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WTXd G<HX GOVERNMENT OF INDIA
- XA HATAT MINISTRY OF RAILWAYS
(T 1) (RAILWAY BOARD)

Office Order No. 20 of 2025

Sub: Reiteration of Instructions on Functional File Numbering System or Non- Single File
System (Non-SFS).

Attention is invited towards instructions regarding adherence to Functional File Numbering
System (Non-Single File System - Non-SFS) as prescribed in Chapter 12 of the Manual of Office
Procedure of the Ministry of Railways. This is in alignment with the guidelines issued by the
Department of Administrative Reforms and Public Grievances (DARPG), which directs a review of
the Basic File Heads and identification of standardized Heads relevant to each
Ministry/Department. This will serve as a standard set of Subjects, which can then be used to track
subject-wise pendency.

2. The Functional File Numbering System is designed to standardize file classification across
various sections and directorates, ensuring consistency, ease of retrieval, and proper documentation.
The relevant extracts w.r.t. Non-SFS are attached as Enclosure-I.

3. This system needs to be created by the concerned Branch/Directorate and to be added in
e-Office through System Administrator i.e. concerned e-Office unit of RBCC. Efforts may be
made by each Directorate to move from Conventional File Numbering System based on Subject
classification (SFS) to the Functional File Numbering System i.e. Non-SFS as advised by DARPG.

4. The above issues with the approval of the competent Authority.
No.2025/0&M/2/1 (T.Srinivas)
Dated: 06.03.2025 Joint Secretary/Railway Board

Email id: t.srinivasl@gov.in
Tele No.: 011-47845551

All Officers and Branches in Board’s Office, COFMOW Building and at Dayabasti,
New Delhi

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

Room No.229, 2" Floor, Rail Bhawan, Raisina Road, New Delhi-110001
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12.2.2. Functional File Numbering System or_Non Single File System ( Non SFS)

In Conventional File Numbering System (SFS), the file numbering varies from Section to
Section and Ministry to Ministry as such Functional File Number System was developed by DARPG
in respect of functions common to all Ministries and Departments (e.g. matters relating to
establishment, finance, budget, account, office supplies and services and other house-keeping jobs ,
Parliament questions etc). Non-SFS is encouraged to be used in e-Office for creating eFile.

Common Office Functions Codes as fixed by DARPG are as under:

COMMON OFFICE FUNCTION CODES

Code

Records relating to common functions in Ministries &
Departments

Establishment

Welfare

Vigilance

Common office services

Hindi

Public relations

Finance, budget, cash and accounts

Parliament matters

TE|QTmgIQ|w| >

RTI matters
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Broadly speaking, apart from the code indicating common office functions, Functional File
Number will have alpha-numeric code for Basic, Primary, Secondary and Tertiary heads (as
explained in Table below). The range and dimensions of the subjects falling under the scope of
business allocated to a Directorate/cell are analyzed under four hierarchical divisions in the following
sequence:

Relevant Head Activity

Basic Head Main functions of the Directorate/Branch

Primary Head | Activities in each of these Functions i.e. to list out under
(Main Activity) each basic function as above by main activities identifying
them through appropriate subject heading called Primary
Heads

Secondary Heads | Aspects or Operations involved in each of these activities
ie. to divide each primary head into sub-subjects or
aspects called ‘Secondary Heads’

Tertiary Heads Where necessary, break down each secondary head into its
various known factors called “Tertiary Heads’ i.e. Factors
to be taken into consideration relating to each of these
aspects or Operations

12.2.3. Based on the above list of heads’, a functional file index for various substantive subjects dealt
with by a Directorate/Branch/Cell together with an identifying file numbering system is then
developed by the concerned Directorate/Branch/Cell. For detailed explanation on file numbering
system as in Non SFS, Appendix 12.1 may be referred to.

12.2.4. e-File supports both the file numbering system (SFS/Non-SFS). At the time of creation
of the file, one has to select the appropriate option either SFS or Non-SFS. e-File has
provision to include Basic, Primary, Secondary and Tertiary Head in respect of substantive
functions of the Branch/Directorate. This needs to be created by the concerned
Branch/Directorate and to be added in e-Office through System Administrator i.e. concerned e-
Office unit of RBCC. Efforts may be made by each Directorate to move from Conventional File
Numbering System based on Subject classification (SFS) to the Functional File Numbering
System i.e. Non-SFS.
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APPENDIX -12.1,
(Para 12.2.3)

Essentials of a functional file index and an identifying file numbering system

1. Basic heads- Identify and list basic functions of the Section, these may be called’ basic (or group)
heads’ e.g. ‘labour relations’, foreigners’, fertilizers’.

2. Primary heads- List under cach function (i.c. basic/group heads) its main activities identifying
them by appropriate subject headings called ‘primary heads’.

3. Secondary heads- Divide each primary head into sub-subjects or aspects called ‘secondary heads’.
4. Tertiary heads-Where necessary, break down each secondary head into its various known factors
called ‘tertiary heads’.

5. Further sub-divisions — In this way the process of breaking down the function could be extended to
several descending, consecutive echelons according to needs.

6. Examples — Examples of basic, primary, secondary and tertiary heads are in Annexure to
Appendix-12.1).

7. Rational sequence — In drawing up lists of basic, primary, secondary and tertiary heads and their
further sub-divisions, where necessary, some rational sequence in arranging the heads in the same list
may be followed. Such an arrangement may reflect organic or procedural relationship among the
different heads to adopt any of the following orders or a combination thereof as convenient

e a step-wise process

e an alphabetical order (particularly when representing regions, produces, commodities, clients,
organizations or institutions)

e descending levels of importance of heads.

e diminishing frequency of occurrence of different events identified by suitable heads.

The first two places in the list of secondary heads under each subject may be uniformly
reserved for 'general’ and 'policy' matters.

Entries in each list of standardized heads (viz. Under basic heads, primary heads, secondary
heads, tertiary heads and so on) may be arranged in alphabetical order, if any other type of sequence
has not been followed.

8. Identification of basic heads — If the number of basic heads be large, each may be identified by a
group of 2 to 3 letters phonetically selected. If it be small not exceeding 10, they may be identified by
assigning consecutive Roman numerals to them.

For example, in the field of agriculture, the basic heads 'fertilizers', 'seeds’, 'plant protection’,
etc. could be symbolized by 'Fert', 'Sd', 'Ppn’, etc., respectively.

9. Identification of primary heads — Next, the primary heads will each be identified by a group of 2-
digit Arabic numerals beginning with 11 and continuing in consecutive order upto 99.

10. Identification of secondary and tertiary divisions — Similarly, each secondary head, as also each
tertiary head, will be identified by a group of 2-digit Arabic numerals beginning with 11 and going
upto 99.

11. Deviations — If the subjects are simple relating to a fresh or recent activity, they may well be

covered by one list of primary heads alone or by a two-level list of primary heads and secondary
heads. Each primary heads or secondary head could then be identified as in para 8 and 9 above.
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Progrqssye increase in levels develops as the number of functions increases, so also when the
number of activities under each function and the number of operations under each activity increase

1.2. Exception = If a paper requiring filing is such, as apparently does not relate to any of the approved
lists, the following questions may be relevant :-

(1) whether‘ it can come under any factor heading i.e. a tertiary heading as related to a secondary
heading;
(if)whether it seems allied to a secondary heading as related to a primary heading; and if not;

(111) whet'her it could be brought under an additional heading placed at appropriate point in
the list of primary headings.

Itf nothing suggests, it may be temporarily placed in the list of primary headings as the last
item.

18, Fi{e code — The file may then be assigned an alphanumeric code symbol composed in the
following sequence :-

(1)  a single letter or a group of 2-3 letters, or a Roman numerical representing the basic head
followed by a hyphen as the separator;

(i) a 2-digit group of Arabic numerals representing primary head followed by zero as the
separator;

(ii1) a 2-digit group of Arabic numerals identifying the secondary head followed by a slant
stroke as the separator;

(1v) serial number of the file opened during the year under the secondary head, followed by a
slant stroke as the separator;

(v) a4-digit number representing the year, followed by a hyphen as the separator;
(vi) a group of abbreviating letters representing the section.

If the file opened relates to a standardized tertiary head, a 2-digit Arabic numeral identifying
it, enclosed in brackets, may be inserted before the serial number mentioned in (iv) above and the
slant stroke preceding it.

Example: I A file opened by Labour Relations I section during 2019 relating to a strike in colliery
'X' may have IV 13024/5/2019/LRI as the file code where 'TV' represents the functions group 'labour
relations'. 13 the primary head 'strikes', '0' the separator, 24' the secondary head 'coal mines', 'S' the
serial number of the file opened during the year under the secondary head 'coal mines' to describe the
colliery involved, '2019' the year of opening the file and 'LRI' the section concerned.

Example: 2- A file opened by Foreigners II section to examine an application of Mr. John, a British
national, to visit India may bear the coded number F 17012/2/2019- FII where 'F' represents the group
head 'Foreigners', '17° the primary head ‘visa/endorsement’, "0’ the separator, '12’ the secondary head
‘British’ '2' the serial number of the file opened during the year under that head, '2019' the year of
opening the file, and 'FII' the concerned section.

Similarly, in Fertiliser IV section, file relating to fertiliser imports could carry the code Frt-
19012/3/2019-FIV here 'Frt' would denote the basic head 'fertilisers' and the other symbols would be
as explained in the above two examples.
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14. File title — A complete title of the file will normally consist of the appropriate standardized heads
(from the 'basic' head downwards each separated by a hyphen) followed by a very brief coment Lo
describe the particular question issue, event, person, thing, place, etc. involved, The basic head,
however, need not form part of the title, when —

(a) the total number of such heads is small and from their identifying Roman numetals, they
can easily be known; or

(b) the basic head is identified by a letter or a group of letters phonetically selected
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Annexure to APPENDIX- 12.1

Examples of Basic, Primary, Secondary and Tertiary Heads

Basic Head Primary Head Secondary Head Tertiary Head
Labour Relations Strikes/ Lockouts | - Coal mines
Adjudication of - Oil fields
disputes - Banking
Foreigners Acts and Statutory | -Passport (entry into
rules India) Act/Rules

-Registration of
eVisa/endorsement | Foreigners Acts/Ruleg

¢ Special permits -Foreigners Act/Rules
e Extension of stay -Citizenship Act/Rule

Fertilizers Imports -Shipment -Policy

-UK credit

Planning -Barter/link deals
eStatistics -Foreign exchange
¢Control —Charter
ePromotion

For opening files relating to establishment, finance, budget and accounts, office supplies and services
and other housekeeping jobs common to all departments, the standardized functional file index
including its file numbering system, issued by the Department of Administrative Reforms and Public
Grievances will be followed. https://darpg.gov.in/sites/default/files/ CSMOP2022.pdf
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