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Integrity Pledge

I believe that corruption has been one of the major obstacles to economic,
political and social progress of our country.

I believe that all stakeholders such as Government, citizens and private
sector need to work together to eradicate corruption.

I realize that every citizen should be vigilant and commit to highest
standard of honesty and integrity at all times support the fight against
corruption.

I, therefore, pledge:

To follow probity and rule of law in all walks of life

To neither take nor offer bribe:

To perform all tasks in an honest and transparent manner;

To act in public interest;

To lead by example exhibiting integrity in personal behavior;
To report any incident of corruption to the appropriate agency.
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Shobhana Bandopadhyaya
Principal Executive

MESSAGE

Vigilance Awareness Week is celebrated every year to
highlight the importance of morality and uprightness in public
life. This year Vigilance Awareness Week is being celebrated
from 30th October to 05th November, 2023. The theme chosen
by Central Vigilance Commission this year i.e “Say no to
corruption: commit to the Nation™ **srer=m =1 fadiy = 1z & wfa
wHfifa @ appears to be true as corruption being a public evil is
proving harmful to the health of the economic and technological richness of the
nation.

| would also like to mention here that CVC has also emphasized and directed
for taking certain preventive vigilance activities as a focus area and asked to
initiate 03 month’s campaign starting from 16th August 2023 to 15 November.
2023. Accordingly all the units must be doing needful Lo achieve the systemaltic
objectives. [ am of firm belief that besides taking various preventive measures
along with creating awareness among Railway employees and citizens, it is
possible to eliminate/reduce corruption in the organization.

I also feel that Indian Railways has a strong prospective of getting rid of
corruption if everyone works in unanimity, pledges not to take or give bribe and
also initiate some stern measures for tooth and nail eradication of this menace. 1
therefore extend my greetings to all those associated in this movement and
convey my wishes for a successful Vigilance Awareness Week.

L

(Shobhana Bandopadhyaya)
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West Central Railway

Jabalpur
Sudhir Kumar Gupta

General Manager

MESSAGE

It gives me immense pleasure that on the occasion of Vigilance
Awareness Week 2023, Vigilance Organization of the W.C. Railway is
bringing out 28" issue of Vigilance Bulletin for awareness and guidance
of Railwaymen.

Our objective is to provide professional service to passengers and
other customers with integrity and free from any malpractice/corruption.
It is, there fore, necessary that we must strive for promoting integrity &
combating corruption in all spheres of our working. It is our foremost duty
to be vigilant citizen and prevent corruption of any form in our society.

This Vigilance Bulletin contains interesting case studies on Works
& Stores contract, Personnel & Commercial matters etc. It also contains
important system improvement measures suggested by Vigilance
department during the year, Do's & Don'ts on important issues, latest
Railway Board circulars and instructions on D& AR matters.

I am sure that this Bulletin will be helpful in improving awareness
amongst officers and staff and facilitate them in discharging their duties
honestly, efficiently & fearlessly.

I wish to convey my good wishes to the Vigilance Organization for
taking purposeful efforts for spreading the message of integrity, honesty
& sincerity amongst Railwaymen to comply with this year's theme, "'Say
no to corruption; to the Nation".

(Sudhir Kumar Gupta)
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Pankaj Sharma West Central Railway

Senior Deputy General Jabalpur
Manager And
Chief Vigilance Officer

FOREWORD

It is heartening to note that 28 ™issue of Vigilance Bulletin is being brought
out on the occasion of Vigilance Awareness Week, 2023. The theme of the
Vigilance Awareness Week, 2023 is "Say no to corruption; commit to the

Nation” ‘ eram @ fatter st : ez & ufa goffa '

Corruption is a serious disease which destroys the economy of any country.
It adversely affects investment, development, productivity &opportunities for
work. It pulls down the economic growth of the country. Every citizen of the
country must be vigilant and committed towards eradication of corruption from
the society so that the nation develops and become self reliant.

A multi-pronged strategy is required to tackle this monster of corruption.
Creating awareness among the people and instilling moral values among them
are important measures towards rooting this menace out from our lives. People
should feel pride in being honest and efficient. System improvements,
simplifications of rules & regulations and transparency in working are important
tools for combating corruption.

I hope, like previous issues, this 28" issue of Vigilance Bulletin will also be

helpful in creating awareness amongst the officers and the staff and facilitate
them in discharging their duties honestly, efficiently and fearlessly.

oo

(Pankaj Sharma)
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Case Studies

1. Irregularity in Award of Quotations and
Execution of De-Watering Work

Brief of the Case:- During investigation of a complaint, many
irregularities were observed:-

e 02quotations for the work of ‘De watering of Stagnated /accumulated
rain water during monsoon from LHS /RUB under the jurisdiction of
ADEN/A & ADEN/B were awarded in the month of November 2021
and January 2022 after cessation of Monsoon.

e ltwasobserved that these quotations were awarded toM/s X at high
rates discarding rates quoted by M/s X in open tenders awarded to
agencies other than X.

e Further from the rainfall record of section, it was clear that there w a s
no/negligible rainfall & there was no seepage.

o It was also observed that even before the openingof quotations
on 17.11.21 & 18.01.22 entries were made in pumping registers
from early morning of 17.11.21 &18.01.22 respectively.

o For the same date, payment for different pumping durations were
made

o ltis observed that in contracts prior & after award of quotations,
where works were awarded to agencies other  than M/s X, from the
date of issue of LOAs, letters were written by field units on daily
basis and though agencies had shown earnestness to execute the
work, had install pumps and started pumping but without verification
of facts, 7 days/48 hours notices and termination notices were issued
to agencies in hasty manner. In one case 7 day notice was issued on
6th day of award of contract.

o It is also observed that though in works of dewatering awarded to
agencies other than M/s X, both ADEN/A and SSE(W)A were very
prompt in writing letters to agencies/division from the date of issue
of LOA but in quotations work awarded to M/s X though work was
for jurisdiction of both ADEN/A & ADEN/B & no work of pumping
was done by agency in ADEN/A section but not a single letter was
written by ADEN/A & SSE(W)/A, which clear indicate their intention.

e Action taken:- Major penalty D & AR action has been initiated
against concerned Gaz.& Non- Gaz officials.

LD ST 3T SATRTar Sia" § IedTe 1 WA vt <9
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3. Irregularity in Financial Up-gradation
to Nursing Staff

o Brief of the Case:- During Vigilance checks conducted regarding
financial up-gradation under 3rd MACP in Level-11/GP-6600 to
Nursing staff working in Railway Hospitals in divisions It was
observed that 9 Nursing statfs were working in pay Level-11/GP-6600
(under 3rd MACP)irregularly.

o Itis observed that 1" MACP/ 1St promotion had been granted in pay
scale Rs. 3500-9000 (i.e. GP-4800/Level-8 in 6th 17th PC) before
31.08.2008, therefore they would have been entitled to 2nd MACP in
GP-5400 PB-2(Level9) and 3rd MACP in GP-5400/PB-3 (Level-10)"
as per Para (b) of RBE 87/2018 dated 14.06.2018 which states that
Those staff Nurse/Nursing Sister/Chief Matron who have been granted
IstACP in the pre-revised pay scale of RS 5500-9000 upto 31.08.2008
may be placed in the replacement Grade Pay of Rs 4800/PB-2. They
will be entitled for 2nd & 3rd financial up-gradation under MACP
scheme in the Grade Pay of Rs 5400/PB-2 & Rs 5400/PB-3 only.

e There is no provision to grant financial up-gradation in GP-6600-PB-
3/Level-1 1 in 6th /7th PC to Nursing staff who comes under provision
of Para(b) of RBE87/2018.

o Further a clarification was issued by Railway Board vide their letter
dated 09-11-2022 to WR.

e Action taken:- In view of the above, financial up-gradation granted in
GP-6600/Level-1 | to 9 Nursing staff are in violation of governing
Railway Board circular & it was recommended to cancel the up-
gradation granted to these staffs in Grade Pay 6600 & recover over
payment of approx. 25 lacs made there of.

System Improvement
In these cases during Vigilance check, it was observed that MACP

proposals for different cadres of Medical department, governed by
different policy circulars, had been processed in the same screening sheet,
without linking the relevant governing policy circulars. In order to avoid
recurrence of such procedural lapses and consequent financial loss to
Railways, following system improvement measures are recommended.

LD T AReTdT o | &l ST g
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HQs Personnel department may issue a suitable checklist for MACP
proposals. This checklist should include all points to be checked by the
concerned dealing officials and ensure proper linking of the relevant
governing policy circulars/guidelines/manual or codal provisions.
This checklist should be signed by the concerned dealing official and
should accompany each and every screening sheet for the MACP
proposals.

As there is possibility of availability of different governing policy
circulars / guidelines/manual or codal provisions for different cadres /
posts of any department, processing of MACP proposals for different
cadres or posts of any department may be processed in separate
screening sheets, accompanied by distinct and separate checklists.
This will avoid improper linking or misinterpretation of governing
policy circulars/guidelines/manual or codal provisions.

4. Irregularity in Pay Fixation of Official
Transfer to Other Zonal Railways

Brief of the Case:-During a PC in HQr office, it was
observed that a particular SSE was sent to ZRTI Bhusawal form
April, 2012 to Dec,2019 to work as instructor.

Before his relieving from his lien division, his pay was Rs.15620/- +
Grade Pay Rs. 4600/- i.e. Rs. 20220/-. However. while working at
ZRTI / Bhusawal, his pay was irregularly fixed as Rs.20220/- +GP
4600i.e. Rs. 24820/-.

This irregular pay continued even after his repatriation to his Lien
Division and thereafter during the further posting at HQr
office, resulting in overpayment of approx. Rs 18 lacs.

Action taken:- After advice of Vigilance the basic pay of employee has
beenreduced as per rule duly vetted by associate finance.

Minor Penalty D& AR action has been recommended for responsible
official of WCR.

C.Rly has been advised to pin point responsible official of Personnel
and Accounts department of ZRTI/Bhusawal for this irregularity.

In order to avoid recurrence of such lapse and consequent financial loss
to Railways, following system improvement was also recommended.
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System Improvement

As per RBE No. 56/2008 dated 20.10.2008 , "Basic Pay in the revised
pay structure means the pay drawn in the prescribed pay band plus the
applicable grade pay but does not include in other type of pay like
special pay etc", thus different components of pay should have been
separately mentioned in SR/LPC, so that such ambiguity may be
avoided in interpretation of pay.

PCPO/WCR was suggested to issue instruction to all concerned
that pay should be clearly mentioned with different components
during transfer of employee from one place to another, & vice-versa
within Division/Railway or otherwise.

5. Irregular and Overpayment in Work of
Road Over Bridge

Brief of the Case:- During a preventive check inacase of construction
of ROB work , it was observed that:-

On supply of structural steel for fabrication of girder, 100 % payment
againstitem which includes supply of steel, fabrication and erection of
girder was released to agency though as per condition of item, only
40% payment was to be made to agency on supply of structural steel.

It is also observed that only after casting of RE wall panel payment
was made to the contractor though item was for casting and erection of
RE wall panel.

Action taken:- Case has been sent to RB for obtaining 1st stage advise
of CVC with recommendation of Major penalty action against
concerned officials.

More than Rs. 65 Lacs has been recovered from agency

“ Eternal vigilance
is the price of eternal
development. s,

— Gordon B. Hinckley
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6. Irregularity in Road Over Bridge Work

Brief of the Case:- During investigation of a complaint regarding ROB
work, serious irregularities were observed :-

Paymentmade toagency for the work which was notatall required as
per approved launching scheme resulting in loss to Railways of
approx Rs 30 lacs.

Violation of Railway Board’s instructions regarding recording of
detailed measurements in every 4th On Account bill in case of lump
sum payments.

Payment against few Schedule items much beyond the Schedule
quantities without taking sanction of competent authority for
variation beyond Schedule quantities.

Violation of special conditions of contract which mentions that for
M-40 & above concrete, 53 grade OPC shall be used But use of OPC
43 in place of OPC 53 was allowed for M40 concrete & undue favor
has been extended to the contractor and quality of work has been
compromised.

In Ist on A/c bill in item NS-I, the payment of 140 MT was propo-
sed by SSE/W/C and entry of 140 MT with ink was changed to 160
MT with pencil and payment was released for 160MT. Also in 4th
on A/c bill, though measurements recorded by SSE/W/C were not
accepted by XEN/C. But without cancellation of earlier recorded
measurements, revised measurements were recorded and payment
was released which is gross violation of Para 1324 of Engg code.
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8. Irregularity in Inspection and
Acceptance of Material

Brief of the Case:- In a preventive check conducted at depot regarding
Inspection of accepted material , it was observed that:

o InPurchase Order, the Make of the material was mentioned. But when
material was examined, the make was not engraved/ embossed/
marked on it.

o The WC/GC wasnotchecked as per PO while inspecting the material.

o The concerned inspecting official has not mentioned anything
regarding Make/ Brand or WC/GC on progress sheet.

o Later on, during investigation, the inspecting official produced the
letter from the firm certifying the Make/Brand and also WC/GC in it.
These documents were not available in file during the vigilance
check.

e Actiontaken:- Minor penalty was issued to the concerned official.
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Important System Improvements
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2. System Improvement Regarding Testing of
Cut Spoil before Declaring Unusable

A preventive check had been conducted on aspect of quality of earth used
in formation in a work of construction project which also involved
handling of cutting. A note to USSOR item 013110/013111 i.e. earthwork
in cutting......, provides that "All usable earth arising from cut spoil shall
be led into bank formation and unusable spoils shall dumped/stacked".
During investigation, it was observed that in this work cut spoil had not
been tested to know whether it is usable or not. Field officials had decided
that cut spoil is not usable just on the base of visual inspection.

A system improvement was suggested to CAO/C/WCR that cut spoil may
be tested from the NABL approved laboratory for its usability for
formation earth work etc. before declaring it unusable to ensure optimal
utilization of cut spoil and avoid wastage of precious Railway resources.
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(1) Atplaces where departmental catering exists, efforts should be made
to arrange the supplies of various raw materials through the catering
department which should be requested to raise the necessary debits
against the hospital for the supplies taken from the stock of the catering
department.

(2) Atother places, where the catering department is not able to arrange
supplies, the purchase of provisions and various articles of diet may be
through the agency of contractors, which should be on an open tender
basis. In such cases, however, it is necessary that the Railways
scrutinize the tenders properly and keep a proper watch on the execution
of such contracts especially bearing in mind the following points:-

o The reasonableness of the rate of each individual item should be

considered carefully before Acceptance

e Theassessment of quantities should be as realistic as possible

o In the case of items with accepted prices very high, the bill passing
officer should be specially cautioned so that abnormal increases over
estimated quantities are watched and investigated and wide deviation
in the actual monthly payments allowed from time to time against the
originally estimated value of such items of the contracts are checked
and action considered necessary taken.
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5. System Improvement Regarding Local
Purchase of Medicine and their Accountal

o During a Preventive Check in Railway Hospital, it was
observed that the performance register in terms of Railway
Board's letter dated 31/10/2018 was not being maintained.

« It was also observed that prescribed procedure as mentioned in
railway board’s letter that order for supply against a particular
item, should be placed on the vendor as per rotation and
periodicity fixed by MD/CMS/CMO was also not being
followed.

o It was also observed that the accountal and monitoring of
remaining medicines, not delivered to patients concerned, on
account of any reason, was also not being done properly.

o In view of above irregularities following system improvement
was suggested to PCMD/WCR:-

« Reiterate the provisions of the Railway Board policy letter
2017/H/4/11ocal purchase dated 31/10/2018

o Streamline the Procedure for proper accountal and monitoring
of remaining medicines by the concerned store pharmacist

o It was also suggested that contact details of the concerned
patients may be recorded in the relevant record of the
pharmacist so that they may be informed on receipt of their
medicines.

6. System Improvement Regarding Hiring of
AC Ambulance for Railway Hospital
During preventive check conducted in a Railway Hospital, regarding the

working of the AC ambulance whose contract was awarded from
25/05/2020 to 24/05/2023, following irregularities were noticed :

e Unauthorized modifications and over writings have been found in
entries of the loghook

e Movement details of the patients were not properly mentioned in the
log book.
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Counter Signatures of shift supervisory official were also not found in
the log book.

A.C.was not functional.

Though as per contractual provisions, the ambulance should be fitted
with the basic life support apparatus such as oxygen cylinder, flow
meters with tubing and masks, etc. However, the flow meters and
associated tubing were not available with the oxygen cylinder,
making it non-functional.

During investigation, it was found that in the past also, several serious
violations of contractual provisions had been reported by the hospital
staff, like un-cleanliness in the ambulance, non-compliance of
instructions of transfer of patients to/from referral hospitals,
providing smaller capacity ambulance and misbehavior with the
hospital staff, etc. However, no punitive action has been taken against
the contractor firm as per contractual provisions.

It has also been observed that during the period from 24.02.2023 to
13.03.2023, the concerned firm had provided an ambulance of much
smaller capacity. A show cause notice for this serious deficiency had
been issued by the concerned Medical officer on 13.03.2023, but no
punitive action as per contractual provisions has so far been taken.

In view of irregularities in the execution of the contract, the concerned

official responsible for the execution was counseled and PCMD/WCR
was advised that suitable punitive action against the concerned contractor
firm may he taken as per contractual provision for all instances of
violations of contractual provisions, as available on record, during the
entire contract period.

A gystem improvement was suggested to avoid recurrence of such

irregularities :-

Specific officials may be nominated for control and supervision of
ambulance in every shift.

Performa of vehicle log book should be standardized, Logbook
entries should be made in neat and legible handwriting, without any
overwriting or correction. Any overwriting and correction should be
countersigned. All entries should becountersigned by shift super-
visory officials.

All service deficiencies should be recorded in log book, in every shift,
on daily basis. Necessary punitive action as per contractual provision
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should be ensured for all such service deficiencies and these must get
reflectd in monthly bill particulars.

A Model tender document for hiring of ambulances may be prepared
by Medical HQs for guidance of Central Hospital/ and divisional
hospitals. The Model tender document may clearly define the service
standards and penalties/fines to be imposed for any non-compliance
of service standards. Proper accountal of such penalties/fines
imposed should be maintained against each such contract.

Periodical testing / mock drills may be conducted at officer levels for
ensuring proper functioning of life support equipment etc provided in
the ambulance.
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8. System Improvement to Avoid Loss of Railway
Revenue Due to Mis-declaration of Commodity

During investigation of a complaint, it was observed that the
consignor has Mis-declared the commodity as Alum (less freight
tariff) instead of Marble Powder (higher freight tariff) resulting in
huge loss of Railway Revenue.

As the commodity transported was not available at the time of
investigation, to verify the facts of Mis-declaration, E-Way bills were
collected from the various destination goods sheds, as E-way bills
were given by the consignor at destination.

Mismatch was found in forwarding notes/e-demand given at
originating station and e-way bills given at destination. Case is also
under investigation by CBI.

In order to avoid recurrence of such incidences in future, following system
improvement was suggested:-

To issue detailed inspection checklist for guidance for officers and
supervisors/inspectors of commercial department at HQ and
divisional level covering various aspects with especial focus on
detecting Mis-declaration of commodity.

Regular special drives and monitoring systems at HQ and divisional
level to detect Mis-declaration.

Upkeep of register/record in goods sheds for the checks conducted on
the aspect of Mis-declaration of goods.

Issuing suitable Instructions to check Mis-declaration on the basis of
E-Way bills, submitted by the consignor at originating/destination
station on a sample basis regularly.
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DOs AND DON’Ts
PERSONNEL

SELECTIONS

Dos

Ensure correct assessment of vacancies and obtain approval of
competent authority before issuing notification.

Ensure timely filling up of vacancies and maintenance of calendar
for selection /suitability/trade test by chalking out suitable action
plan.

Ensure constitution of Selection Committee properly following
Railway Board's guidelines issued from time to time.

It should be ensured by Personnel Department that the guidelines/
instructions issued by Railway Board are communicated to the
Officers nominated for setting question paper and evaluation of
answer sheets. And also ensure to obtain a specific acknowledgement
from the selection committee members that they have gone through
these instructions and followed the same in the said selection.

In the event of any change in the eligibility condition after issue of
notification, it should be ensured that opportunity is given to all
candidates who may have become eligible according to the revised
eligibility condition.

Candidates should be advised that there should not be any cutting /
overwriting / erasing in the answers to the objective type questions.

Answer sheets should be endorsed by Personnel Branch officer and
handed over to the nominated evaluating officer immediately after
the written examination.

Ensure absolute secrecy in the printing and distribution of question
paper.

The Selection Proceedings as well as the Tabulation Sheet showing
the marks obtained by the candidates under different headings should

be signed by all the selection committee members with date and
designation.

>
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Don'

Ensure that question paper of written examination is of 100%
objective type with multiple choices only.

Model answer sheet should be given by the question setter after
conclusion of the examination. There should not be delay in handing
over the model answer sheet by the question setter.

Ensure proper monitoring of the promotions process which is
essential to ensure timely promotion.

Ensure that the employees promoted are relieved without any undue
delay so that the employees may join the new place of posting on
promotion in time and do not suffer any monetary loss on this account.
The Instructions of Railway Board in this regard should be

scrupulously followed.

Ensure mandatory Aptitude Test for medically decategorised staffs
who are offered alternative employment in Station Master category.

Ensure availability of a large question bank from which the question
can be selected randomly for conducting promotional examination/
computer-based test.

Ensure relaxation of 05 years in upper age to SC/ST serving
employees for filling up the 40%Induction quota in workshop.

Ensure that staff of Accounts department is allowed to appear in
GDCE of other departments.

Ensure staffs of other department are allowed to appear in GDCE of
accounts department for the post of Accounts Clerk and Junior
Accounts Assistant subject to fulfillment of fulfillment of conditions
stipulated in Railway Boards guidelines.

Treat post graduate diploma in Human resource management as
equivalent to qualification of Post graduate diploma in personnel
management provided that its curriculum includes relevant papers
in personnel management,

ts

An Officer whose name is borne on the Agreed List/Secret List should
not be nominated in the Selection Board/Committee.

Members of the Selection Board/Committee should not be
subordinate to one another.

>

ST 31T 3TeRTeT e # STE H HEW Hd &




* yrerET o et Y T & wfg wAfda @ TcTehal UlsreRT 2023

Once nominated, the Selection Board/Committee should not be
changed except when unavoidable.

Do not change the number of vacancies once Notification is issued.

Lead pencil should not be used for evaluation of answer sheets.

Marks once awarded against objective type questions should not be
altered by correcting or overwriting or erasing.

Marks once awarded against descriptive type questions should not
be altered, if required genuinely, fresh marks to be awarded by clearly
cutting the earlier awarded marks duly initialed.

Answer to the objective type questions with cutting/ overwriting/
erasing etc. should not be evaluated.

Evaluating Officers should not re-evaluate his own evaluation.

Evaluation of answer sheets should not be done by any other person
than the officer nominated for the purpose.

COMPASSIONATE GROUND APPOINTMENTS

Dos

Register the cases immediately on occurrence of the event priority-
wise.

To verily the genuineness of various School Boards in connection
with appointment in Railways, Competent authority of concerned

State Governments may be approached on whose authority the Board
claims to be genuine.

Ensure submission of S&WTI's report as early as possible.

If there's any anticipated delay in submission of documents like death
certificate etc. by the family, complete all other formalities so that
the case is processed immediately on receipt of documents.

Render the family all possible assistance in getting the formalities
fulfilled for consideration of appointment.

Save the family from falling prey in the hands of unscrupulous
elements.

feie =afem @t W @ Freke & STt 2
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Thoroughly check the credentials of the candidate being presented
for appointment by verifying various declarations submitted by the
employee while in service.

Check the documents submitted in proof of age, educational
qualification etc. thoroughly, by making necessary enquiries with
the educational institutions and Boards as per guidelines issued from
time to time

Follow the time limits prescribed for various priorities by holding
the screening tests, regularly on the nominated day every month.

Ensure competent authority's approval for relaxation of age limits
where required.

Follow the Board's instructions issued from time to time in
determining the eligible family member for appointment.

Ensure approval of prescribed competent authority i.e. DRM/CWM/
PHOD/GM/Railway Board for the appointment depending on the
circumstances of the case.

Ensure that the suitability test i.e. Written Test and Viva-voice is
completed on a single day

Ensure obtaining declaration from the CG appointee that he/she will
maintain the family dependent on the employee at the time of death.

Ensure that all the relevant document like application, certificates,
S&WT's report etc. are kept in the service Register of the appointee.

A child born to the second wife can be considered for Compassionate
appointment only after ascertaining that there is no objection to these
from the first wife or her children. Where the 1st (legally wedded)
wife opts for such compassionate either for herself or one of her
own children such claim will have priority over any competing claim
made by the second wife for any of her children.

Ensure to grant the benefits of Compassionate appointment after
lapse of at least 02 years from the date from which Railway employee
is missing, provided that a FIR has been lodged and a missing person

>
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Ensure safe custody of SRs and leave accounts and watch the
movement in case of transit to other sections/units.

Take immediate action in reconstructing the lost Service
Registers and missing leave Accounts.

Organize permanent drives to obtain nominations from staff by
utilizing services of S&WIs.

Make nomination entries in the Service Register and paste the same
in it.

Advise the employees to promptly report the additions/ alterations
of family.

Advise the employees to declare date of birth and age of each family
member including married children, irrespective of their ineligibility
for availing Pass/PTO

Ensure periodical checks by Senior Subordinates to ensure that SRs/

Leave accounts are in update condition.

Ensure verification of Service Register and Leave Accounts by
Accounts Department before six months in case of NRs and as
quickly as possible in case of ONRs.

Reckon '"Qualifying Service' but not 'length of Service' for grant of
pension benefits.

Advise the retiring employee/family to opt only a Nationalized Bank
for drawl of Pension/Family pension.

Ensure supply of 'Calculation Sheet' to employees along with
settlement papers.

Ensure mentioning all eligible family members in the PPO with their
dates of birth.

Ensure sanction of provisional pension, in case departmental/judicial
proceedings are pending on the date superannuation of the employee.

Insist for succession certificate only when there is no family member
who is eligible to receive a particular settlement due.

Ensure release of withheld DCRG in cases of commercial/Stores
debits within time limits prescribed to avoid payment of interests.

>
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Don'

is not traceable and the concerned missing employee had not less
than 02 years service left to retire on the date from which he has
been missing and competent authority feels the case is genuine and
police report should be taken.

ts

Don't offer the post that is not within the competence of a particular
authority.

Don't consider the request of the candidate for change of category
after acceptance of offer and attending the medical examination save
with the approval of next higher authority.

Don't offer appointments to regular pay band of Level-1 to those
wards who are not in possession of minimum educational
qualification of SSC/ITL

Appointment on compassionate ground is not to be considered if a
partially de-categorized employee has less than 5 years to
superannuate.

Appointment on compassionate ground is not to be considered in
case where the missing employee has less than 2 years to superannuate
from the date of lodging FIR to police

Educational qualification acquired by a ward subsequent to the date
of application is not to be considered for determining the Group/
Post.

Don't fix the pay of the CG appointee at a higher stage than admissible
without prior and personal finance concurrence of FA&CAQO and
the approval of GM.

SETTELEMENTS

Dos

Organize Special drive to ensure the availability of Bank Accounts
in favour of the family members/ of Railway Employee.

Publish retirement list of employees retiring within the next two
years and notify the same to all concerned.

Ensure regular and continuous updating of Service Register & Leave
accounts to avoid delays in settlements.

>
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Don'

Ensure fulfillment of income and other eligibility criteria by widowed/
divorced daughters before sanctioning family pension.

Ensure receipt of Foreign Service contributions from the respective
organization in favor of employees on deputation with them.

Ensure receipt of 'No due Certificate' from all the Railways/
Organizations where the employee has worked before his retirement.

Obtain legal opinion in all cases of disputes and dual/rival claims
before releasing of settlement dues.

ts

Don't recover government dues from any settlement benefit except
DCRG & DR payable on pension.

Don't authorize Guardian to receive family pension in favor of a
minor child, but ensure PPO on the name of the minor child.
indicating Guardian's name.

Don't release DCRG if the employee does not vacate the Railway
accommodation on the day of superannuation.

Don't insist for medical examination if the retired employee applies
for commutation within a year.

L )
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WORKS AND SERVICE CONTRACTS

ESTIMATE
Dos

e Do prepare realistic estimates taking into account various factors
viz. site condition, geographical location, law and order situation
elc.

e Do try to include items with standard specifications only.

e Do prepare the estimates based on available LARs and if proper

LARs are not available, prepare estimates based on realistic market
rates.

e Doinclude all commercial clauses including taxes, duties of all types
and other statutory charges.

e Do take approval of estimates from Competent Authority, before
calling for tender.

Don'ts

e  Don't make vague estimates without rate analysis and adequate
details, which may lead to huge quantity variations and creation of
extra and substituted items.

e Don't mention conflicting conditions.

e Don'tinclude such items or scope of work not directly related to the
work.

e Don't revise the estimates to justify the received L-1 rates after
opening of the price bids.

NIT & TENDER/BID DOCUMENT
Dos

e Do advertise in Local and National newspaper for wide circulation
and also publish the same on website of organization with all relevant
information viz. tender cost, EMD, nature of work etc.

e Do provide sufficient time to the bidder for preparation and
submission of the bid.
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Do check the dates of submission of bids with respect to working
days and timing of closure and opening of bids

Issue necessary corrigendum/addendum as and when required, not
on flimsy grounds.

Do update tender documents to suit the present contract requirements.

Do incorporate in the bid documents detailed generic technical
specifications.

Do specify the conditions for tender responsiveness.

Do specity in unequivocal terms in the bidding documents, the
performance parameters and the technical evaluation criterion, if
any.

Do specify proper drawings with reference numbers, relevant
specifications while preparing tender document.

Do follow Railway Board Guidelines in splitting of works in true
spirit.

Don'ts

Never incorporate eligibility criteria to suit a particular firm

Don't forget to mention important clauses pertaining to completion
schedule, testing of equipments, performance bank guarantee,
payment terms, penalty clauses, comprehensive insurance cover,
contractor's liability, safety arrangements, statutory requirements for
labour welfare, arbitration clause etc. in a proper and explicit manner.

Don't split a bigger work into smaller works without approval of
Competent Authority.

Don't provide unrealistic period of completion of work as unworkable
period leads to frequent grant of extension of time and litigation.

EVALUATION OF TENDER

Dos

Do evaluate tender as per the notified criteria.

Do evaluate all pre-requisite criteria met by bidder before qualifying
technical bid.
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* Do finalize the acceptability of the bidding firms in respect of the
qualifying criteria before or during holding technical negotiations
with them.

* Do complete the exercise of short listing of qualifying firms before
opening of price bid/calling price bids.

* Do open price bids (in two bid system)/call price bids of only whose
bidders whose design and other technical proposals are as per tender
requirements.

e Do finalize tenders within validity period.

e Do negotiate with only valid lowest eligible tenderer.

¢ Do ensure that L-1 is not ignored of flimsy grounds.

* Do establish the reasonableness of rates on the basis of estimated
rates and the prevailing market rates before accepting offer.

e Do identify the abnormally high rate and abnormally low rate items
and the officials/agencies responsible for execution of work should
be intimated to exercise appropriate control on such identified items
to avoid vitiation.

e Uniform/consistent approach to be adopted while awarding the work.

Don'ts

* Don't relax tender conditions as it will create a discriminatory
treatment to others.

*  Don'tevaluate bids on the basis of information not furnished by bidder
/tenderer.

e Don'tentertain any new information/document after tender is opened
and evaluated unless the same is called for.

e Don't disclose details of evaluation of tender till it is of ficially
accepted/rejected.

L ]

Don't deny any bidder pre-qualification/post qualification for reasons
unrelated to its capability and resources to successfully perform the
contract.
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e Don't prepare rate analysis after opening of tender to justify the high
rates received, though valid LARs is available.

° Don't conduct post tender negotiations, unless unavoidable, without
recording valid reasons and approval of competent authority.

¢ Don't assume unreasonably high rates towards transportation cost,
labour cost, local taxes, inflation etc.

AWARD OF WORK AND SIGNING OF CONTRACT AGREEMENT
Dos

e Do ensure that once the offer is found techno -commercially
acceptable, the work is awarded without any loss of time.

e Doissue letter of intent after approval of tender and take acceptance
of tenderer before signing of agreement.

® Do keep the entire necessary documents ready before hand and a
formal contract agreement containing all the requisite documents
forming part of the agreement should be signed within a reasonable
time.

e Do ensure that the contract document is precise, definite and
complete.

e Do make the important papers, such as any amendments subsequent
to the issue of tender documents, a part of contract agreement.

e Do ensure that the detail of awarded contract is sent for posting on
the web site.

e Do make the contractor sign the detailed agreement within the time
frame to avoid any complication in the contract at later date.

e Do ensure that the agreement is well bound, page numbered, signed
by both the parties and well secured.
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EXECUTION OF CONTRACT

Dos

Maintain the requisite contract related site registers viz. Field
registers, Site Order register, Hindrance registers etc. On completion
of the work the registers should be submitted back to divisional office.

Take proper inventory of material to be released and obtain
contractor's signature.

Ensure that contractor's representative is nominated in writing.

Departmental tools & plant to be given to the contractor as per
agreement conditions.

Beware of Vitiation due to non-operation of unworkable items or
Excess operation of high value items.

Get test certificates of material wherever prescribed.
Do not use departmental labour along with contractor's labour.

Ensure that released materials is brought back to the required point
and neatly stacked by the contractor.

Ensure proper gate passes & correct leads with regard to
transportation of materials

Painting works-Check quantity of paint used by the contractor and
ensure state-wise thickness.

Do stipulate milestones in the contract for the specific schedule of
completion of contract in an unambiguous manner.

Do monitor progress in accordance with such schedule.

Do specify the LD clause in case of delay in completion of
intermediate milestone activities and overall project/contract.

Do take care that specialized work is executed through specialized
agency.

Do reconcile materials issued by department at various stages of

work.

Do ensure that the proper technical staff is employed by the contractor
and work is executed qualitatively and timely.

>
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Do ensure that the project is not delayed due to contractor's fault
such as non deployment of adequate plant and machinery, technical
staff, material, labor etc.

Do ensure that officer in charge of work has to specify the items/
location for which he has conducted the 20% test check.

Don'ts

Don't forget to take built drawings on completion of any contract.
Don't' forget to adjust all advances before completion of project and
release of final payment. Don't forget to record delays on the part of
contractor and recover LD as per provision of contract.

Don't forget to take Bank Guarantees for long term guarantee for
specialized items, if specified in contract.

Don't release retention money before due date.

Don't go for unreasonable variations in terms of quantities and items
unless and otherwise required.

Counter signing is not allowed in MB, only test checks of specific &
location to be mentioned.

Don't execute the item which is not having detailed technical
specification/drawings in the‘ agreement.

0.0 0.0 O..

Your Goodness is impediment in your Way,
So Let your Eyes be Red with Anger, and
Try to Fight the Injustice with a Firm Hand.

- Sardar Vallabhbhai Patel
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Dos

SIGNALLING & TELECOM

Ensure correct nature of soil with regard to cable laying works before
specifying conditions in tender document.

Ensure classification and definition of soil i.e soft & rocky soil be
incorporated in tender document where the scope of work includes
trenching in rocky soil

Ensure proper depths to be mentioned in the MB for cable laying
work.

No measurements should be copied from any papers other than field
book/daily progress register.

Record MB (Measurement Book) has to be prepared on the basis of
the measurements in field book/daily progress register

Bill MB has to be prepared on the basis of records in the Record
MB.

Supply portion in schedule by contractor should be taken into DMTR
account with proper invoice bills and test reports.

Issue of material to contractor's representative for execution, should
be done duly after receipt of firm's requisition and after submission
of INDEMNITY bond.

Insist on warranty certificate as per terms of rate contract while
passing bills for RC items.

DMTR transactions must be closed everyday and initial the DMTR

once in a week and send the statement to the Divisional Headquarters
every month.

Ensure relay frames and termination racks are of proper dimensions.

Ensure proper termination of cables and soldering and bunching of
wires.

Ensure earthing and location boxes as per drawings.

Ensure updated drawings of location boxes, signal posts etc are
provided with contract agreement to field units.
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Ensure technical specification should incorporate conditions,
parameters as per manuals or standing guidelines prevailing at that
time.

In Telecom works, ensure proper parameters of Quad and OFC before
release of final payments.

Ensure proper Insulation Resistance through meggaring of cables
and it's recording of readings.

Cable marker and emergency communication posts should be
provided with proper concreting and as per approved drawing.

Maintain separate account of uncharged and charged cells.

Verify the serial nos. of equipments, whether it is matching with
RITES/RDSO inspection certificates or not.

Verify the Holograms/Specimen symbols on equipments with the
RITES/RDSO Inspection certificate.

Ensure proper specified cables while installing S&T equipments like
IPS, Data loggers, Electronic inter-locking etc.

Check the items in the pre-commissioned check list thoroughly in
field before signing in the Joint Report.

Ensure proper installation of LC gates as per drawings.

If inspection clause is modified to consignee inspection with
competent authority's approval necessary deduction from contractor's
bill may be done if inspection charges are to be paid by contractor.

Always insist the authority letter from the Service Engineers who
are attending AMC's of all Electronic Interlocking system.

Field supervisors insist for latest drawings, specifications and
amendments referred in contract agreement.

Don'ts

Don't operate labour portion without ensuring site requirements.

Don't change RDSO/RITES inspection certificate to consignee
inspection without approval of accepting authority. Similarly, strict
compliance of instructions from HQ with regard to consignee
inspection.

@ 37 7@, fa aiv wfy @it wits shaw & sragges 3t )




“ yezTe @ it = e & ufe wite @ Herehar ufsrehr 2023

e Don't install charged batteries without test for retention of charge.

e Gl and similar pipes must be tested before accepting by its specified
weight/thickness only, but not based on paint mark.

e Don't accept the materials after the delivery period of purchase order.
e Don't accept the material without original bills and invoices.

e Without checking the cables insulation and its loop resistance don't
account in ledger.

e Don't issue credentials before completion of the work.

. b b
EXE R X

*The price of freedom
is eternal vigilance.
Let the eye of vigilance

never be closed. s

— Thomas Jefferson

* Beware of rashness,
but with energy, and sleepless
vigilance, go forward and
give us victories. 99

— Abraham Lincoln
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ELECTRICAL

Dos

e  Ensure proper electrical earthing of all installations during work
execution.

e  Ensure provision of proper rating MCB/MCCB and other safety
devices

e Reconcile the Quantity of OHE conductor at regular interval and
take the scrap in custody from contractor.

e  Ensure that the installation register for electrical fittings provided in
Quarters/Service buildings are maintained upto date.

e  Ensure proper size of equipment/wiring/cables according to the
sanctioned load.

¢  While executing works, follow the standard drawings &
specifications.

e  Electrical installations and wiring should be done as per Indian
Electricity rules.

e For major installations power calculations should be done for
selection of MCBs.

e  Ensure that defective energy meters are replaced on priority.

¢  Electrical contractor's license validity to be ensured during execution
of the work.

e InService Contract, ensure PF and ESI subscription payments before
passing CC bills.

e Accept the LTUG cables along with Test Certificates as per
specification given.

¢ All new Contract Materials must be entered into DMTR/Ledger.
DMTR numbers must be quoted for released and supply materials
in Measurement Book

e  Refer drawings, specifications/Third Party inspections as per
Agreement conditions.
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Don'

Timely process EIG proposals for commissioning of HT/EHT
substations and equipments therein and obtain EIG sanction before
energizing the same.

ts

Do not modify the LT/HT overhead lines without competent
authority's approval/sanction.

Do not accept the material of other make, which are not included in
the work order/contractor.

Do not miss to note the proper chainage/kilometers in MB for cable
laying work.

Do not mention such 'Makes' of electrical items in works contracts,
which are not equivalent cost wise or quality wise.

Do not include in works contracts, normally those electrical items,
which are available on DGS&D rate contract, without competent
authority's approval.

Do not include procurement of cables in work contracts unless it is
of urgent in nature and that too with competent authority's approval
and ensure that the rates should competitive with store procurement.

Do not extend the temporary power supply to outsiders/contractors
without proper authority.

Do not prepare the estimate for releasing electric connection to
contractor/private parties without actual survey at site.

Do not indent electric items, which do not confirm to IS specification
or don't bear ISI marks.

Don't interchange the LT services of wayside stations which are
different categories.

Don't deviate the location without approval of sanctioning authority
of the work.
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STORES

GENERAL

Dos

Ensure the call attention of all the approved sources through IREPS.
Ensure that such items procured from the approved sources only
duly following the inspection clause, as per the extent provisions.

Ensure that approval of competent authority has been taken for
quantity and for mode of tender.

Ensure that tender notice has been given wide publicity and put on
website.

Finalize the tender within the period of validity of offers to guard
against the possibility of increase in prices and consequently
incurrence of extra expenditure by the Govt.

Do proper assessment and evaluate bids particularly special
conditions offered by the tenderer.

In all cases, where the lowest or lower tenders are rejected, full
reasons for the rejection should be recorded so that the reason for
such rejection would be available on files.

Do not accept a single tender received in response to a call for limited
tender unless the work is very urgent and approval from competent
authority has been obtained.

In case where the performance of lowest/lower offer is not satisfactory
and next offer is considered for full/part quantity order, performance
of the same firm should also be assessed and placed on record.

Even when the level of the Tender Committee is decided based on
the lowest acceptable offer as per technical note, it would be
incumbent on the tender committee to examine individually all the
offers lower than the lowest technically acceptable offer and make
appropriate recommendation in each case for consideration of the
accepting authority.

>
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Don'’

Ensure that in case, descriptions or specifications undergo significant
changes after invitation of tenders, equal opportunity is given to all
the suppliers by re-tender.

Ensure that security deposit and earnest money deposits are collected
from registered/unregistered suppliers as per extant rules and when
exempted, proper reasons are recorded and competent authority's
sanction taken for the same.

In case of purchase from RDSO approved sources, ensure to check
the current status of RDSO approved list at the time of TC meeting
and current list should be available on record.

Ensure as Tender Accepting Authority that detailed reasons are
recorded if there is disagreement with tender committee.

Ensure that the tender committee minutes contain the relevant
information as the date, venue of the meeting and dated signatures
of the members.

Maintain complete records in the file and ensure secrecy of the tender.

Ensure procurement through proper mode viz. GeM, OT etc. as
notified from time to time. For General first priority must be on GeM.

Ensure adherence to the instructions issued from zonal HQ regarding
the tendering process.

Ensure that delivery is made in the permitted hours of working and
on working days.

ts

Do not reject the tender of new bidder(s) on flimsy or unrealistic
grounds in order to favor the bidder(s) who are previous suppliers.

Do not split quantities or place frequent demands.
Do not hide any favorable/unfavorable information in TC discussions.

Do not change the tender committee members once constituted
without prior approval of competent authority.

Do not allow anomalies in evaluation of special conditions to affect
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the acceptance of the offer recommended.

e Do not opt for re-tending on flimsy grounds with intent to favoring
firm.

® Do not entertain modification of tenders subsequent to the opening
of tenders.

e Do notaccept asingle tender received in response to a call for limited
tender unless the work is very urgent and approval from competent
authority has been obtained.

e Do not award contract for quantity more than the quantity more than
the eligibility of the tenderer.

e Do not allow the sold material to get out of the depot except under
proper issue notes and gate passes.
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Dos

MEDICAL

Maintain the list of data for Sick-Fit, IME, PME, SPME and
complete Medical De-Categorization of each and every candidate
and Railway employees in separate Registers as per IRMM by
all Railway Hospitals as well as PCMD office

Signature with Full name & Seal of Competent Authority should be
mentioned on documents such as Sick-Fit, IME, PME, SPME and
also on documents for complete Medical De-Categorization in all
respect.

At the time of issuing sick certificate, specify period of sickness in
terms of number of days. During sick period, attendance of the
concerned patient must be taken in general cases as stipulated in
IRMM. If patient doesn't turn up for attendance especially in case of
OPD sick, his/her name may be struck of f from sick list and
information relayed to his controlling officer.

Medical stores should be checked on a periodical basis and take
timely action in respect of near expiry-date medicines for prompt
disposal.

Ensure strict adherence to provisions relating to collection and testing
of food/water samples to avoid poor quality and adulteration thereof.
Ensure sample test for drugs to prevent procurement of sub standard/
spurious drugs.

Keep proper accountal of all medicines irrespective of the cost
involved.

Exercise extra care and ensure compliance of extant instructions
before declaring any employee medically de-categorised/totally unfit.

Follow the procedure rigidly regarding issue of sick/fit certificates
and in case of foreign-sick, give specific reasons.

Gel declarations regarding relationship in case of employee's
dependent/relative being treated in Railway Hospital.

Keep proper accountal of all consumable store items.
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Don'

Multiple approved suppliers should be maintained preferably item-
wise for local supply of medicines. Try to include items with standard
specifications only.

If demand for an item is received repeatedly, possibility of "stocking"
of the item should be explored.

Exercise extra care and ensure that the staffs wear uniform while
"ON DUTY" for staffs eligible and drawing uniform allowance.
Finalize the claimed bills of reimbursement of Railway Patients for
referral and non-referral case within stipulated time frame.

ts

Do not issue back dated sick-fit certificates. Avoid delays in sending
the certificates pertaining to the railway employees to their concerned
Department.

Avoid issue of certificate of fitness in initial and periodical medical
examinations (PME) for categories other than that specifically asked
for by the department.

Avoid putting employees on sick beyond the permissible period and

do not forget to make reference to the higher authority if any case
requires retention on sick list beyond the prescribed time limit.

Avoid giving free hand to staffs maintaining Sick/ certificate books,
records as well as Medical Stores.

Avoid leaving blank entries in the Medical Attendance Register.
Avoid frequent and indiscriminate local purchases.

Avoid issue of medicines to the patients without any authorized
prescriptions.

Avoid simultaneous use of two sick/fit certificate books.
Procurement of Medicines from un-approved supplier/manufacturers
should be avoided except in special cases.

Avoid issue of sick/fit certificate books randomly it should be in

Chronological order
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Dos:

ACCOUNTS

During the vetting of estimates, it should be ensured that the
quantities mentioned therein should be realistic and as per the actual
requirement.

The quantities mentioned in the Estimate should match with the
quantities mentioned in the Tender document.

While vetting the agreement, it should be ensured that all the clauses
stipulated in the tender document w.r.t. execution of work are
incorporated and all the blanks are filled in properly.

The concerned Agreement/LOA/PO should be thoroughly examined
with emphasis on its special conditions, penalty clauses, if any, before
passing of Bills.

While passing the bills of contractor/supplier, ensure that all the
recoveries have been made properly.

All the required recoveries have to be made from the on hand bill
itself.

At the time of passing of Price Variation Bills, the rates published by
the authorities concerned should be compared with that of rates
claimed in the PVC bill.

After passing the Price Variation Bill based on the provisional index
of RBI, a remark to this effect should be noted in the concerned
ledger account. After publication of final index by RBIL, if any
differences are noticed, they should be settled immediately in the
on-hand bill.

*“Be vigilant;
guard your mind against
negative thoughts. s

— Gautama Buddha
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Currency of the paper securities should be watched carefully and
necessary action should be taken for extension of currency, if
required, in advance.

The reconciliation of Cheques & Bills and remittance into Bank
should be made in time and corrective action should be taken
immediately.

All indents for the same item should be consolidated and combined
order should be placed for getting economical price.

The cheques other than the electronic payments should be dispatched
promptly.

There should not be any ambiguity in the penalty clauses.

Don'ts

Don't misinterpret the penalty clauses mentioned in the concerned
agreement to benefit the contractor.

Don't forget to recover the penalties/LD/other charges, if any, from
the respective bill itself.

Don't rely upon the documents enclosed with the Price Variation
Bill by the contractor to support his claim.

The total demand of particular item should not be split deliberately
into indent wise for bringing it within the self check ambit of a
particular sanctioning authority.

Don't keep pending the cheques prepared for payments without
dispatching to the concerned party (Bank/Institution/Govt.
Undertaking etc.)

. b
..O 0.0 0.0

*The price of liberty is
labour as well as vigilance.s

— Carl Scovel
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Dos

TRAFFIC

Declare private cash in figure and words before resuming duty

Ticket checking staff should check Travelling Authority & original
ID along with Journey ticket.

Details on the EFT foils should be written legibly.

Ticket checking staff should remit Railway Cash at the end of beat/
destination.

EFT return should be submitted on due time.
Separate form for Tatkal reservation shall be used.

UTS/PRS ticket rolls to be accounted in Ticket stock register only
after physical counting of rolls.

Cancelled & Non-issued tickets should be sent on following day to
Traffic Accounts office.

UTS tickets produced for cancellation should be cancelled
immediately in the system.

Ensure proper H/O and T/O of cash in DTC register.

Ensure correct weighment, rating, routing and scale while booking
the consignment.

Ensure loading as per carrying capacity of SLRs, AGCs, & Parcel
Vans.

Ensure entry in delivery books and obtain signature of consignee
without fail.

Ensure recording of Loading/Unloading timings.

Ensure collection of original RR/PWB/Indemnity Bond while

granting delivery.

Ensure proper recording of stacking/removal time of goods.

>
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Don'ts

e  Ticket checking staff should not issue EFT on platform by collecting
difference of fare & penalty and permit them to travel in reserved
coaches.

e  Ticket checking staff not to desert the nominated coaches.
e Do not permit issue of more than 2 EFT books at a time.

e Do not collect filled-in Tatkal forms in advance from passengers in
Queue for issue of Tatkal tickets.

* Do not issue tickets without Reservation form or incomplete form.

e Do not alter or write manually on the system generated ticket while
issuing to passengers.

a Do not reissue the tickets offered for cancellation.
o Do not issue mismatched tickets.

* Do not affect the delivery of the consignment before collection of
all due charges, including under charges, if any.

* b b
0.0 0.0 0.0
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Dos

Don'

GENERAL

Be conversant with the current rules and regulations before taking
any decision.

Use your discretion properly to avoid any miscarriage of justice.

Be dispassionate while taking decision so that no undue favor accrues
to anyone.

Pay full and prompt attention to the petty grievances and complaints.
If these are not dealt with sympathy and concern, these petty
complaints may take the form of serious complaints as the
complainant would then buttress his grievances with extraneous
material to capture attention.

Keep a good image before the public/staff by being honest, impartial
and just.

Make sure while using a saloon that it is within the policy guidelines
laid down and avoid use of saloon on transfer duty.

While occupying rest houses, ensure filling up the register and also
indication on duty/leave.

While using staff cars, ensure personally that journey if performed
for private purposes, is indicated so in the ‘remarks’ column of the
register and ensure prompt payment

Be conversant with the relevant clauses of the conduct rules and
ensure that these rules are not infringed.

ts
Do not delay disposal off files/papers put up to you.

Do not misuse duty passes for journey performed which are not for
official work or for persons not entitled to such travel

Do not misuse staff cars/vehicles
Do not misuse railway labour.

Do not misuse railway material or catering

T ST i Hate wel B
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e Do not misuse the out-house of the railway bungalow occupied by
you

e Do notsit on the selection board before which any relative of yours
is appearing for selection.

¢ Do not take part in the Tender Committee meetings of any of your
relatives is one of the tenderers.

e Do not forget to put a date under your signature. Absence of date
may give rise to doubt your motives in certain situations.

®*  Avoid sanctioning a privilege to yourself even if it is within your
own competency. Let such sanction be approved by your superior.
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Say no to Corruption ,Commit to the Nation

Manoj Kumar Mahawar
Dy.CMM/E/HQ

“Say no to corruption, let our voices resound,
In unity, let our commitment be found,
For the nation's future, let us stand strong,
Fighting the corrupt, right the wrongs.

Honesty and integrity, our guiding light,
Together we'll strive to make things right.
In service to the nation, we shall devote,
A corruption-free land, our shared hope.

Let us pledge to uphold the values we adore,
In our hearts, the love for our nation we'll store.
Say no to corruption, let's firmly declare,

A brighter tomorrow, for all to share."

SayNoTo
CORRUPTON
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GUIDELINES FOR LODGING PIDPI
COMPLAINT

(Public Interest Disclosure and Protection of Informer)

L. The PIDPI complaint should be in a closed/secured envelope and
should be addressed to Secretary, Central Vigilance Commission. The
envelope should clearly be inscribed with “ Complaint under the

Public Interest Disclosure™ or “PIDPI”

2. The PIDPI complainant should give his/her name and address in the
beginning or end of complaint or in an attached letter. The name and

address should NOT be mentioned on the envelope.

3. Only complaints pertaining to employees of the Central Government
or of any corporation established by or under any Central Act,
Government companies, societies or local authorities owned or
controlled by the Central Government fall under the jurisdiction of the
Commission. Personnel employed by the State Governments and
activities of the Government s or its Corporations ete. will not
come under the purview of the Commission.

4. Complaints should be sent via post only. Complaints received

through emails. Complaint Management Portal or any other

electronic medium will not be entertained.

5. In order to protect identity of the person, the Commission will not

issue any acknowledgement and the whistle-blowers are advised not

to enter into any further correspondence with the Commission in their
own interest. The Commission assures that, subject to the facts of the

case being verifiable, it will take the necessary action, as provided
under the Government of India Resolution mentioned above.

6. The complaints should have vigilance angle and should not be for
grievance redressal.

7. PIDPI complaints should not include details that identify the
complainant. If the inclusion of such details is an avoidable then a
normal complaint may be lodged in the CVC portal

8. Previous circulars and letters on PIDPI are available on the website of

the Commission and may be referred to for further details.
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AdDdT SPISHBAT ACTE 2022
e A ufie fasiore faenie 03/11/22
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AdPdl SIRTSHAT AWTE 2022
BT AvSH A AT Holred! fa=ties 04/11/22

Aamdl ARl HaE
wadar falel-04.11.2022
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AdPBdT SPISHAT AEE 2022
YT HAvSA A MRNToTd Hoed! fe=tish 06/11/22
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AT SIeTHddT RifaR
Tregga et 9, @1.%5.1. fetias 11/08/23

uftsmme

oo ewarg it

HAADAT STOTHHAT AGTE 2022, RS 3T AFTIGIS TG
ST AaPal ARBRI gRT GFPBR faazvr et 06/11/22
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Adwdl STErsdBdT Il
SIAY AUSA B AN TS UR faetis 11/07/23

AdPdT SPrSGdT Rifaw
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aaa{mm
PICT FAUSH B oNYR RS FReret wR faetias 19/05/23
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SeTSEar fRifaR
PICT AUSH B HIAYR T2 UR faetiap 18/08/23

AdddT SPrSGdT Rifaw
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HOW TO LODGE COMPLAINT

Complaint can be lodged to Vigilance branch, West Central Railway,
Jabalpur on the matter relating to corruption in West Central Railway
by way of the following ways:

1. By post, addressing the letter directly to following address-

Sr. Dy. General Manager & Chief Vigilance Officer, Office of
the General Manager,

West Central Railway, Jabalpur (M.P.)-482001
Fax No.:0761-2677077, 0761-2677716

2. By giving complaint personally in Dispatch & Receipt Section ,
of Vigilance Branch '

3- By dropping Complaint in ‘Complaint Drop Box’ in Vigilance
Branch.

corruption. Please write your name, mobile/telephone no. if
any, postal address and affix your signature to get your
complaint considered.

Complaint should give specific facts of the matter relating to '

4. Through email* on the following email address-
sdgm@wcr.railnet.gov.in

Note- Complaints sent on above mentioned e-mail ID will be
entertained or taken cognizance only, if a signed complaint
containing verifiable allegations, involving prima facie
vigilance angle, is conveyed via enclosures of e-mail. On the

other hand, if allegations are plainly exchanged in the main
" body of an e-mail without any signed enclosures, such
] complaints shall not be given cognizance and will be simply filed.)

5. PIDPI

For keeping your identity secret, please file complaint only to Central
Vigilance Commission under Public interest Disclosure and Protection
of Informer (PIDPI) in a secured/closed envelope, duly superscribed
"Complaint under the Public Interest Disclosure" on the address:-
Satarkta Bhawan, GPO Complex, Block-A, INA,

New Delhi- 110023

Printed at : Up to Date, Jabalpur-7470587143
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