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SERVICE BROCHURE

Employee Benefits
Administration

Keep benefit records moving with employee life.

PF, ESI, claims and settlement administration.

01 Record updates and input quality

Review the information supplied for agreed updates and identify missing or inconsistent details. Route
clarification requests through designated contacts, keeping employee-provided information connected with
the relevant administrative record.

02 Request and claim coordination

Organise supporting documents and track the agreed administrative steps for employee requests. Distinguish
items awaiting employee information, employer verification or external processing, without treating submission
as confirmation of an outcome.

03 Status communication and exceptions

Provide a consistent route for progress queries and unresolved items. Record follow-up actions and recurring
issues, helping HR explain the next step and identify where clearer joining information or communication would
reduce repeated questions.

DELIVERABLES

Update workflow / Request status / Escalation ownership

LET’S MAKE THE WORK RUN BETTER.

Book a consultation →

WhatsApp / call +91 88288 52762 enquiry@karmamgmt.com

https://karmamgmt.com
https://bookings.cloud.microsoft/book/G3a647f817c094ba98a8ea9870912c8ae@karmamgmt.com/?ismsaljsauthenabled
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