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AUTHORITY & TERMS OF REFERENCE 

As desired by the competent authority, the subject work study has been undertaken by the 

GM’s Efficiency Cell / Eastern Railway during the financial year 2017-18 under the following 

terms of reference:- 

I. To evaluate the quantum of work. 

II. To examine the deployment of ‘RECORD SORTER’ against workload. 

III. To assess the actual requirement of ‘RECORD SORTER’, considering the present 

working scenario at the Head Quarters Offices under PCE/E.Rly. 

 

SUMMARY OF RECOMMENDATION 

Sl. 

No. 
Recommendation Para ref. 

1 

 
The Study Team recommends that 07 posts of ‘Record Sorter’ 

to be surrendered from the existing Sanctioned Strength of 

Record Sorter at the Head Quarters Offices under PCE/E.Rly. 

2.15.0. 
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II 

EXECUTIVE SUMMARY 

Study Name & No.: 

 

REVIEW OF WORKINGS OF ‘RECORD SORTER’ DEPLOYED                                            

IN HEAD QUARTERS OFFICES UNDER PCE/E.RLY              

(STUDY NO.WSER-31/17-18) 

 

Year of conducting the 

study: 
2017-18 

Terms of reference: 

I. To evaluate the quantum of work. 

II. To examine the deployment of ‘RECORD SORTER’ against 

workload. 

III. To assess the actual requirement of ‘RECORD SORTER’, 

considering the present working scenario at the Head Quarters 

Offices under Engineering Department. 

 

Methodology: 

 Collection of data. 

 Discussion with concerned Supervisors. 

 Study of existing workload and manpower. 

 Critical analysis of existing workload and assess the actual 

requirement of manpower. 

Existing  Sanctioned 

Strength 
08 

Existing Men on Roll 01 

Vacant post 07 

Proposed Surrender 07 
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1.0.0. INTRODUCTION: 

 

1.1.0. Indian Railways, being the nation’s lifeline and the principal mode of Transport in 

the country, have played a vital & constructive role in the development of Indian 

Economy. But of late, Railways have started facing serious problems in this area 

because of the under mentioned factors  :  

 

(A) Non-materialisation of the traffic in the core sector and consequent drop of 

market share of ‘Freight Traffic’. 

 

(B) Increase in ordinary working expenses due to gradual & exorbitant 

Increase of Staff Cost. 

 

1.2.0. It is therefore imperative that expenditure due to maintenance of ‘Staff Cost’ is 

being the most vital component of Indian Railways. It should not be allowed to 

increase further. To achieve the purpose, the staff strength should be restricted to 

an optimum level.  

 

1.3.0. The object of modernization is to maintain safety, security and punctuality. In 

addition to that, with the advancement of technology, Railway has also upgraded 

the staff by giving training to acquaint with modern technology, so that they can 

keep pace with the time. Moreover, in the era of advancement of modern 

technologies, Indian Railways has always kept pace with the introduction of 

technological advancement. 

 

1.4.0. Indian Railway is facing tremendous financial crunch after implementation of 6th 

Pay Commission and it is more after implementation of 7th Pay Commission. 

Operating ratio is gradually increasing. Though Indian Railway is not a business 

organization but to survive, it is always essential to make the organization in profit 

i.e. operating ratio should be less than 100%. Performance Efficiency Index shown 

in the corporate plan published by the Eastern Railway is given below: 

 

Operating Ratio 

2012-13 178.86% 

2013-14 173.32% 

2014-15 177.27% 

2015-16 180.56% 

2016-17 165.25% 

2017-18 178.76% (Proposed) 

 

1.1.0. In view of the above, Eastern Railway has taken serious consideration to make the 

operating ratio within limit (i.e. at least below 100%) by decreasing the Working 

Expense and increasing the earnings. Thus the subject work-study has been 
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undertaken in this financial year, 2017-18, to assess the need based requirement of 

manpower relating to concerned deptt. 

 

1.2.0. The Railway Authority has suggested for conducting the subject study in order to 

provide need based requirement of Record Sorter under concerned department in 

HQ offices of Engineering Department consequent upon the changed scenario.                                                                                                                           

In view of the above, an in-depth study on the subject matter has been conducted 

by the Study-team. 

 

1.3.0. As per terms of reference, the study team has thoroughly observed the activities of 

Record Sorter and their deployment. After going through the critical observation, 

the study team has concluded on the actual requirement of typist without 

hampering ongoing process. 

 

1.4.0. The subject work study is undertaken by the GM's Efficiency Cell in the 3
rd
 quarter of 

2017-2018. It is based on the staff position with the status of staff strength of 

diminishing categories, collected by the study team during pilot study. This time, a 

pocket of surplus posts pertaining to diminishing categories of staff, viz. ‘Record 

Sorters’ deployed at HQ / E. Rly, has been picked up by the study team of GM's 

Efficiency Cell. In view of above, it is to mention here that the main target of 

conducting the subject work study is to justifiably curtail the staff strength of 

diminishing category of staff like Record Sorters deployed under GM’S 

Administration department at HQ / E. Rly. 

 

1.5.0. As the main objective of Indian Railway is to improve the operating Ratio of 

railway, the GM's Efficiency Cell always pays attention to identify area of surplus 

posts in different wings of different departments through Work Study and 

rationalize the manpower there in all respect.  

 

1.6.0. The Work study, thus, based on the justification drawn by the study team during 

period of physical observation and as a result, the productivity is increased by 

decreasing the inputs i.e. by proposing surrender of the excess manpower.  Thus, the 

financial savings achieved due to surrender of manpower, would obviously improve 

the operating ratio of E. Rly. with an aim to improve Eastern Railway vis-a-vis 

Indian Railway's operating Ratio as a whole. 

 

1.7.0. The main motto of conducting the subject study is to explore the effective utilization 

of ‘Record Sorters’ deployed in the sections under GM’S Administration at HQ 

/E.RLY. The necessity of filling up the vacant posts is also explored before drawing 

the conclusion regarding surrender of vacant posts. As the said posts have phase wise 

been surrendered in the past days due to proportionate reduction of such workload, 

the scope of surrender of excess posts of Record Sorter in this wing has become bare 

minimum.  

 

1.8.0. However the necessity of retention of the vacant posts vis-à-vis present deployment 

of Record Sorter is scientifically analyzed before drawing a recommendation. 
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2.0.0. Existing Scenario Critical Analysis: 

 

2.1.0. The subject work study is conducted to review of manpower pertaining to ‘Record 

Sorter’ category of staff deployed under Engineering department at HQ /E.RLY. 

While conducting the subject study, the present deployment of such staff against its 

pinpointed sanctioned posts and the corresponding involvement vis-a-vis 

effectiveness of such staff in their respective field of work under Engineering 

department at HQ /E.RLY, has been collected from the concerned authority. 

 

 

2.2.0. During study period, the Sanctioned Strength (S/S), Men-on-Roll (MOR) & Vacancy 

position of ‘Record Sorter’ category of staff deployment under Engineering 

department at HQ /E.RLY is shown as under - 

 

Designation 
Sanctioned 

Strength 
Men-On-Roll Vacancy. 

Sr. Record Sorter 02 0 02 

Record Sorter 06 01 05 

TOTAL 08 01 07 

 

The above position reveals that 7 posts are found vacant as against a total sanctioned 

strength of 8 posts as per above stated designation. 

 

 

2.3.0. The distribution of ‘Record Sorter’ as per Men-on-Roll as per above stated table 

shows that the only incumbent of ‘Record Sorter’ is not working at Engineering 

department at HQ/E.Rly. now, while the staff is presently deputed under DGMG 

Heritage Gallery - 
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Sl. No. Designation Section MOR 

1 Record Sorter HQ Heritage Gallery 1 

Total 1 

 

 

2.4.0. During field study, it is observed that the existing deployment of Record Sorter is 

only 1 in total. In course of assessing the present utilization of Record Sorter, it is 

learnt that there is no deployment of any incumbent in their respective field of work 

at the Engineering department under PCE since long. Rather, the lone ‘Record 

Sorter’ is utilized at HQ Heritage Gallery under Engineering department at HQ 

/E.RLY.   

 

2.5.0. During physical observation, the effective utilization of Record Sorter deployed at 

HQ’s Heritage Gallery under GM’S Administration department i.e. DGMG at HQ 

/E.RLY, has been observed. The incumbent assisted the in-charge of the HQ Heritage 

Gallery. 

 

2.6.0. From the above, it does not have any justification to fill up a single vacant post of 

Record Sorter in the Engineering department under PCE. as these posts may be 

treated as the diminishing category of staff having no contribution towards the out-

turn related to sorting of files & documents. Hence, the present deployment of such 

category of staff may hardly be continued till their retirement by effectively utilizing 

these staff otherwise. 

 

2.7.0. The retention of Record Sorter is no longer required in the office due to 

introduction of computerized system of working. The computer itself keeps all the 

records, as a result sorting of records by a Record sorter has lost its purpose. The 

Record Sorters are supposed to utilize to sort out all old Files & documents of all 

sections under PCE in order to work out a list of important files which are to be 

kept aside safely by its dealers. and a  list of huge nos. of files to be condemned.  

 

2.8.0. There is no justification to fill in the vacant posts of Record sorters under any 

circumstances as the job of record sorting may be grouped as redundant activities. 

 

2.9.0. During physical observation, effectiveness of Record Sorter has been analyzed to 

explore utilization in the present scenario. But keeping the present sanctioned 

strength vis-à-vis vacant posts of ‘Record Sorter is contrary to the modern concept of 

‘Paper less office’.  
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2.10.0. Therefore, the study team has got no justification neither to fill-up the vacant posts 

nor to curtail the existing manpower at this stage, but it is confirmed that these post 

of Record Sorter will be found excess in near future. In this connection, it is 

suggested that the present deployed post of Record Sorter may be redeployed or 

surrendered in near future.  

 

2.11.0. As discussed in above paras it is crystal clear that there is no other alternative except 

surrender of 7 vacant posts of Record sorter.  In this regard, the study team feels to 

retain 1 existing posts of Record sorter at this moment. Subsequent to the above 

analysis, the study team proposes that 7 (Seven) vacant posts of ‘Record Sorter’ are 

required to be surrendered straight away, as these posts have no contribution 

towards the daily out-turn of Engineering department under PCE.  

 

2.12.0. Moreover, the activity of ‘Record Sorter’ is redundant in nature and the category 

itself is diminishing day by day. Thus, there is no need to induct new incumbent of 

‘Record Sorter’ under the present situation. 

 

2.13.0. On being reviewed the workings vis-a-vis effective utilization of Record Sorter in 

their respective field of work, the study team has drawn the under mentioned 

conclusion. 

 

2.14.0. Conclusion:- It is concluded that the present 7 vacant posts of Record Sorter to be 

surrendered under PCE’s  Engineering Department. 

 

2.15.0.  Recommendation: -  It is recommended that the revised sanctioned strength (i.e. 

revised MOR) of Record Sorter will be only 1 in total as against the existing total 

sanctioned strength of 8 posts which would result in surrender of 7 posts of ‘Record 

Sorter’ as a whole. 
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3.0.0. FINANCIAL APPRAISAL: 

 

 

3.1.0. According to the recommendation made in Para 2.15.0., the annual financial savings 

to be achieved on account of surrender of 07 posts of ‘Record Sorter’, as a whole, 

under HQ Engineering Department is evaluated and tabulated below.  

 

 

 

 

 

 

 

 

 

 

 

 

3.2.0. Consequent upon the implementation of recommendation made by the study team, 

the annual financial savings due to surrender of proposed surplus of 07 posts from 

the area of activities that studied would be to the tune of Rs. 33.03  lakhs (Approx.) 

 

 

Category    
/Scale of 

pay 

Mean   
pay         

GP       
DA @ 
5 % 

Total 
Pay/staff/           

month    

Proposed 
surplus 

Monthly 
savings 

Yearly 
savings 

Figs. In Rupees   Figs. In Rupees 

Record 
Sorter / 

Rs 18,000 
- 56,900/- 

37,450.00 1,800.00 1873.00 39,323.00 
07 Posts. 
(Seven) 

2,75,261.00 33,03,132.00 


