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CIRCULAR

Sub: 65™ Railway Week, 2020 (Shield for Best Kept Section in Board’s Office)

A Committee of three Sr. Scale Officers shall inspect all the sections of Board’s
Office at Rail Bhawan, Metro Bhawan (Pragati Maidan) & Dayabasti from 12.02.2020 to
12.03.2020 to decide the ‘Best Kept’ sections, for awarding ‘Running Efficiency Shield
2019-20°. The Committee shall assess the sections based on their performance in the

following areas:-

General Cleanliness of the sections including arrangements & upkeep of furniture,
files, records efc. .

ii.  Record Management including weeding/recording/review of files.

ii Observance of General Discipline and Punctuality in the section.

iv.  Maintenance of various files/orders and Guard files.

v.  Adherence to e-Office and electronic processing of files.

vi.  Uploading of orders/instructions in IR web portal

1.1 Due weightage would be given to branch for adhering to e-office (paperless
processing), scanuing and uploading of orders/instructions, promoting reduction in use of
paper. ‘

2. All Under Secretaries/Deputy Directors and Section Officers are requested to co-
operate with the aforesaid Committee Members in their process of inspection.
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Dated: p9 .01.2020 Under Secretary/O&M

All Under Secretaries/Deputy Directors and Section Officers in Board’s Office, at
Metro Station Building, Pragati Maidan and Dayabasti, ‘
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