CHAPTER X
REVENUE BRANCHES AND RECORD KEEPING
Introduction :  The paramount objective of the Scheme is to ensure that every area in the state that has

reasonable  potential for  introduction of the  scheme is  brought under the ESI Act at once  and all the

units to which the Act is applicable are invariably identified and covered in time  and every eligible

employee is duly covered to make him eligible for  the benefits under the Act. Besides, Revenues  built by

the contributions payable under the Act constitute the solitary source of financing all the activities and

projects of the Corporation . As such a very strong Revenue Machinery is put in place  in every Region to

follow time-tested, fool proof  system to eliminate  all delays and omissions.

L 10.1 The Revenue Division in each Region is structured in such a way that the two major functions

involved are effectively pursued :

a) Implementation of the Scheme in new areas in the State,  detection of all the coverable units in

the implemented areas and getting    all such  units to which the Act applies covered  by allotment

of code numbers and getting them periodically inspected as per the policy of the Corporation,

deploying SSOs as per priorities, arranging the test inspections by senior officers ,

b) Dealing with each and every employers file by processing the Inspection Reports and reviewing

them periodically and raising the claims that become due and pursue them to their logical

conclusions. Effectively monitor and watch the compliance with the provisions of the Act by

each and every employer and identifying the defaulting employers to take prompt follow up

thereon.

c) The work of challan & RC posting.

The Revenue Branches are created on the basis of a Yard-Stick scientifically laid down by HQrs.

Quite a number of Registers, returns are prescribed. The Registers are expected to be maintained

scrupulously and  promptly, updated and  regularly reviewed by the Branches duly attested by all

concerned including BOs.

(Generally the activities mentioned in Para (a) above are handled by a Branch known as “Inspection

Control”.  In some Regions the implementation work is carried out by a Branch known as “Co-

ordination”.   The activities in Para (b)  & (c) above are handled by Revenue Branches & C-6 Branch

in the Regions.)

     The following registers and files are required to be maintained and returns to be submitted.
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CHAPTER X
a)



C-1 register : for recording area-wise, the units requiring survey as explained in para    P.4.4. The

proforma of the register is at Annexure-7. All units employing 7 or more employees are to be entered

in this register and C-2 letters issued to the employers with an endorsement to the SSO, as explained

in Para P4.4. The proforma of C-2 letter is at Annexure-8. Monthly summary showing the total cases

requiring survey, no. of units surveyed, no. of units covered based on the survey/submission of form-

01, number of units out of the units surveyed require periodical survey, and the number of cases

pending for survey at the end of the month with serial number assigned to each of them. This summary

is to be drawn accurately by the Dealing Assistant, verified by the Superintendent as to its correctness,

and put up to the Branch Officer for his verification and signature every month. Action to liquidate

the pending cases may be taken by reminding the employers for submission of the Form-01 and

reminding the SSO for completing the survey on priority basis. The register may also be put up to the

Regional Director at regular intervals for his perusal and advice.

b)  Code number allotment register :  for entering the details of code number allotted to each covered

factory/establishment as explained in paras P 5.5. & P 5.6. At the end of each month, a summary may

be drawn showing the number of cases in which the code number has been allotted, and cases pending

with reasons thereof. If the pendency is for want of any information either from the employer or

SSO, the same may be called for and reminders issued wherever necessary.  Any delay on the part of

the Regional Office in allotting the code number leads to delayed registration of the employees

resulting in denial of timely medical benefit to them and their family members. It may also lead to

accumulation of arrears of contributions necessitating recovery action.

c) SC-15 Register (Watch over of Inspection/Inspection Control Register):  The SSO after conducting

the inspection/survey submits his reports once in a fortnight to the Inspection Control Branch as per

the new Inspection Policy 2008 effective from 1.7.2008. After verification, the fortnightly diaries are

processed in the individual files of the SSOs, the survey reports are sent to the coverage branch for

entry  in the C-1 register and all the inspection reports are entered in the SC-15 register (watch over

of inspections register) before they are sent to the concerned branches of RO / SRO. This register

(SC-15) may be opened inspection division-wise and all existing and newly covered factories/

establishments may be entered in this register code-number wise and entries as and when inspection

report is received may be made against the relevant code number. Columns are provided in this

register for code number, name and address of the employer and date of coverage. For recording the

result of inspections year-wise, three columns are provided for each year to enter  the number of

employees on the day of inspection, period of inspection, and the  result of inspection (number of un-

covered employees, amount of left-out wages detected etc.). This register is sufficient to record the
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entries for five inspections in respect of each unit. Any remarks relating to the closure, shifting to

another inspection area may be entered in red ink with cross reference to the Sl. No. in the Inspection

register of other area where the unit has been shifted. The inspection reports, after entering in this

register may be passed on to the respective revenue branches for scrutiny and follow-up action,

through the branch dispatch register.

A similar SC-15 Register is maintained in the Inspectorate office for entry by the SSO on the

inspections conducted  by him /her in the inspection division before the inspection report is sent to

RO / SRO.

d) Periodical Survey Register:  Boarder line cases of C-1 units surveyed (factories employing more than

7 employees / persons and establishments employing more than 15 employees / persons) may require

survey once in two years to watch their coverage. For easy identification of all such units and monitoring

their survey, all such units may be transferred from C-1 register to a register called the “Periodical

Survey Register”, by giving cross reference to the Serial number in the C-1 survey register.

e) Register of Provisional Coverage ( To be renamed as Register of Coverage as per Hqrs instructions

doing away with the concept of FDC) : A number of units might have been covered ‘Provisionally’

for want of production of complete records by the employer at the time of survey or might have been

covered based on Form-01 received directly from the employer. All such units are entered in the

“Provisional coverage Register”. Their final coverage is required to be decided within 3 months.

Constant review of this register and persuasion of the SSOs for submitting their reports for deciding

the final date of coverage in all these cases is necessary.

f)
Test Inspections/Test Survey Register: A random check of the units surveyed/inspected by the SSOs

is necessary as per the yardstick prescribed by Hqrs. Office to check the quality of survey/inspection

conducted by them, and to improve upon their performance. Provision has been made in the ESI Act

vide sub-section 4 of Section 45 inserted with effect from 1st June, 2010 for re-inspection or test

inspection of the inspection already conducted by the SSO wherever required. The percentage of

routine test inspections has been fixed by Hqrs. Office at 5% vide letter no.  S-/11/15/1/98-lns. IV

Dated: 16/11/99, with effect from 1st January, 2010. In addition, the Regional Directors may, according

to their discretion, mark any other specific cases looking to the facts and peculiarities of such cases

over and above the 5% for Test Inspection to the Branch Officers of Regional Office. The Regional

Directors should ensure completion of the Test Inspections during the quarter in which the Test

Inspections are marked.

Test inspections to the Dy. Director (Audit): The Dy. Director (Audit) may not be entrusted with the
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work of Test Inspection as he is a touring officer and head of the Audit Party. (Hqrs. Letter No.Pt- S-

11/15/1/98-INS.IV Dated: 11-06-1999).

Test inspections to the Joint Director:  The designation of the Dy. Insurance Commissioner who has

been conferred with the power to conduct inspections as per Regulation 102 of the ESI (General)

Regulation, 1950, has been revised as Joint Director vide Memo. No. G-12/11/1/95-EI(A) dated 17/

01/96 and duly notified in the Gazette of India Part-Ill Section IV dated 22.07.95 and the same

designation has also been notified for the Joint Regional Directors. Hence the Test Inspections can be

entrusted to the Joint Directors also without any separate delegation by the Director General.  Whenever

the Test Inspection is marked to Joint Directors, the personal hearing if necessary, on the test Inspection

report, shout be conducted by the Regional Director. (Hqrs. Letter No.Pt.S-11/15/1/98-INS.III Dated

30-3-1999 (Instn. No.1/99)

Five (05) percent of the cases of new coverage may be marked for Test Inspection and monthly

return in this regard may be submitted by the RO/SRO/DO to Hqr’s office. ( Hqr’s instructions no.S-

11/13/1/1/2009-Rev-II dtd 30/9/2010).

       The list showing the code numbers of the units inspected and C-1 numbers of the units surveyed

by each SSO with period of inspection, without mentioning their name and addresses may be prepared

each month and the file submitted to the Regional Director for marking the test inspections/survey at

random and allotting the cases among the Officers of the Regional Office and the Grade I Managers.

The B.O. Inspection Control Branch may submit any specific cases of survey needing test check for

the orders of the Regional Director. Specific cases of inspection reports needing test check if any will

be put up by the Revenue Branch Officers directly to the Regional Director after processing the

relevant inspection reports and the code numbers intimated to the Inspection Control Branch after

R.D.’s approval. All cases marked for test inspection/survey mat be entered in this register in

chronological order and intimation sent to the concerned officers with a request for completing the

inspection on priority basis. The register requires monthly summary and constant watch to ensure

that case are not kept pending over a long period, as with the passage of time it may be difficult for

the employers to produce the records and the purpose of correcting the erring SSOs is not served. A

monthly statement showing cases allotted, completed and pending officer-wise is required to be

submitted to the Hqrs. Office.

g) Register to watch the receipt of tour programmes, weekly diaries and for assessment of the day value

of the Social Security Officers assigned with the inspection work in the divisions:  A register for

recording the receipt of Tour Programmes, weekly diaries, of the SSOs, and for assessment of their

day value earned, may be maintained division-wise /SSO wise.  Receipt of the tour programmes and
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weekly diaries may be entered in the folio allotted to each SSO and they may be reminded in case of

non-receipt.  The day value for each inspection/survey done may be assigned to them in the weekly

diary itself after checking the receipt of respective reports, and the weekly total of day value earned

may be posted in the register.  The SSO may be advised to make good the shortage if any and cases

where the SSO is lagging behind may be brought to the notice of the B.O./Regional Director for

necessary action against them.

h) Performance Register for SSOs.: A register for recording the shortcomings, irregularities and lapses

on the part of the SSO and also their good performance, may be maintained SSO-wise which will

help in assessing their annual assessment  and for preparation of their confidential reports.   This

record helps in improving the performance of the SSO by providing necessary guidance, training,

and motivates them in the right direction. At the same time, good work done by the SSO needs to be

recognized, appreciated and taken on record.

While it is necessary to think in terms of taking appropriate action against those inspectors for their

indulgence resulting in non-coverage of coverable units, it is also equally necessary to reward those

for their commendable performance in locating good number of new coverable units, additional

coverable employees, detection of large amount of left out wages etc. It is therefore requested that

the performance of the inspectors may be reviewed at the end of every financial year for the above

purpose and cases of excellence in performance may be referred to Hqrs. Office by 30th April with

details so that such performances may be acknowledged in an appropriate manner. (Hqrs. Letter No.

Z-17 /11 / 52 / 11/MPR (DG) / 97-lns.IV Dated: 12.12.2002)

i)
Register of Exemptions:  Exemption application received from the employers for grant or renewal of

exemption under Section 87 or 90 of the Act may be entered in this register, processed, placed before

the exemption committee along with the recommendations of the Corporation, and submitted to the

appropriate Government for issue of the notification.  Reference to the grant or renewal of exemption

with period of exemption may be entered against the respective entries. There may be cases, where

the exemption might have  been rejected for various reasons. Such rejection may also be entered

against the respective entries in red ink. This register needs periodical review, to avoid delays in

processing the exemption applications, as now a time limit has been prescribed under proviso to

Section 87 for processing these applications, and all exemptions have been made prospective in the

Amendment Act, 2010. It is desirable to maintain a consolidated register in Inspection Control Branch

instead of maintaining a separate register in each revenue branch.

j)
Installment facility provided to the employers:  All cases where installment facility has been allowed

for payment of arrears may be entered in this register with full details to watch the payments. In case
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any employer fails to pay the installment, they may be reminded and in case of continuous default,

the one month bank guarantee given by the employer may be adjusted and recovery action initiated

for the balance. For this purpose regular review of this register is required.

k) Cases registered under BIFR: A register showing the cases registered under BIFR, the arrears position,

scheme provided by the BIFR, and the employer’s compliance thereof is to be watched. The date/s of

meeting of BIFR is to be recorded for deputing an officer from the Regional Office for attending the

meeting.

l)
Register for watch over of submission of periodical returns & reports: Monthly, quarterly, half-yearly

and annual returns are required to be submitted to the Hqrs. For watching the timely submission of

these returns, this register may be maintained.

m) File  Review Register : The register shows the number of files to be reviewed at the beginning of the

year and the no of files reviewed  during each month of the year to determine the percentage of

review and pendency .

n) C-6 Register :  Every covered factory / establishment is required to pay the monthly

contribution on all items of wages paid to their employers within 21 days of expiry of the calendar

month and to submit a six monthly return (RC) as on 31st March and 30th September every year

within 42 days of the end of the half year called as contribution period. The C-6 register / ledger is

designed to record the employer wise receipt of monthly contributions and half yearly returns. The

said register normally consists of 250 pages and each page serves to record the entries for a period of

24 months (4 contribution period).

o) C-18/C-19 Register  and D-18/D-19 Register : These registers  are the Demand Collection book of

the Corporation and should be an accurate reflection of the Revenue receivable under the Act. The

said registers are  maintained in the prescribed format and monthly summary is drawn at the end of

the month showing the pendency of notices for assessment order and assessment order for recovery

requisition. The summary is to be countersigned by the Joint Director / Regional Director periodically

for chasing of old cases and where necessary fixing of responsibility for delays, inaccuracy .

p)   Arrear Ledger (Contribution ) and Arrear Ledger (Damages) : Each employer is allotted a separate

page (folio) wherein details of C-19 / D-19 issued , recoveries made and balance outstanding is

shown for computation of  Annual Statement on arrears of contribution and damages respectively.

q) File / Part File opening register : The register shows the details  of new files and part  files opened in

the branches.
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L.10.3  Certificate at the time of opening:   At the time of opening of all these registers, the pages may be

numbered serially from 1, and a certificate containing the number of pages, date of opening etc. may be

written in the prescribed format, and obtain the signature of the Branch Officer. A fly leaf for recording

the periodical reviews may be pasted at the beginning of the register.

             In addition to the above, the branch may open and maintain any other registers according to their

convenience for better monitoring of the work. This list does not include the registers to be maintained

according to the Office procedure of the Corporation such as Attendance, leave account, receipts and

dispatch.

L 10.4 Files to be maintained:

(a)      Instructions files:

1. Implementation-Policy, planning, targets-implementation u/s. 1(3) and 1(5).

2. Coverage & registration of factories, establishments and Principal & immediate employers

including case laws and court judgments.

3. Coverage of employees, including case laws and court judgments.

4. Wages (Interpretation, and case laws including court judgments.)

5. Contributions-( Payment, Default, determination & recovery including case laws, court judgments,

instructions on 45-A issue, C-19, re-opening, cancellation, withdrawal, Appeals and their disposal)

6.  Surveys, inspections & test inspections-inspection policy etc.

7. Interest & damages.

8. Prosecutions

9. Sick mills-BIFR-Installment facility-bank guarantee- recovery action against sick mills.

10. Exemptions.

11. Employers’ files-maintenance & periodical review.

12. Action in respect of closed units- including waiver of irrecoverable dues-Applicability of Section

93-A.

13. Reports, returns, Statements.

14. Assessment of number of employees, Exit/re-entry.

15. Misc. instructions.

N.B :
(i) Instructions on different subjects as mentioned above may also be pasted and

maintained in Guard File for easy reference.
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(ii) In all the above files, an index may be prepared by pasting white papers at the

beginning for recording :  Sl. No., Instruction / Letter number, date, subject of instruction and

the page number at which it is available for easy reference.

L 10.5   Correspondence Files:

1.

2.

3.

4.

5.

6.

7.

8.

9.



Correspondence with the SSOs/State Government/Hqrs. Office on pre-implementation survey,

arrangements for implementation, issue of notifications etc. as explained in Chapter I

Correspondence with other Government Departments for getting the particulars of units

registered under the other laws. ie. Factories Act, Estt. Act, SSI/PF etc.

Correspondence with employers/SSOBM on calling Form-01/survey

Correspondence with employers on deficiencies in Form-01 etc.

 Correspondence with other branches calling for reports, returns and other information for

preparing consolidated reports/returns for submission to Hqrs. Office.

Correspondence on sick mills/BIFR

Processing of exemption applications

Grant of installment facility

Tour programmes and weekly diaries of SSO (Separate file for each SSO)

10.
Test inspections

11.
Processing of casual leave & EL applications of staff & SSOs.

12.
Correspondence with Estt. Branch- Forwarding of leave applications and other misc. matters.

13.
Circulars/instructions

14.
Submission of reports/returns to Hqrs. Office

15.
Assessment of number of employees

16.
Replying to parliament questions

17.
Misc. subjects.
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(i). Monthly D.O. to D.G with copy to I.C furnishing statistical details on Revenue, Recovery, Benefits

and IT Rollout in the prescribed proforma.

(ii) Monthly D.O. to I.C giving the statistical brief in the format prescribed in the booklet ‘MIS for ESIC

Hqrs to be submitted by the 15th of the following month.

(iii) Returns to be sent to Ins. Br-IV , (Re-designated Revenue Branch-II) Hqr’s Office :

S.No. 



Name of the Return 



Periodicity 

of Return 



Due Date of

Submission

1. 

2 



Return on progress in inspection 

and survey  

Return on cases pending for

deciding coverage / Allotment of 

Code No. /  


Monthly 10th of the following

month

Monthly 10th of the following

month

3. 

4. 



Return on Test Inspections 

conducted by the officers  

Return on Court cases (E.I.

Court / High Court)



Quarterly

Quarterly



15th of the month

following the quarter 

15th of the month

following the quarter 

5. Return



onposition of



Quarterly



15th of the month

6.

7. 


prosecution cases filed under 

different Sections 

Return on costs paid in excess of 

Rs.100/- in compliance with the

orders of criminal/ E.I. Courts   

Return on cases decided against 

ESIC by criminal / E.I. Courts  



Quarterly

Quarterly


following the quarter 

15th of the month

following the quarter 

15th of the month

following the quarter 

 [Reference: - Booklet on Management Information System for ESIC Hqrs.]
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iv)   Returns to be sent to Ins. Br-III , (Re-designated as Revenue Branch-I)  Hqr’s Office

S.No. 



Name of the Return



Periodicity 

of Return 



Due Date of 

Submission

1. 



Return on Performance of 

Revenue Branch Officers


Monthly 10th of the 

following month 

2. 

3 

4 

5


Return on review of Employers' 

Files

History Sheet in respect of 

defaulters of Rs. 25 lakhs & 

above/10 lakhs and above-

Return on Recovery Certificates 

issued and Recovery made 

Return on cases in which 

irrecoverable dues have been 

waived off 


Quarterly

Quarterly

Monthly 

(sent to

Revenue

Recovery 

Cell, Hqr’s

Office)  

Quarterly


15th of the month

following the

quarter

15th of the month

following the

quarter

10th of the

following month 

15th of the month

following the

quarter

6



Return on cases in which refund 

has been made by the Regional 

Office 



Quarterly 
30th of the month 

following the

quarter

7

8


Return on review of Arrears of 

Contributions ( including 

interest ) where C-19 has been

issued

Return on review of Damages 

where D-19 has been issued 


Yearly 

Yearly 


30th April   

30th April  

 [Reference: - Booklet on Management Information System for ESIC Hqrs.]
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iv)   Returns to be sent to Revenue Branch -II , Hqr’s Office

S.No. 



Name of the Return 



Periodicity 

of Return



Due Date of 

Submission 

1.

2



Return on re-opening of cases, 

where  contribution has been 

determined u/s 45-A of the Act 

 Return on T.I. by officers on 

New Coverage (5%) 



Monthly 10th of the 

following

month 

Monthly 10th of the 

following

month 

[Reference: - Hqrs. letter No.T-11/13/3/2008-Rev-II dated 31st December 2008]

[Reference: - Hqrs. letter No.S-11/13/1/1/2009-Rev-II dated 30th September, 2010]

