – ESIC Regional Office, Karnataka - with a request to upload the
same to the R.O. website.
9. Notice Board.
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Mail IDs of Branches at the Regional Office

S.N. Email Id Branch
1 rd-karnataka@esic.gov.in RD section
2 benefits-ro.kar@esic.gov.in Benefits 
3 legal-ro.kar@esic.gov.in Legal
4 cash-ro.kar@esic.gov.in Cash
5 accounts-ro.kar@esic.gov.in Accounts
6 pmd-ro.kar@esic.gov.in PMD
7 ins1-ro.kar@esic.gov.in Insurance 1
8 ins2-ro.kar@esic.gov.in Insurance 2
9 ins3-ro.kar@esic.gov.in Insurance 3
10 ins5-ro.kar@esic.gov.in Insurance 5
11 ins6-ro.kar@esic.gov.in Insurance 6
12 mec-ro.kar@esic.gov.in Major Employer cell
13 inspection-ro.kar@esic.gov.in Inspection 
14 rrcell-ro.kar@esic.gov.in RR Cell
15 ol-ro.kar@esic.gov.in Official Language
16 med-kn@esic.nic.in Medical 
17 admn-karnataka@esic.nic.in Admin
18 Vigilance-ro.kar@esic.nic.in Vigilance
19 pgo-kar@esic.nic.in PG Cell
20 esicbng@nic.in EDP/ICT
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Evq : ilrqtfiq * qeffi ttra tvrsq t'qffd t, frq Ern-frtul

Cffi {-rrdd d'qffifr:iqr rs6r gtmril ar r5q{qut sTrrr ildr t 3i1-r +q'udr ffiil(r

{si t. {Fr gsrrd tlF t q{$r q*il{ sq t tda *fqrr 3s€t struril 3ik 6E t fr('
3rrdQqm tt gs qftErr firiEatq frr{T?ra q{ f,frd ehre strq RlErER, ffiffi-*- iciEr

d, ftnn-ftftr ilt +-re 6(' €dE eiili *' :iaitr fr RImd mrar aff tl fs :dEitr fr' siq 's'

* rqurr trtq R$fi qr eqrfr {rrT arflr t fr m $H r+rr H - €qEaT, srsrffir 1+-a

erqt fr Frrfl 6Enr), +16I, +nmrqfr G'T,wqR) 3it{ TTltar $1 ffifua ffin-ftftit +l
tfd frEA gqq 3ftnq qrarf, ft;qr drcr :-

1. raqlfr dI gAfrEd irr-rT :

. HBfr 3ilffifi fSfr dl qr *'sq fr alsft ar rfr S, Td *ild s6r{rm frhr+ 3d?rqr

5w t ffi{ *' 3TffiI {drr etfl- drcrt errd s{fiR + firdrdrqt f (,ti mrqtilq

Tflft fr rargra * r,rsrt {q rqrrtrfrH sl e:{ET {rrT drrr tnftrct

. FrtTifr'qfr 6t$ r* ffi *'rqrqr atrd rrq Ed 6t #d 6YfiIffS(rq. ffi * sq
fr iilnn m{ sl-sr dr w il d tS tft{ friS eff +.rffi+. <qnr a}fr qr u-+-fr t
gruFa.ar t sq f qnsrardrcrq fr ficifud il{ft/ffiE frk+' 6..onr)r

. qafr tfdr fr €dd eifr:i ard aqEA suta_ d eff ts (send) qe;T EqKrfi (E;fr lner
srzrqr ffilirq * ;nq fil tfrd 3lrfgr €tdo rsil rrfl, qeiarff, FfErff, Seqr I
arqttrq ({eilq d@r Cd€dR i'e?fl €Ff,, qE g'Traeqfr O 3nE +rTrc sq t Eqr
Erqr dl

. B;t gffi mI Eq-q trtlq q{ +rd'+rar 3TqffrrT t', "tiil f' "To" a,{fr g;fr *.
frv frgr drcrt 3ra seff +} 'sfrfrfr (cc) *'sc fr {f,dTrt a}fr an't

. Er6ft q:ffirr 3rertd vo *rettrq t (gt orqterdr, (€t qt{ $-{Tf+} t rrsqrerq +t,
Tirrilq +t srerEr 3rar gt-frr-ft tr€{r4t qit tfd a}ri srq s{firft R'IErER (#r+fay
zrr gqQ?T srcrfl G,qr srst tlt Hrqdt fr Twr gfffiild s{- fu ffi f,fid +E-fr

{6rqfi F?nr+ 3rerer r+rt yq 3TEq.rt r-+rtr etff arc' *sr fu eTrrd ss+rr t
6rffi fr sqa+r+ 3{ffi qr :arfr 5Ert *. 3rffi el-Err tr;qr drdr tl

Tro r/3



2. Tqr Jil'{ Trrrffin q?flqR :

fffr €qsu, €rraftfir 3ik fiild Fdv.q t :itifud dlfr qrfd(rt 3rf,rE?zr.F Eqlq lrq d
+t5 gril il s#rfl s*'rrear tt:ff fdR'IEe Ha..tr6r anqr * vna-*-dt 6t ufrd +r t, rst
q+ar qrftr't srfrrfr f*d f rrgfrffi * dEitr fr'sffieq 3ftrrkT 6{rdr qrft(' (drrr fu - ffu
szq qrfufirft t rt-"rdtza t eifr ar r& ilr
3. Eelfi (dt,rra) ritn :

qtt+qrt 31yq fuacr+rr, {rEa{rqar di3r +'r c&n ffirrq {cn rrcrt erwfidt t grer

srBErcEq/r 3it-{ RIE arTqr .fiT rdm s,aa gv r$:fdfufr f+qr fiKrr srffitfi, tfd fr
3rsq&, $dlBlr (emojis) srarar :rdqErftfr e{rqr 6r rqbr a fu-qr drqt

4. Evlr{rt sniFttdr :

fff, t ftv-q fr r* *'6dT{ +t ua<a r& sq fr enftqr an't rs$ srwfiat +t
seTrfr sq t 3€-$r sFrfrd,ilr 3tk r$ deffiiffi fr rnsrff dzfft

5. ftra r,t qriFt:

fta +-r eFEq FqE uq t eqRld +.t, m srq fr qRgqrtro Bflur d, gcu
frq-q 3i1-r AN6q efr ilr dftr q-q-dBn 3rrfr t fr('Tlc qdfF-c 3rerlT mHi6. rEurr t
r$ grmr-:rrer ffi.t
6. EEITtrT:

ftr+r +rffia tfd d, $qi fwrqil eff 6t, qftfo, ft$Trq EFr trq 3i1T:iqfi qrar
afi rqrf, antt *r$ qrqaodt dt 3iTqfil Tffi;ri fr 3lrsrff 6l"fI 3it{ 3Trfiqmar di qr 3lrs$

riqfi gfdftTd d s*-rn tfrf, Ttrrcifi f tmnm mr 6rw 5s* fru rqbr ffiqr dr snirr
tl
7. Iitrr-ra urmr dk qrtfrr iFT-rT :

. ghftra ft;qr snr fu 3rt{S-c Faqq 6 :fcifud d 3itr EfrTd sq S f{d ilt
dr

o 16r tfra frI qrt{f&r fr ar rfr df il q' qffi' TITE qfuc (font) mr rfrrr +t,
cS ao14'., $fr6d Ml (Capitat Letters) +'r rrtrr 3rrttil Et€ eff sfrm a
Erq arq' GE+l sret fisavarrro atar +mSn sT snil il 3i1-r sffFa sq t
q{rqm cri arct

8. rrrtr r{ rrt tar :

fda +r 5rr* aFrtor fur arc', $re 6I 16 crfu.Trd* d 3lt{ 3rrEa@trsru rrrr
ae t fr(' qfud wrq t 3ftrrra mrrcrt

9. ztfq*qar sk grrr :

f,Sa qt aq +iiraqfa g+arsfi q{ {qt dI d sil+?r qrff urcl dd crs'fu a-ga

3{rcnq6'a d re 65 rffiq 3@ (data) srflr a fr;r'arci 3i't{:t'ifrefa EwrH m}

elori sfq' $fra q-{qfrqf 3rqar$ artrt
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10. rrdiFil{ta gk T;rsdr

Sa frnn-fr{ttt +r aq+ra m+rq t JEqrga fuqr arar tt frm at *qs&orur *
fr(' TErqr tfi EdA TrilEr, s6rqm' Ftnro e+ar :dfqur ffiAfrl (tCT)l $
Jitender.manocha@esic.gov.in q{ Tiqfi fr-qr srcrl

fa ftnn-frft; g 5ffi u;q fiin Arrq f,r dhrra eiB 3lk seTrfr 6q t dqr
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Circular

Subject: Guidelines for professional Email communication in Office

 Effec#ve communica#on is the cornerstone of success of an organiza#on, and
while maintaining clarity a consistently professional tone of email interac#ons is vital for
its image and efficiency.  The purpose of this document is to provide guidelines and
educate about e#que-es while sending the E mail e#que-e in the workplace. The 5 C’s of
effec#ve email wri#ng are clear, concise, correct, courteous and complete.  Following
guidelines must be followed while writing an official e-mail: -

1. Ensure the Hierarchy:

All official emails being sent in letter form must be sent  by the level of Assistant
Director or above. Hierarchy should be maintained as per the Office Procedure,
followed in Govt. of India offices.  
However, if a letter is being dispatched through email, by attaching the letter in soft
copy/pdf etc., then such email can be sent by any official (preferably the concerned
diary / dispatch clerk of the Branch/ office)
All emails (including the emails id in the name of any branch or office) must clearly
mention, the Name, Designation, mobile number/Office Telephone number (with
extension no., if required) of the Individual who is sending the email, i.e. whoever is
pushing the ‘send’ button.
Email should be marked in “To” only to those officials who have to deal with the
topic, others should be kept in “Cc” for information.
For any external communication from one office to other office, from field units to
Hqrs., to Ministry or, to other Government departments, official protocol must be
followed. In these cases, please ensure that such emails are only sent by the level of
Asstt. Director or above, just like Section Officer or above in Govt. of India Offices.

2. Clear and Concise Communication: Emails should be clear, concise, and to the point.
Avoid unnecessary jargon or overly technical language that might confuse
recipients. Official emails must also tell about the approval, (i.e if the email is being
sent with the approval of a higher Authority).

3. Professional Tone: Maintain a professional and courteous tone at all #mes. Address
recipients with proper saluta#ons and be mindful of the language in use. Avoid
using slang, emojis, or informal language in an official e-mail.

4. Subject Line Relevance: The subject line should accurately reflect the content of the
email. This helps recipients prioritize and organize their emails efficiently.

5. Structured Format: Organize emails with a clear structure, including an
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