
GOVERNMENT OF ANDHRA PRADESH 
ABSTRACT 

Health Medical and Family Welfare Department - Aarcgyasri Health Care Trust -
Implementation of Employees Health Care Fund Scheme* EHF - Operational 
Guidelines - Orders - Issued. 

HEALTH. MEDICAL AND FAMILY WELFARE (M2) DEPARTMENT 

QOM?N<? 186 Dated 14-08-2012 

Read the following -

1 G O Rt N0.1C49 HM&FW (M2) Dept. dated: 31-05-2011. 
2 G O Ms No 329 HM&FW (M2) Dept dated 10-11-2011 
3. From the Chief Executive Officer. Aarcgyasri Health Care Trust 

Letter No EHF/2S4/2012 dated OS-06-2012 
4 G O Ms No 184, H M & F W (M2> Department, dated 14-08-2012. 

« 0 » 
ORDER: 

In the G O 4* read above orders have been issued approving the 'Employees 
Health Care Fund Schome (EHF)'enl.stirg the sa!>ent features of the Scheme It was 
also mentioned in the sad G O that Government Orders on the Operational guidelines 
for concerned officers under the control of Director of Treasuries and Accounts (DTA). 
Pay and Accounts Officer (PAO)t Secretary to Government Information Technology and 
Communications department (Secretary IT&C). Commissioner Civil Supplies and Ex-
Offjoo Secretary to Government (Civil Supptes and Consumer Affairs). District 
Collectors and Heads of Departments (HoD) for enrolment of beneficiaries, and 
operation of the Scheme by the Chief Executive Ofteer. Aarogyasn Health Care Trust 
will be issued separately 

2. Government after careful examination, keeping in view the convenience of the 
beneficiaries under the scheme, the following orders are hereby issued 
A. ENROLMENT OF BENEFICIARIES 

i Beneficiaries shall mean the categones of beneficiaries covered under EHF 
m AHCT will be the service provider and implementing agency; Heads of 

Departments and District Collectors will be responsible for enrolment of State 
Government employees. State Government pensioners and their dependents, 

in Ail HoDs and District Collectors will ensure that the Drawing and Disbursing 
Officers (DDOs) working under them as well as the District Treasury Officers / 
Sub-Treasury Officers concerned shall follow the process detailed be tow 

iv. The information as available at present with the treasury offices under HRMS 
with DTA will be utilised to the extent possible for enrolment. 

v. The data shall be coltected in the HRMS Enrolment System (HRMS-ES) 
application maintained by AHCT as a s^igie point of contact for the benef-oary. 
The web address will be provided separately by 10-09-2012 for enrolment 

B. ROLE OF BENEFICIARY 
i. Each beneficiary shall first regtster w.lh Aadhar if not already registered, and 

cbtam Aadhar number given at the t* re of enrolment 
il. The employees and pensioners shall submit their appication through e-form in 

the HRMS-ES portal application maintained by AHCT which will be opened by 
10-09-2012. 

iu. Submission Process: 
a. Login to the web portal which will be opened by 10-C9-2012. 
b. The employee code itself is the user ID and the password will be provided to 

him by DDO. At the time of first legin the employee should change his 
password It shall be particularly kept in mmd that the password shall be 
confidential and the individual shall net forget to change the password. 

c. The employee shaH scloct his department location and office unit 
designation, grade of pay scale. DDO etc. from the dropdown lists in the 
application, submit the data, and attach the needed documents 
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d The employee/pensioner must furnish following while submitting the e-form 
1) demographic data consistent with Ser/ice Register 
2) Digial copies of passport photos (ICAO compliant) of each beneficiary 
3) Aadhar number or Aadhar enrolment number 
4) Scanned copy of the first two pages of the Service Register (pages 1 and 2 of 

old service register form (or) pages 4 and 5 of new service register form where 
name, date of birth and signature of office head are available) 

5) Scanned copy of Ration card if available 
Note Computer illiterate employees'pensiocers will approach the DDO/STO/APPO 

concerned directly with the aforementioned data/documents. 
e (i)The employee shall take a pnntout and verrfy the accuracy of data If there are 

errors, the same shall be corrected A signed print out of the filled up application 
shall also be scanned and attached to the e-(orm. This shall be the self-
declaration of the employee. 
( i) The employee shall be responsible for furnishing correct detaift of dependent 
family members in the online enrolment application Any false declarations will 
entail disciplinary action against the employee 

f. The e-form is then submitted After submitting the application, the employee will 
not be able to make changes to the data. 

g. The application is automatically submitted to the DDO concerned. 
h. The employee has to submit the signed application in physical form to the DDO 

duly signing the declaration 
C. ROLE OF THE CONCERNED DDO OF THE DEPARTMENT 

I The DDO shall login with his user ID. He will be able to see the filled up 
application in the system 
DDO/STO/APPO shall submit the applications on behalf of computer illiterate 
employee s/pensoners. 

ia. The application data shall be verified with the office records and approval will be 
given on the system. In case the data entered by the employee is incorrect, the 
DDO win return the application to employee within the system itself. At the time of 
acceptance or rejection of an application by the DDO. the system will 
automatically generate an SMS to the individual. 

iv. When the application is rejected by the DDO. the employee will be able to edit 
and resubmit the S3me along with a fresh signed application 

v. In case of illiterate employees, the application form duty filled and stgned shall be 
directly submitted to the DDO The DDO shaB get the data entry done in the 
presence of the employee The photos shall also b« uptoaded 

vi. After the health cards are printed and received, the same will be distributed to 
emptoyees/pensioners. The card vendor will prmt and supply the cards. 

vii. The DDO shall ensure that applications are property scrutinised after 
companng with the originals. Any improper scrutiny leading to ine!>gibte 
persons being enrolled as employees/pensioners will entail disciplinary action 
against the concerned DDO/STO/APPO for authenticating the application 

Note The process stated above holds good for the pensioners also For all the 
pensicr.ors the Sub-Treasury Officer (STO)/Assistant Pension Payment Offcer 
(APPO) wifl act as the DDO. Necessary validations shall be done by the 
STO/APPO concerned in the IT portal. 

D. ROLE OF DIRECTOR OF TREASURIES AND ACCOUNTS (DTA) 
The responsibility of DTA is to provide the exisfcng data relating to employees. 

pensioners, and DDOs. DTA shall perform the following duties. 
i. Forward all the updated data available in HRMS of DTA to AHCT every two 

weeks. 
ii. Provide the list of all employees and pensioners' data with their codes as 

available with him to AHCT which will use these codes for enrolling all the 
employees and pensioners 

iii. Provide the list of all Drawing and Disbursing Officers data along with their 
codes and departments to AHCT. which will be used for authentication of any 
employee/pensioner by DDO. 
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