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∼•प�रप�प�रप�/CIRCULAR•∼

िवषयिवषय:�अनुप��थ�तअनुप��थ�त�िवविववरणरण�एवंएवं�यूनीफॉम�यूनीफॉम� �पहननेपहनने�संबंधीसंबधंी�िनद�श�िनद�श��काका�कड़ाईकड़ाई�सेसे�पालनपालन�सुिन��तसुिन��त�करनेकरने�बाबत्बाबत्�।।

Subject:-Strict�compliance�of�absentee�statement�and�uniform-wearing�guidelines-
regarding.

��उप� �े�ीय� काया�लय,� उदयपुर� के� प�रप�� �मांक:� A-21012(01)/2/2022-ESTT� िदनांक
17.02.2025�व�उप��े�ीय�काया�लय,�उदयपुर�के�प�रप���मांक:16/A/Misc/Circulars/2024-Estt.

िदनांक�06.03.2025�{संल�}�का�संदभ���हण�कर��|

Please�refer�to�the�Circular�No.�A-21012(01)/2/2022-ESTT�dated�17.02.2025�and
Circular� No.� 16/A/Misc/Circulars/2024-Estt.� dated� 06.03.2025� issued� by� the� Sub-
Regional�Office,�Udaipur�(attached).

� � उप� �े�ीय� काया�लय,� उदयपुर� के� प�रप�� �मांक:� A-21012(01)/2/2022-ESTT� िदनांक
17.02.2025� के� मा�यम� से� उप� �े�ीय� काया�लय,� उदयपुर� क�� सम�त� शाखाओ�ं के
शाखा�धका�रय�/काया�लय�अधी�क��तथा�शाखा�काया�लय�/औषधालय�सह�शाखा�काया�लय�� के��भा�रय�
को�यह�िनद��शत�िकया�गया�था�िक�वे�अपने�अधीन�थ�का�मक��के�अवकाश�क���वीकृ�त/सं�तु�त�के�साथ
िनधा��रत��ोफामा��म��अनुप��थ�त�िववरणी�अिनवाय���प�से���तुत�कर��।�तथा�उप��े�ीय�काया�लय,�उदयपुर
के�प�रप���मांक:16/A/Misc/Circulars/2024-Estt.�िदनांक�06.03.2025��ारा�उप��े�ीय�काया�लय,
उदयपुर�के��े�ा�धकार�के�अंतग�त�काय�रत�सम�त�म�टी-टा��कग��टाफ�(MTS)�को�िदनांक�17.03.2025

से�काया�लय�समय�के�दौरान�अिनवाय���प�से�यूनीफॉम��धारण�करने�के�िनद�श�जारी�िकए�गए�थे।�साथ�ही,
सभी�शाखा�धका�रय�/अधी�क��को�उ�� िनद�श��का�कड़ाई�से�पालन�सुिन��त�करने�तथा���तमाह��ेिषत
क��जाने�वाली�अनुप��थ�त�िववरणी�म��इस�संबंध�म��सूचना�का��प��उ�ेख�करने�हेतु�िनद��शत�िकया�गया
था�|

��Vide�Circular�No.� A-21012(01)/2/2022-ESTT� dated� 17.02.2025,� all� branch�Branch

officers/OSs� of� the� Sub-Regional� Office,� Udaipur,� and� the� in-charges� of� branch
offices/dispensary� cum� branch� office� were� instructed� to� mandatorily� submit� absence
reports�in�the�prescribed�proforma�along�with�approval/recommendation�for�leave�of�their
subordinate�staff.�Further,�Circular�No.�16/A/Misc/Circulars/2024-Estt.�dated�06.03.2025
issued�directives�that�all�Multi-Tasking�Staff�(MTS)�working�under�the�jurisdiction�of�the
Sub-Regional� Office,� Udaipur,� must� wear� uniforms� during� office� hours� starting� from
17.03.2025.�Additionally,�all�Branch�officers/OSs�were�directed� to�strictly�enforce� these
instructions� and� ensure� that� the� monthly� absence� reports� submitted� clearly� mention
information�regarding�compliance�with�these�directives

��उ��के�संबधं�म��लेख�ह�ैिक�स�म��ा�धकारी��ारा�िदनांक�16�फरवरी�2025�से�15�माच��2025�एवं
िदनांक�16�माच��2025�से�15�अ�ैल�2025�क��अव�ध�क��िव�भ��शाखाओ�ंसे��ा��अनुप��थ�त�िववर�णय�
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का�अवलोकन�करने�पर�पाया�गया�िक�अ�धकांश�शाखाओ�ं�ारा�अनुप��थ�त�िववरणी�के�िनधा��रत��प��के
क�तपय�कॉलम��र��छोड़े�जा�रहे�ह��तथा�अवकाश�क���वीकृ�त/अनुशसंा�म���ुिटपूण��आँकड़े���तुत�िकए�जा

रहे�ह�।�इसकेइसके�अ�त�र�अ�त�र�,�अ�धकांशअ�धकांश�शाखाओंशाखाओ�ं�ारा�ारा�उपउप��े�ीय�े�ीय�काया�लयकाया�लय,�उदयपुरउदयपुर�केके�प�रप�प�रप��िदनांकिदनांक�06�माच�माच�

2025�केके�अनु�मअनु�म�म�म��एमटीएसएमटीएस�कम�चा�रय�कम�चा�रय���ारा�ारा� यूनीफ़ॉम�यूनीफ़ॉम� �पहननेपहनने�अथवाअथवा�नन�पहननेपहनने�केके�संबंधसंबंध�म�म��भीभी�सूचनासूचना
अनुप��थ�तअनुप��थ�त�िववरणीिववरणी�केके�साथसाथ��ेिषत�ेिषत�नह�नह��क�क��जाजा�रहीरही�हैहै�|

Regarding� the� above,� it� is� noted� that� upon� reviewing� the� absentee� reports
received�from�various�branches�for�the�periods�of�February�16,�2025,�to�March�15,�2025,
and�March� 16,� 2025,� to� April� 15,� 2025,� by� the� competent� authority,� it� was� found� that
most�branches�have� left� certain�columns�of� the�prescribed�absentee� report� form�blank
and� have� submitted� incorrect� data� in� the� approval/recommendation� of� leaves.

Additionally,�most�branches�have�failed�to�include�information�regarding�whether
the� Multi-Tasking� Staff� (MTS)� wore� uniforms� or� not,� as� required� by� the� circular
dated� March� 6,� 2025,� from� the� Sub-Regional� Office,� Udaipur,� along� with� the
absentee�reports.

��उपरो�� िवसंग�तय�� के��ि�गत�संय�ु� िनदेशक� (�भारी)�महोदय� ने�सभी�शाखा�धका�रय�/काया�लय
अधी�क�/शाखा�काया�लय��भा�रय��को�पुनः�िनद��शत�िकया�ह�ैिक�वे�भिव�य�म��अनुप��थ�त�िववरण�के�सभी
कॉलम��को�अिनवाय���प� से�भर��और�अनुशं�सत/�वीकृत�अवकाश� िववरण� के�साथ� पूण�� एवं�सही� डेटा
��तुत�कर��।�तथा�म�टी-टा��कग��टाफ�(MTS)��ारा�यूिनफॉम��पहने�जाने�अथवा�नह��पहने�जाने�के�संबंध
म��भी�जानकारी�अिनवाय���प� से�अनुप��थ�त� िववरणी�म�� �ेिषत�कर�� ।�इसके�अ�त�र�,�स�म��ा�धकारी
महोदय�ने�सभी�शाखा�धका�रय�/काया�लय�अधी�क�/शाखा��बंधक��को�िदनांक�16�फरवरी�2025�से�15

माच��2025�एवं�िदनांक�16�माच��2025�से�15�अ�ैल�2025�क��अव�ध�क��अनुप��थ�त�िववरण�का�पुनः
अवलोकन�कर�उपरो��अनुसार�पूण��जानकारी�व�सही�आंकड़��के�साथ�अनुप��थ�त�िववरण��शासन�शाखा,
उप��े�ीय�काया�लय,�उदयपुर�को�त�कालत�काल��ेिषत�करने�के�िनद�श�िदए�ह��|

��In� view� of� these� discrepancies,� the� Joint� Director� (In-Charge)� has� once� again
directed�all�branch�officers,�office�superintendent�and�Branch�Office�(I/c)� to�ensure�that
all�columns�of�the�absentee�report�are�mandatorily�filled�in�the�future�and�that�complete
and� accurate� data� is� submitted� along� with� the� recommended/approved� leave� details.
Furthermore,�information�regarding�the�wearing�or�non-wearing�of�uniforms�by�the�Multi-
Tasking�Staff� (MTS)�must� also� be� compulsorily� included� in� the� absentee� reports.� The
competent�authority�has�also� instructed�all�branch�officers,�office�superintendents� �and
branch�managers�to�review�the�absentee�reports�for�the�periods�from�February�16,�2025,
to� March� 15,� 2025,� and� March� 16,� 2025,� to� April� 15,� 2025,� again� and�immediately
resend� the� absentee� reports� with� complete� information� and� correct� data� to� the
Administration�Branch,�Sub-Regional�Office,�Udaipur

��अतः�िनद�श��दान�िकया�जाता�ह�ैिक�संय�ु�िनदेशक�(�भारी)�महोदय�के�उपरो��िनद�श��का�कड़ाई�से
पालन�सुिन��त�कर�।�यह�भी�सू�चत� िकया�जाता�ह�ै िक�भिव�य�म��उपरो�� िनद�श�� के�संबंध�म�� िकसी�भी
�कार�क��लापरवाही�को�संय�ु� िनदेशक� (�भारी)�महोदय� के� िनद�श��का�उ�ंघन�माना�जाएगा,� �जस�पर
िनयमानुसार�उ�चत�काय�वाही�क��जा�सकती�है�|

��Therefore,� it� is�directed�that�strict�compliance�with� the�above� instructions� from�the

Joint� Director� (In-Charge)� be� ensured.� It� is� further� informed� that� any� negligence
regarding� these� instructions� in� the� future� will� be� considered� a� violation� of� the� Joint
Director�(In-Charge)'s�directives�and�appropriate�action�may�be�taken�as�per�the�rules.

�
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यहयह�प�रप�प�रप��संय�ुसंय�ु�िनदेशकिनदेशक�(�भारी�भारी)�महोदयमहोदय�केके�अनुमोदनअनुमोदन�सेसे�जारीजारी�िकयािकया�जाताजाता�हैहै�|

This�issues�with�the�approval�of�the�Joint�Director�(I/c).

�

�

संल�:�यथोप�र�|

Ecnl:-As�above

�

��������������������������(दीपकदीपक�कुमारकुमार�मीनामीना)
������������������������(Deepak�Kumar�Meena)

��������������������������उपउप�िनदेशकिनदेशक�(�शा.�शा.)
������������������������Deputy�Director�(admin)

�

सेवा�म�/To,

1 .�� सभी� अ�धकारी/कम�चारी,� उप� �े�ीय� काया�लय,� उदयपुर� |� All� officers/employees,� Sub

Regional�Office,�Udaipur.

2.��सभी�शाखा�धकारी/काया�लय�अधी�क,�क.रा.बी.िनगम�उप��े�ीय�काया�लय,�उदयपुर� |�All�Branch

Officers/Office�Superintendent,�ESIC�Sub�Regional�Office,�Udaipur.

3 .�� सभी� शाखा� �बंधक,� शाखा� काया�लय� (बांसवाड़ा/कांकरोली/भीलवाड़ा/गुलाबपुरा)� |� All� Branch

Managers,�Branch�Office�(Banswara/Kankroli/Bhilwara/Gulabpura)�|

4.���चिक�सा�अ�धकारी��भारी,�औषधालय�सह�शाखा�काया�लय,�क.रा.बी.िनगम,� �च�ौड़गढ़� |�Medical

Officer�In-charge,�Dispensary�Cum�Branch�Office,�ESIC�Chittorgarh.

5.� �शाखा� �बंधक,�औषधालय�सह�शाखा�काया�लय,�क.रा.बी.िनगम,�उदयपुर� |� Branch� Manager,

Dispensary�Cum�Branch�Office,�ESIC�Udaipur.

6.��सूचना�प�/वेबसाइट�|�Notice�Board/Website.

******
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