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Copy to: 
 

i. Chief Commercial Managers, all Zonal Railways. 
 

ii. MD, CRIS, Chanakayapuri, New Delhi. 
 

iii. MD/IRCTC,  Bank  of  Baroda  Building,  Parliament  Street,  New 
Delhi. 

 
iv. Director  General,  Professor/Training  &  Professor/Commercial 

Railway Staff College, Vadodara. 
 

v. The  Principals,  Zonal  Training  Centers,  Central 
Railway/Bhusaval, Eastern Railway Dhanbad, Northern Railway, 
Chandausi,  NE  Railway,  Muzaffarpur,  NF  Railway,  Alipurduar, 
Southern  Railway,  Trichy,  SE  Railway,  Sini,  Western  Railway, 
Udaipur.      

                                      
vi. General  Secretary,  National  Federation  of  Indian  Railwaymen 

(NFIR), 3, Chelmsford Road, New Delhi.  
 

vii. General  Secretary,  All  India  Railwaymen  Federation  (AIRF),  4, 
State Entry Road, New Delhi. 

 
viii. Secretary  General,  Federation  of  Railway  Officers  Association 

(FROA), Room No.365‐A, Rail Bhawan, New Delhi. 
 

ix. Secretary General, Indian Railway Promotee Officers Federation 
(IRPOF), Room No.268, Rail Bhawan, New Delhi.  

 
x. Secretary General, All  India RPF Association, Room No.549, Rail 

Bhawan, New Delhi. 
 

 



ANNEXURE-I 
PROCEDURE 

 
1. Reception booth shall be operated only for facilitating the journey of 

incoming/outgoing passengers by different trains. 

2. The movement of such passengers is related with a specific incident/business for 

which the Reception Booth is asked for. 

3. The organization or the applicant shall prefer a formal appeal at least 7 days in 

advance of its actual operation of the booth indicating the details such as purpose, 

full address, period, the name of the representative/representatives who will 

manage the Booth and train number and name by which the passengers are expected 

to arrive/depart. 

4. Maximum 4 (four) persons shall be allowed at a time for managing the Reception 

Booth.  They need not have to purchase Platform Tickets. 

5. 4 (Four) Chairs and 1 (one) Table measuring not more than 3.5 ft x 2.5 ft will be 

allowed for use at the booth. 

6. No construction or erection of any structure is permissible for this purpose. 

7. No loud speaker shall be allowed to use.  Only a banner of the applicant shall be 

allowed to use and there shall be any sponsor in the said banner. 

8. The permission shall be granted by any Gazetted Officer of the Commercial 

Department.  While giving the permission, the Officer shall assess the requirement of 

the basis of ground reality of the station keeping in view the possible gatherings and 

inconvenience to the passengers' movement. 

9. On obtaining the permission from the Commercial Department, the applicant shall 

deposit requisite fees in the station and approach the Station Master/Station 

Manager with the order and Money Receipt for operation of the Booth.  The Station 

Master has to select the site and allow the applicant for setting up of the booth at the 

selected site. 

10. The Station Master shall have to ensure the removal of the booth after completion of 

the validity period. 

11. The presence of any person beyond the permissible period shall be treated as 

unauthorized entry and penalty will be collected as per rule.  

12. The applicant has to pay the prescribed charges.  

13. In special cases, such as flood relief counters etc., DRM can give permission to set up 

these booths by waiving charges. 

 
_________ 



ANNXURE-II 
 

PERMISSION LETTER 
 

No.         ____________Division. 
 

Date:__________________ 
 

To 
 
 
Sub: Permission for setting of Reception Counter/Booth at __________station. 
 

- - - - -  
 

 In consideration of your application dated ___________ permission is 

granted by operating a temporary Reception Counter/Booth at _______________ 

station on ___________________ subject to the following terms and conditions:- 

1. Reception Booth shall be operated for facilitating journey of incoming/ 

outgoing passengers by different trains. 

2. The movement of such passengers related with a specific incident/ 

business for which the reception booth is asked for. 

3. The organization or the applicant shall prefer a formal appeal at least 7 

days in advance of the actual operation of the booth indicating the details such 

as purpose, full address, period, the name of the representative who manage 

the booth and the train number and name by which the passengers are 

expected to travel. 

4. A maximum of four (4) persons shall be allowed at a time for managing 

the booth.  They need not have to purchase platform tickets. 

5. Four (4) chairs and one table measuring not more than 3.5 ft. x 2.5 ft. can 

be allowed to use at the booth. 

6. No construction or erection of any structure is permissible for this 

purpose. 

7. No loud speaker shall be allowed to use.  Only a banner of the applicant 

shall be allowed to use and there shall not be any sponsor in the said banner. 

8. The permission shall be granted by any Gazetted Officer of the 

Commercial Department.  While giving the permission, the Officer shall 

assess the requirement on the basis of ground reality of the station keeping in 

view the possible gatherings and inconvenience to the passengers' movement. 



9. On obtaining the permission from the Commercial Department, the 

applicant shall deposit the requisite fee in the station and approach the Station 

Manager/Master with the copy of order and Money Receipt for operation of 

the Booth.  The Station Master has to select the site and allow the applicant for 

setting up of the Booth. The place of the Booth can be alter any time, if desired 

so, by the Administration. 

10. The Station Master shall have to ensure the removal of the Booth after 

completion of the validity period. 

11. The presence of any person beyond the permissible period shall be 

treated as unauthorized validity period. 

12. Railway shall not be responsible for any damage to the property of the 

allottee. 

13. Prescribed charges are to be paid. 

- - -  
















