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Office Order No. 72 of 2023
Sub: Streamlining of Record Room Management —reg.

Attention is invited to Office Order No. 41 of 2023 wherein it was requested to all Branches/Cells in
Board’s office to undertake a special drive toward review and weeding out their records/files available in Record
Branch. Despite the above instruction there are still 3.5 lakhs files stacked in record room and there is no space

available to record further.

2. In this regard following measures/steps may be taken to create space in the record room for future need:

a) All ‘B® & C° category files whose residency period completed shall be reviewed and desimyed
expeditiously.

b) All ‘B’ category files need to be reviewed in midway of their retention period and possibilities may be
explored for destroying the same duly keeping scanned copies and stored in servers/database.

c) Post e-office implementation in Railway board, except for exempted areas, no physical records need to be
created. Record Room shall be a check point and no physical record shall ordinary be accepted.

d) Subsequently, all files need to be reviewed w.rt their original classifications as defined in Record
Retention Schedule issued by DAR&PG with a purpose to ensure that record are kept for prescribed period

only.

3. Further, record/files which have completed their retention period may be reviewed in true spirit and not be
retained with remark for further retention unless it is genuinely required for future reference. It may be noted that
in respect of Category ‘C’ the maximum retention period including retention post review is 10 years. In case, a *C’
category proceedings is to be retained further, then it be upgraded to Category “B” or “A™ as the case may be and
such justification for retaining the proceeding after review need to be personally approved by concerned PED/AM
duly indicating in brief the reasons for further retention for each and every proceedings separately. Without proper
justification for further retention of files/records, the same should not be accepted in Record Branch.

4, DGs/AMs/PEDs/EDs are requested to issue suitable instructions in this regard to their subordinate official
w.r.t units under their control for compliance of above instructions.

Cooperation of all solicited. W
rinivas)

No.2023/Record/Digitisation (T.S
Dated: 31.10.2023 Joint secretary/ Railway Board
TeleNo: 011-47845551
Email ID : t.srinivasl@gov.in

All Officers/Branches in Board's Office, COFMOW and Dayabasti, New Delhi,
Copy for information:
EDPG/MR,EDPG/MoSR(D),EDPG/MoSR({J)

Room MNo. 229, Rail Bhawan,Raisina Road,New Dethi-1 10009
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