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Office Order No. 27 of 2025

Sub: Guidelines issued by DARPG for implementation of E office — regarding

In alignment with the principles envisaged by DARPG in their OM 0-16012/6/2017-
ARC-DARPG (€2938) dated 17.01.2025 (copy enclosed), the following guidelines are
issued/reiterated:

(i) Standing orders on Channel of Submission of cases pertaining to Branches in Board’s Office
are available in the e-Office dashboard and on Indian Railways’ official website which can be

accessed through the following link:
https://indianrailways. gov.in/railwayboard/view_section.jsp?lang=0&id=0, 1,304,366,523,2605

Despite repeated instructions (latest was from Secretary/RB vide Office Order no.72 of
3024 dated 14.12.2024), it has been observed that many Branches in Board’s office have not yet
uploaded their Channel of submission on IR website as instructed in the ibid Order. This may

invariably be done by 30th April, 2025.

(i) Comprehensive instructions were issued on Functional File numbering system and Non-
Single file system vide Office Order no. 20 of 2025 dated 06.03.2025. These instructions are
available on the e-office dashboard and internet site of Indian Railways at the following link:

https:// indianrailways.gov.in/railwayboard/uploads/directorate/secretary_branches/Ofﬁce_Order
_2025/0_0_N0_20%200f%202025%20(1).pdf

(iii) Detailed instructions on File Management System (both e-files and physical files) are
claborated in Chapter 12 of the Railway Board’s Manual of Office Procedure (Sixth Edition)

which is accessible through the below mentioned link:

https://indianrailways.gov.in/railwayboard/uploads/directorate/secretary_branches/pdflz022/6th_
Edition MOP_2022.pdf.

Instructions for parking and closing of e-files and creating of part files etc. are also available in
the e-Office User Manual at page nos. 183-184 and page nos. 224-232 respectively. The User
Manual can be accessed in the help section (symbol "?") on top right of the File Management
System. These may be followed invariably.

...contd/-



o %
(iv) DARPG has advocated the Use of Knowledge Management System (KMS) in e.-ofﬁce. for
managing the OM's Circulars, Orders etc. and further adding them as references in e-Files.
Accordingly, C&IS Directorate have already taken the following measures:

a. Folders have been created for each Directorate in the KMS and permissiop given to all
Organisation Units(OUs) under the Directorate for uploading/viewing Fhelr docurpents.
Now, every user has two tabs (public notice board & notice board of directorate) in the

Notice Board.

b. The Directorate notice board is visible as Organization Unit's notice board and the folder
is common for all Organization Units under a particular Directorate. Permission has been
given to all users of that Directorate to view the notices of all their OUs.

For publishing documents in notice board, users will have to send the document in pdf
form for publication through KMS module and inform RBCC through mail (rbce-
helpdesk@rb.railnet.gov.in) with specific instruction for publishing it on public notice board or
Directorate's notice board.

Further, a list of all files (Directorate-wise), in PDF, may be placed in the KMS for
reference of all so as to avoid creation of multiple files in the same Head or part files.

W) All Directorates are requested to review and examine the Distinct Levels. These are
available under 'e-File Movement Status' Report under the 'Data Analytics' tab in the eFile MIS

Reports application.

In order to help users become familiar with the news features in e-office, those users who
wish to avail training in e-office may send their request through email to e-office helpdesk at
rbec-helpdesk@rb.railnet.gov.in by 30™ April 2025 so that a training session can be organized
for them by C&IS Dte.

2. This issues with the approval of competent authority

File No. 2025/0&M/2/1
Dated: 09.04.2025

(T. Srinivas)

Joint Secretary/Railway Board
Tele No. 011-48745551

Email: t.srinivasl@gov.in

All Officers & Branches of Board’s Office at Rail Bhawan, COFMOW Building and
DayaBasti for necessary action,

Copy to: EDPG/MR, EDPG/MoSR(R), JDPG/MoSR(S)

Room No.229, Rail Bhawan, Raisina Road, New Delhi-110001
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