


Draft Circular 

Sub: - Allotment of Code Number - Reg.  

Allotment of Code Number to the establishments is an administrative 
process of registering an establishment through a code number to link up the 
remittances made by it with reference to its employees and to maintain their 
proper accounts including extension of service delivery to the members. 

( 1 ) 	 Time for Allotment of Code Number:- 

The process of allotment of code number has been modified from 
time to time as per requirement of the field offices, the industrial and economic 
scenario of the country and introduction of IT. 

_The three days time period for allotment -of---code number was 
introduced under Compliance 2001 Programme. However, over a period of 
time, it has become a point of major concern for increase in fly-by-night 
establishments. The field offices have been indicating that the three days time 
period is not sufficient to verify the genuineness of the coverage application as 
well as the information provided in it. It has led to increase in the in-operative 
accounts and increased work load in terms of maintenance of accounts of such 
establishments which do not comply subsequently but continue to be reflected 
in the workload. 

(a) In view of above, it is decided that the processing time for 

coverage application by the office shall be allowed to be two weeks or 
a maximum of 10 working days from the date of the receipt of 
coverage proposal. 

(b) Before allotment of code number, there should be a mandatory 

inspection to verify the address and , other relevant details of the 
establishment/Employer and all its employees. Attempt should be 

made to obtain official, residential and permanent address of the 

employer/directors/proprietors along with any of valid identity proofs 

e.g. PAN card, voters id, passport etc. and which has to be updated 

on subsequent inspections. 

(c) The EO should also verify the Identity details of all the employees. 
This verification of the employees of the establishment should be with 

reference to their valid identify proof like; Voters ID Card, Ration 

Card, ESIC Card, Pass Book, Driving Licence or any other such proof 

of identification issued by any Government body. 

(d) However, in cases where officer concerned is satisfied (for reasons 

recorded in writing) with the information and documents furnished 
with the coverage application; code number can be allotted forthwith 

with post coverage inspection within three months from the allotment 

of code number. 



(e) The EO should submit the Inspection Report regarding coverage 

proposal/application within three days of being handed over to him. 

(f) Necessary modification in the existing coverage pro forma to 

incorporate the additional information as above has to be made by all 

the field offices. 
(g) If any Inspection Report related to coverage is found incorrect or 

misleading at a later stage, stringent action should be initiated against 

the EO. 

(h) Ensuring compliance (both remittances of contribution and 

submission of returns) from the newly covered establishment shall be 

the responsibility of officer concerned who has allotted code number 

to it. 

(I) 	 In view of the ongoing computerisation project, before issue of 

coverage letter, it has to be ensured by the concerned officer that the 

details of the newly covered establishments are entered into the 

establishment master data. 
RPFCs In-Charge of the offices shall ensure that above practice 

___ is put in place immediately. _The_ officers in charge of compliance 
functions and the OICs shall closely monitor the receipt and disposal 
of coverage applications/proposals without giving room for 
harassment. In this regard CPFC circular no. Vig.XXV (02)2000/3017 
dated 04/08/2010 may be referred to. 

(2) 	 Compliance by iviuliti Locationa0 Establishment e- 

1 
There are increasing complaints of evasion and default in respect 

of multilocational establishments by the field offices. It was reported that on 
the basis of the Circular No. co-ord/13(1)05/Allotment of code no./34878 dt. 
17/18-03-2005, the 'establishments are not reporting compliance to the local 
RPFC Office taking a code number from some other place where the Head Office 
or Corporate Office of establishment is located and claiming to comply from 
there which is difficult to verify. 

Feedback/suggestions from the field offices were called regarding 
allotment of code number to ' the units/branches of multi locational 
establishment and securing compliance by the local PF Office vide letter no 
Coord./13(1)05/allotment of code no./34334-434/dated11/12/08/2009.The 
comments received unanimously suggested for securing compliance through the 
respective local offices. This is stated to remove ambiguity in ensuring 
compliance to all eligible members and improve the compliance position 

considerably. 
In view of the above suggestions; following revised guidelines are 

issued in suppression of the earlier circular no. Coord/13(1)05/Allotment of 

code no./34878 dt. 17/18-03-2005: 
(i) In case of multilocational establishment, the compliance has to be 

ensured with the concerned local office for the employees of their 

respective units/branches. 

(ii) 	 The employer in such cases would have liberty for a centralized 

code number in respect of only their transferable employees, at 

a place of their choice/ where their head office/corporate office is 

located to avoid transfer of accounts of such employees fror,n one 

office to another. 



(iii) 	 In case of large construction companies handling multiple projects, 

a separate code number for each of their project has to be allotted 
by the local RPFC. 

Coverage U/s 1(4) :-  

It has come to the notice that many establishments which are 
otherwise not allotted code number resort to coverage u/s 1(4) with minimal 
number of employees. Coverage of such establishment having less than 10 
numbers of employees not only creates accounting problem for the 
organization as maintenance of accounts of such establishment is quite cost 
expensive for EPFO but also most of the time leads to inoperative accounts. 
Therefore, following instructions are issued to regulate the proposals being 
forwarded u/s 1(4) to the Competent Authority: 

(a) 	 Establishments applying for coverage u/s 1(4) of the Act having 

employment strength of 10 to 19 employees may be considered along 

with confirmation regarding viability of the establishment and its 

sustainability to bear the cost of extending social security benefits to 
its employees. 

It is directed that while implementing the aforesaid revised 
instructions, due care has to be taken by the concerned officers that 
there is no harassment to the stake holders. 
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