
South Central Railway 
mahap`baMQak ka kayaa-laya  

General Manager's Office  
isakMdrabaad.  

Secunderabad 

No. E-Office/2020-21                                                                                            Date:18.05.2020 

All PHoDs 
All DRMs 
All CWMs 
 

  

Sub:  Implementation of e-Office over Zonal Railways 

 Ref:  ED (Tele Dev) Lr.No.2020/Tele Dev/e-office implementation, dt.12.05.20 (enclosed) 

 

1. All files &  letters, except a few exceptions as mentioned in Para No.2 below shall be 
processed through e-Office mode only in the form of ‘Files’ & ‘Receipts’ mode respectively.   

2. For the following subjects, the files and letters are to be dealt through manuscript mode only:  

 D&AR, Vigilance cases 

 Court Cases 

 Secret/Confidential issues such as: 

(i) All types of recruitments, selections for promotions and ex-Cadre posts / Railway 
apprentices, Medical decategorisation proceedings.  

(ii) Accident Inquiry proceedings 

(iii) Confidential security matters.  

 Matters relating to non-railway (departments / associations / firms / private firms) 
entities/units etc. 

3. The above instructions shall be applicable for all Offices of departments / branches of Zonal 
headquarters, extra Divisional Units, Divisional Headquarters, Workshops and sub-
Divisional Offices at field units where the Office is headed by an incharge of Assistant Scale 
and above.  Wherever e-Office is not available in the units, the same shall be made 
available by the PHoDs/DRMs/CWMs concerned. Sr.DSTE of the Division / Dy.CSTE of 
Zonal headquarters (Open Line / Construction concerned) shall take necessary action duly 
liaisoning with  M/s. RailTel to get necessary training, Digital Signatures, NIC accounts and 
also establish necessary hardware/network infrastructure as per the terms and conditions of 
the e-Office MoU Project between the Railways with M/s. RailTel. 
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4. Following issues need to be taken care of while sending the correspondence (File / letter 
through e-Office) among the departments / Divisional offices and also to GM’s Office. 

 
4.1. It is observed that, multiple files are created for every transaction / event for the same 

subject at different times.  This type of multiple files will miss the continuity of the 
correspondence and results in non-traceability of the previous correspondence on the 
same subject.  Hence, immediately, a drive needs to be undertake for next three weeks 
to identify multiple / duplicate files on the same subject in e-Office and then to be 
merged & diarised into one main file duly maintaining the sanctity of the ‘Noting’ and 
‘Correspondence’ sides, in a chronological order.  

4.2. All the old manuscript files as per the periodicity of retention (prescribed in Record 
Retention Schedule) are also to be scanned and diarised into respective main e-file of 
each subject. 

4.3. A confirmation on completion of diarizing of multiple/duplicate files on the same subject 
into one main file and diarizing of old manuscript files as mentioned in para Nos. 3.1 & 
3.2 above shall be sent by 19.06.2020 to DGM/G. 

4.4. In case of one time event type correspondence, such as information / advise / 
instruction / reply / remarks on a particular subject for which no further correspondence 
is required, it shall be sent in ‘Receipt’ mode only instead of ‘File’ mode.   

4.5. While sending a draft letter for approval of DRM/PHoD/AGM/GM, in the 
correspondence through ‘File’ mode of e-Office, the draft letter must be sent in editable 
MS Word format / text form using ‘create draft’ feature from that e-Office file.  In no 
case, a draft letter for approval be sent either in pdf form or on the noting side itself. 

4.6. All e-Office files, except Gazetted posting proposals,  sent for approval/sanction of 
AGM/GM shall be invariably routed through ADRM/DRM (in case of Divisions) and 
HoD/PHoD (in case of Hqrs / extra Divisional Units) and sent to GM’s Office as per 
policy Lr.No.G.157/Genl/2019, dt.31.07.2019 (enclosed). In case of Gazetted posting 
proposals, PCPO may send the same to Dy.Secy(Conf.) directly. 

5. Other extant instructions/guidelines issued from Board on the subject(s) shall remain 
unchanged or as modified from time to time. 

6. The paras ‘4’ & ‘5’ vide under reference letter, may please be adhered to w.e.f. 01.07.2020 
or the date of interface connected to other Railways / Railway Board whichever is later. 

 

An action taken reply need to be sent for perusal of GM on or before 19.06.2020. 

 

 
                 (N.Sreenivas Reddy) 
Encl: Two       DGM/Co-ord & Secy to GM/SCR 
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