File No.IMS/1064/2021-1TD2

e-mail :director.ims@kerala.gov.in _ ' _
website :www.ims.kerala.gov.in % Phone : 0471-2323960

File No: IMS/1064/2021-1TD2 - ™ - Directorate of Insurance
Medical Services
Dated : 30/09/2021

Sub:- Hardware Assets —Bquipmem.é(] T) - Maintenance and upkeep -
Instructions issued -reg:-

Ref :- 1. GO(Ms)N0.27/2018/1TD dated 28/10/2018
2.GO(Ms)No.17.2618/1TD> dated 07/08/2018

Circular

In connectiorr with the purchase maintenance and upkeep of Computer Hardwares

and equipments purchased through Plan Fund for the implementation of e-Governance, the
following directions are issved.

1) Since the minimum life ¢f equipments Computer, Scanners and Printers are 5 years ( as
mentioned by Gowt, it is required to keep these equipments at least 5 years failing which
requires to prodoce sufficient reason. After the period institutions can begin the process of
disposing it with sufficient evidence and documentation

2) Al the institutions should keep a stock register for recording the IT equipments/assets
which are required to produce before the authority concerned as decided by the Director of
Insurance Medical Services / Government, the format of the registers are menfioned in the
Annexufe A.

The stock register should contain details such as Produci serial no, make, model
amouni of invoice, date of inveice invoice number, date of receipt, date of installation,
installation agency, holder/cusiodian. Whenever there is change of section/division of
. employees, that should be recorded in the repister with signature of the employee. In the
absence of employee in-charge of the section, Head of office/superior of the employee/person
authorized by the head of office is weated as the authority in-charge of the equipment.
Liabilities arised consequent 10 mishandling inappropriate usage and negligence wiil be
imposed in the custodian of the equipment during the period of such damage.

3) Tt is required to record the deails of sub-components of products like computers whose
sub-components are replaced/repaired separately (like CPU, Momtor Keyboard, Mouse) and
is having separate unique serial numbers of identification,

3) The Regional Deputy Directors are entrusted 1o execute Hardware audit of IT Equipments
with Zonal nodal officers, These avdit reporis should be communicated to existing Audit
authorities. However the existing auditing «deparmmental authorities can also execute the
- same, for which technical expertise will be provided by the Nodal OfficersTT Division of
Departmeni on proper Communicaton.
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4} A person/employee who is a custodian of an equipment is liable 1o handover the same to
the next successor/superior/Head of Office as the case may be at the time of relief from the
office in any type of wansfer/retirement, failing which the same should be reported
immediately. He is liable to any damages/liabilities find later.

5) Ti is required to do annual verificaton of stock to be done by the head of office every
vear. The stams of informatigp should be recorded in the stock register.

6) The charge of Hardware rcgisier should be handed over 10 his successor by the current
officer and the successor has 1o take up the charge when the current officer relieves from his
duty. All the handing over processes should recorded in the hardware register. On failing this,
RTC/NLC will not be issued 1o the officer who is relieving from his/her duty
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Director of Insurance Medical Services i/c
To i _ .

1)Regional Deputy Ditector , South Zone/North Zone /Central Zone

2) Deputy Director , Ajurveda/Homoeo

3)Superintendent,All ESI Hospitals

4)Insurance Medical Gfficer ,All ESI Dispensaries




Annexure A

IT & ELECTRONIC ASSET REGISTER

SERIAL NO, Name of
Asset Number Name of WARRANTY CUSTODIAN
Running | (S|.No+Year+Institution | PRODUCT Supplierfinstaller / | Dateand |INVOICE NUMBER & With dated |sIGN HEAD OF
Sl.No Code) Description [Make and mode contact info Amount. DATE Received and tnstalled DATE[ signature | INSTITUTION
SAMPLE DATA
Supplier- Halcyon .
. 345/2020/QWED Sri,ABBCD
Lenova Think Installer-Halcyon ASBS67LK / /a Received - 26/12/2020 "
£[1/2020/AL0 Desktop centre 2021 |ph /25/12/2022 [1169:25/10/2028 e - 28/12/2020 dated:
HQM__...m No: Rs. 35000/- 28/12/2020
255,




