
F.No.D-21/5/2021-Gen.                                        Date: 06-01-2025

 
CIRCULAR

Subject: Requisitions in respect of laptops for Officers/Officials as per the new
laptop procurement policy dated 11.11.2024- regarding.

              

 Reference is invited to circular no. I-11013/4/2021-ICT (E323) dated
11.11.2024 (copy attached) of ICT Division, Hqrs. Office in respect of Policy for
Procurement of laptops for ESIC Officials. In this regard, all the concerned
branches/divisions of ESIC Hqrs. Office are requested to provide the requisitions of
laptops in respect of Social Security Officers (as per S.No. 1 of the table) & Assistant
Directors  (as per S.No.2- i of the table), respectively as per the eligibility criteria
outlined in the policy in the prescribed proforma (copy attached).

          Further, all the eligible Officers in the cadre of Deputy Director and above and
equivalent level officers of Engineering & Rajbhasha posted in ESIC Hqrs. Office are
requested to submit their requests for the issuance of Laptop, if desired, to the
General Branch (general-hq@esic.gov.in). Similarly, the eligible Medical Officers
holding administrative posts in ESIC Hqrs. Office are also requested to submit their
requests for the issuance of Laptop, if desired, to the General Branch, at the earliest.

This is issued with the approval of the Competent Authority.
 
Encl: As above.
 

 

Asstt. Director(Genl.)

Copy to:

i.   All the concerned branches/divisions of Hqrs. Office.

ii.  All the eligible Officers of Hqrs. Office as per the ICT Circular dated
11.11.2024.
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PROFORMA FOR ISSUING OF FRESH LAPTOP 

 

Request for approval of Issuance of Laptop to Deputy Director and above and 

equivalent level officers of Engineering and Rajbhasha Cadre and Medical Officers 

holding Administrative Post as per the eligibility criteria defined in ICT Laptop Policy 

dated 11.11.2024. 

 

Name Designation Branch 

   

 

 

UNDERTAKING 

 

1. It is certified that the I am eligible for issuance of laptop as per the ICT policy 

dated 11.11.2024. 

2. It is certified that I have not taken any Laptop/Notebook from Office. 

3. I Undertake that, I shall be personally liable for safe custody of 

laptop/Notebook. 

 

 

 

Date:_______________ 

 Name of Officer:______________________ 

                                        Designation:_____________________ 

                                 Stamp:                

 



PROFORMA FOR ISSUING OF FRESH LAPTOP  

 

Request for approval of Issuance of Laptop to Social Security Officers and 

Assistant Directors as per the eligibility criteria defined in ICT Laptop Policy dated 

11.11.2024. 

Name of the Branch: 

S.No. Name Designation Justification Remarks 

     

 

Total no. of laptops:_____________ 

UNDERTAKING 

 

1. It is certified that the names suggested above are within the criteria outlined vide 

ICT policy dated 11.11.2024. 

2. It is certified that the above Officers/Officials have not taken any 

Laptop/Notebook from Office. 

3. I Undertake that, I shall be personally liable for safe custody of laptop/Notebook. 

 

 

 

Date:_______________ 

 Name of Branch Officer:______________________ 

                                        Designation:_____________________ 

                                 Stamp:                


