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| PLEDGE

We, the public servant of India, do hereby solemnly
pledge that we shall continuously strive to bring
about integrity and transparency in all spheres of our
activities. We also pledge the we shall work
unstintingly for eradication of corruption in all
spheres of life. We shall remain vigilant and work
towards the growth and reputation of our
organization. Through our collective efforts, we shall
bring pride to our organisations and provide value
based service to our countrymen. We shall do our
duty conscientiously and act without fear or favour.
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T Vipihmer Avaweness Weekk observed each verr by the Cenimal Vigilance
Commission affirms Commisston’s commitment to promotion of integrity and probity in
public life throuph citizen participating.

“Inteprity- A way of §ife” fms been chosen as fhe theme for ihe Viudaave
Awareness Week this vear by the Commisston. Infegrity and Frhies form the fourdational
pillars of a natton and national development iakes place when ndivideals and organizations
are committed 1o integrity as a core value. Combating cocruption is not just a matter of
makimg kows and oreating mstitugens, dul s deeply rooted o bwman salues wnd ooneds of
wdividunds. Cultivating eihical values is essential for batlding a New India.

The Conmnission believas that this treme wordd help drasw the attention of adl sections
of society especiaily the youth of the significance of ethical conduct in the drilding of an
nunest, nom disermmnatory and cormepiion free socicky

The Commission’s initiatives lle the takmg of valantary Tntearity Fledge, Inteerity
Chuts 1o selawls mad collepesy, unms awarcnoss canpaigns are effons (U molivaie people
observe cihical behaviour in evaryday life,

The Commission appeals o all fo inculeate intcprity as a way of lite for the
realisation of the full potential of the mdivideal and presress of the mion.
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MODERN COACH FACTORY,
RAEBARELI

MESSAGE

| am happy to know that the Vigilance Department
of Modern Coach Factory, Raebareli is bringing out 4"
iIssue of Vigilance Bulletin on the Vigilance Awareness
Week from 28" October to 02 November 2019.

“Integrity- A Way of Life” is the main theme of
Vigilance Awareness Week-2019. Integrity is the habit
of being honest and showing a consistent and
uncompromising adherence to strong moral and ethical
principles and values. Observance of Vigilance
Awareness Week will encourage all stakeholders to
collectively participate in fight against corruption.

In this context, Modern Coach Factory has taken
number of steps by implementing IREPS, E-office,
IPAS and E-Tendering for bringing more transparency
and clarity in its system.

| congratulate the Vigilance department for their
effort for publishing out 4" issue of Vigilance Bulletin.
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( V. M. Shrivastava )
General Manager
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THE BOOKLET IS ONLY INDICATIVE AND IS BY NO
MEANS EXHAUSTIVE. NOR IT IS INTENDED TO BE A
SUBSTITUTE FOR RULES, PROCEDURES AND EXISTING
INSTRUCTIONS/ GUIDELINES ON THE SUBJECT. THE
PROVISIONS HEREIN DO NOT IN ANY WAY SUPERSEDE
THE RULES CONTAINED IN ANY OF THE RAILWAY
CODES AND THE CIRCULARS REFERRED TO HEREIN
SHOULD BE READ BOTH INDIVIDUALLY AND IN
CONJUNCTION WITH OTHER RELEVANT POLICY
CIRCULARS FOR PROPER APPRECIATION OF THE
ISSUES INVOLVED. THIS BOOKLET ALSO SHOULD NOT
BE PRODUCED IN ANY COURT OF LAW AND WHEREVER
NECE3SSARY, REFERENCE SHOULD ALWAYS BE MADE
TOTHE ORIGINALORDERS ON THE SUBJECT.




=
-

2.
5
4.
5.
6.
Tt
8.
9.

—
e~ |

SUBJECT

An Overview of Works contracts
Complaint Handling Policy of CVC

IPAS

Introduction to eOffice

DO's & DON'Ts (Personnel department)
DO's & DON'Ts (Medical Department)
DO's & DON'Ts (Stores Department)

DO's & DON'Ts (Engineering Department)
DO's & DON'Ts (Account Department)
Important Railway Board circulars

Poems

| PAGE No.

1-5

6-7

8-10
11-14
15-17
18 -19
20 - 25
26 - 27
28 - 30
31-36
37 -39




AN OVERVIEW OF GCC
FOR WORKS CONTRACT

Kumar Sambhav
Dy. Chief Vigilance Officer

Works:

works means all new constructions, site preparation,
additions and alterations to existing works, special
repairs to newly purchased or previously abandoned
buildings or structures, including remodelling or
replacement. Minor works mean works which add
capital value to existing assets but do not create new
assets. Repair works means works undertaken to
maintain building and fixtures. Works will also include
services or goods incidental or consequential to the
original or repair works.

Earnest Money:

1)

(a) The tenderer shall be required to deposit earnest
money with the tender for the due performance with the
stipulation to keep the offer open till such date as
specified in the tender, under the conditions of tender.
The earnest money shall be as under:

Value of the Work Earnest Money Deposit (EMD)

For works estimated to| 2% of the estimated cost of the
costuptoRs. 1 crore work.

For works estimated to
cost more than
Rs. 1 Crore

Rs. 2 lakh plus Yz(half percent) of
the excess of the estimated cost
of work beyond Rs. 1 crore
subject to a maximum of
Rs. 1 crore

>

Note:

(i) The earnest money shall be rounded to the nearest 100.

This earnest money shall be applicable for all modes of
tendering.

(i) Any firm recognized by Department of Industrial Policy

and Promotion (DIPP) as 'Startups' shall be exempted
from payment of earnest money deposit detailed above.

(b) It shall be understood that the tender documents have

(2)

been issued to the tenderer and the tenderer is
permitted to tender in consideration of stipulation on his
part, that after submitting his tender he will not resile
from his offer or modify the terms and conditions thereof
in @ manner not acceptable to the Engineer. Should the
tenderer fail to observe or comply with the said
stipulation, the aforesaid amount shall be liable to be
forfeited to the Railway.

If his tender is accepted this earnest money mentioned
in sub clause (a) above will be retained as part security
for the due and faithful fulfilment of the contract in terms
of Clause 16 of the Standard General Conditions of
Contract. The Earnest Money of other Tenderers shall,
save as herein before provided, be returned to them, but
the Railway shall not be responsible for any loss or
depreciation that may happen thereto while in their
possession, nor be liable to pay interest thereon.

The Earnest Money shall be deposited in cash through
e-payment gateway or as mentioned in tender
documents.

Eligibility Criteria
Technical Eligiblity Criteria

(@)

The tenderer must have successfully completed any of
the following during last 07 (seven) years, ending last
day of month previous to the one in which tender is
invited:

@



Three similar works each costing not less than the amount
equal to 30% of advertised value of the tender, or

Two similar works each costing not less than the amount
equal to 40% of advertised value of the tender, or

One similar works each costing not less than the amount
equal to 60% of advertised value of the tender.

Security Deposit

The Earnest Money deposited by the Contractor with his
tender will be retained by the Railways as part of security for
the due and faithful fulflment of the contract by the
Contractor. The Security Deposit shall be 5% of the contract
value. Security Deposit may be deposited by the Contractor
before release of first on account bill in cash or Term Deposit
Receipt issued from Scheduled Bank, or may be recovered
at the rate of 10% of the bill amount till the full Security
Deposit is recovered. Provided also that in case of defaulting
Contractor, the Railway may retain any amount due for
payment to the Contractor on the pending "on account bills"
so that the amounts so retained (including amount
guaranteed through Performance Guarantee) may not
exceed 10% of the total value of the contract.

Further, in case of contracts having value equal to or more

than 50 crore (Rs Fifty crore) the Security Deposit may be
deposited as Bank Guarantee Bond also, issued by a
scheduled bank after execution of contract documents, but
before payment of 1st on account bill. Provided further that
the validity of Bank Guarantee Bond shall be extended from
time to time, depending upon extension of contract grantedin
terms of Clause 17 of the Standard General Conditions of
Contract.

Performance Guarantee

The procedure for obtaining Performance Guarantee is
outlined below:

The successful bidder shall have to submit a Performance

&S

Guarantee (PG) within 21 (Twenty one) days from the date of
issue of Letter of Acceptance (LOA). Extension of time for
submission of PG beyond 21 (Twenty one) days and upto 60
days from the date of issue of LOA may be given by the
Authority who is competent to sign the contract agreement.
However, a penal interest of 12% per annum shall be
charged for the delay beyond 21(Twenty one) days, i.e. from
22nd day after the date of issue of LOA. Further, if the 60th
day happens to be a declared holiday in the concerned office
of the Railway, submission of PG can be accepted on the
next working day.

In all other cases, if the Contractor fails to submit the
requisite PG even after 60 days from the date of issue of
LOA, the contract is liable to be terminated. In case contract
is terminated railway shall be entitled to forfeit Earnest
Money Deposit and other dues payable against that
contract. In case a tenderer has not submitted Earnest
Money Deposit on the strength of their registration as a
Startup recognized by Department of GCC September 2019
42 Industrial Policy and Promotion (DIPP) under Ministry of
Commerce and Industry, DIPP shall be informed to this
effect. The failed Contractor shall be debarred from
participating in re-tender for that work.

VARIATIONS IN EXTENT OF CONTRACT

41. Modification to Contract to be in Writing:

In the event of any of the provisions of the contract required
to be modified after the contract documents have been
signed, the modifications shall be made in writing and signed
by the Railway and the Contractor and no work shall proceed
under such modifications until this has been done. Any verbal
or written arrangement abandoning, modifying, extending,
reducing or supplementing the contract or any of the terms
thereof shall be deemed conditional and shall not be binding
on the Railway unless and until the same is incorporated in a
formal instrument and signed by the Railway and the

O



Contractor, and till then the Railway shall have the right to
repudiate such arrangements.

42.(1) Powers of Modification to Contract: The Engineer on
behalf of the Railway shall be entitled by order in writing to
enlarge or extend, diminish or reduce the works or make any
alterations in their design, character position, site, quantities,
dimensions or in the method of their execution or in the
combination and use of materials for the execution thereof or
to order any additional work to be done or any works not to be
done and the Contractor will not be entitled, to any
compensation for any increase/reduction in the quantities of
work but will be paid only for the actual amount of work done
and for approved materials supplied against a specific order.
42.(2) (i) Unless otherwise specified in the special conditions
of the contract, the accepted variation in quantity of each
individual item of the contract would be upto 25% of the
quantity originally contracted, except in case of foundation
work. GCC September 2019.

(i) The Contractor shall be bound to carry out the work at
the agreed rates and shall not be entitled to any claim or any
compensation whatsoever upto the limit of 25% variation in
quantity of individual item of works.

(iif) In case an increase in quantity of an individual item by
more than 25% of the agreement quantity is considered
unavoidable, then same shall be executed at following rates
(a) Quantities operated in excess of 125% but upto 140% of
the agreement quantity of the concerned item, shall be paid
at 98% of the rate awarded for that item in that particular
tender;

(b) Quantities operated in excess of 140% but upto 150% of
the agreement quantity of the concerned item shall be paid at
96% of the rate awarded for that item in that particular tender;
(c) Variation in quantities of individual items beyond 150%
will be avoided and would be permitted only in exceptional
unavoidable circumstances and shall be paid at 96% of the
rate awarded for thatitem in that particular tender.

&S

COMPLAINT HANDLING POLICY OF CVC

Ram Ranjan Kumar
Assistant Vigilance Officer

CVC is the designated agency to receive written coplaints for
disclosure of any allegation of corruption or missue of office
and recommed punitive action against the erring public
servants found reponsible for any erosion of right through
illegal and improper action.

Compliants may be lodged directly on CVC's website or by
sending written complaints by post, giving specific facts of the
matter relating to corruption.

Complaints can be lodged only against the public servants
coming under the jurisdiction of the CVC.

Indentities of all complaints, who make complaint under public
information Disclosure and Protection of informer (PIDP) are
kept secret. Such complaints can be lodged only by post and
the envelope containing such complaints should be super
scribed 'PIDP' or 'Whistle Blower'. The body of the
letter/complaint should not contain any personal information of
the complaint. Such personal details may be separately given
(may be atthe end) so that they can be easily blocked out.

Only the complaints which are referred to for necessary action
to the organization/department concerned are acknowledged.
No acknowledgementis sent by CVC for filed complaints.

Complaints to the CVC are meant to result in punitive action
against the erring public servants. Relief as such in the matter
to the complaint is only incidental to the vigilance action.
Redressal of grievances vis-a-vas govt. organization or PSU
should not be the focus of the complaints to the CVC.
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As regards complaint against, CVC does not interfere in the
tender processes and as such the process of the tender would
continue. Meanwhite, on recommendation of the concerned
CVO, CVC may advise appropriate action against the erring
public servants.

CVC does not entertain anonymous/pseudonymous
complaints and the complaints, which are of nature of
grievance.

“Integrity is doing
the right thing.
BYen when no one

S watching.

C. S Lewis

IPAS

A.K. Yadav
Senior Personnel Officer

Whatis IPAS system?

IPAS application software (the software for AIMS) has been
developed by CRIS on web based 3-tier centralized
architecture using Java and Oracle. It will bring a common
application to all Railways on a centralized platform so that
similar processes are followed across Railways in terms of
accounting practices.

A key benefit of such centralization would be faster change
management and integration of effort along with automation of
processes. IPAS application is undergoing a continuous up-
gradation exercise to achieve better efficiency, security and
safety. IPAS will provide real time access to financial
transaction data across IR and will also bring financial and
fiscal discipline.

Advantages of IPAS

Although core design of IPAS application is same as design of
PRIME/AFRES, following improvements have been done by
CRIS:-

A.Technology Level:
i) Centralized Architecture
i) Web basedApplication.

iii) Designed and developed using state of the art open
Javatechnology.

iv) Java is futuristic technology specially designed for web
based application .

v) High Availability (24*7) as all the servers have been
clustered to runin fail-over mode. Thus, if there is failure
of any server, the load will be shifted to cluster server



immediately and under no circumstances work will be
interrupted. The users would not know the breakdown.

B. Security Level:

i) Secured Socket Layer (SSL) software has been
enabled to encrypt the data so that any transaction of
IPAS including passwords of users can not be hacked
by hackers.

i) Role based access to the end users which can be
administered by Administrators nominated at each unit.
Provision for security of each screen/report is available
in IPAS.

C.TrustLevel:

i) IPAS has been developed entirely In-house by CRIS
using its own team of software professionals.

i) Source code of IPAS is the property of Railways and
therefore in long run, there is no issue of Intellectual
Property Right (IPR).

D.Application Level:

i) Inter-related data capturing screens have been merged
into single screen to reduce navigations. (eg.
GIS/PF/Gratuity has been given through single screen;
change card entries have been merged into single
screen). This makes the work easier for the bill clerks.

i) No Pay Rates form for entry of Basic Pay, DA, HRA and
Transport Allow. While processing of salary, data for
Basic Pay, HRA, and Transport Allowance are fetched
from Employees' Bio-data.

iii) Steps for salary processing have been merged to
reduce the work of end-users. The salary and income
tax processing to be done by respective bill clerks.

iv) Salary Bill passing screen has enriched functionality
now.

The screen compares allowances/ recoveries
/allocations with that of previous month for individual
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employee to check. In addition, variations are shown in
red colour. Moreover, the user has been provided all the
information required for passing the salary bill.

v) Format of Numbers like CO6, CO7, PPO have been
changed to maintain uniqueness at Zone/IR level.

vi) All the interrelated modules are integrated. PF
deductions/Loan recoveries through regular/
supplementary salary are credited in the employees'
respective ledger as soon as Abstractis prepared.

E. Interface with Other Applications:

i) IPAS has integration with Material Management
Information System (MMIS). As both the systems are
interfaced, Stores bills are passed through MMIS and
the cheques are issued through IPAS.

i) As application is based on Centralised Architecture,
Real Time Information of IR level can be provided to
Board.

iii) Being a uniform application similar to any other IR
applications (eg PRS, FOIS etc.), all the business rules
and report formats are uniform over IR. Compliance of
any rules/circular of Board (such as DA Arrear, Bonus
etc.) can be made speedily.

iv) Easy monitoring and control by Board in line with
PRS/FOIS. LPC may be redundant. Transfer of
employees from one unit to another would not require
physical movement of his service data (service card,
LPC, leave etc) and financial data (PF, loans etc) in
order to enable the new Unit to access his data. Mere
change of Bill Unit of the employee would enable the
new Unit to access his entire data viz. PF, Loans, leave,
service details etc. before the physical communication is
made. There is no need for fresh entry of data by the new
unit for previous months.



Introduction to eOffice

Dhananjay Singh
Assistant Works Manager

The eoffice is a Mission Mode Project under the National
eGovernace Programme (NeGP). It is aimed to help conduct
the office procedures electronically to achieve a simplified,
responsive, effective and transparent working in all
government offices. The product is a standard reusable one
amenable for replication across government and local bodies.
When implemented across the Government departments, the
eoffice is expected to usher in 'A Single Collaborative
Workspace forthe Government'.

In Indian Railways, chairman Sh. V K Yadav inaugurated the e-
office (paperless) system in South Central Railways zone
(SCR) and Guntur division, which was introduced by RailTel, a
miniratna PSU under Ministry of Railways.

The new system would provide a reliable, efficient and effective
way to handle office files and documents. SCR zone and
Guntur division are the first railway establishments to adopt
paperless services. RailTel E-Office project is a Mission Mode
Project (MMP) under the National e-governance programme of
the Indian government.

RailTel has taken up the initiative to build access from the
ground to enable unparalleled E-Office infrastructure. The
project was assigned to Railway Board with four modules:
Management System (eFile), Knowledge Management
System (KMS) Collaboration & Messaging Services (CAMS) &
Personnel Information Management System (PIMS).

The paperless system aims to usher in more efficient, effective
and transparent inter-government and intragovernment

an

transactions and processes. It will be built, as a single reusable
system by bribing together independent functions and system
under a framework to enhance transparency, increasing
accountability and transforming the government work, culture,
and ethics.

Benefits of eOffice:

1. Enhance transparency

2. Increase accountability

3. Assure data security and data integrity

4. Promote innovation by releasing staff energy and time
from unproductive procedures

5. Transform the government work culture and ethics.

eoffice Product Suite —Brief Description

1. File Management System (eFile) automates the processing
of files and receipts. This includes creation of files (electronic
and physical both kind of files), movement of files in the
workflow, tracking of files and their management.

2. Knowledge Management System (KMS) acts as a
centralized repository of various documents such as acts,
policies and guidelines.

3. Collaboration and Messaging Services (CAMS) for internal
collaboration and messaging.

4. Leave Management System (eLeave) automates the leave
application and approval process.

5. Tour Management System (eTour) automates employee tour
programmes.

6. Personnel Information Management System (PIMS)
manages employee records and the output of PIMS is
eService Book.

7. Property Return Information System Management (PRISM)

a



for electronic filing of Asset and Liability Declaration, in
accordance with the Lokayukt Act-2013 of Government of
India.

8. Smart Performance Appraisal Report Recording Online
Window (SPARROW) application for electronic filing of
Performance Appraisal Report (PAR) as per the defined
channel of submission.

Pre-requisites for eOffice Implementation
a. Hosting of eOffice Application

For Central Governmentimplementations, the hosting is
done at National Data Centre

b. Skill Set

All eOffice users need to have basic knowledge of
computer and Internet Browsing.

c.Additional Pre-requisites

Gol/NIC email IDs — For login into eOffice product, all
users musthave Gol/NIC email IDs

Digital Signature Certificates (DSC) — For signing noting
and drafts in electronic files, all eOffice users must have
Digital Signature Certificates (DSC).

Setting up of eOffice Central Helpdesk — A Central Call
Centre will be set up for getting technical clarifications
pertaining to product usage.

Setting up of Training Centre —Atraining facility for about
30 persons (30 nodes) may also be setup at the
department.

Basic Infrastructure Pre-requisites for eOffice
Implementation:

a. Workstation/Desktop/Client

Every user of eOffice will need to have an independent
Workstation/Desktop/Client. The recommended
requirements for Workstation/Desktop/Client are as
follows:

Processor: 2GHz and above

RAM: 2GB and above

USB 2.0 controller (for Digital Signature Certificate)

b. Network

LAN connectivity to each user/each desktop to be
provided.

Ensure multiple network links in the department for fail
over.

Bandwidth utilization should not be more than 60%.

For smooth usage of the system, the department needs
to ensure a minimum dedicated bandwidth of 34 Mbps
for2000 users.

c.Scanners

The user will be required to analyze volumes of
incoming receipts per day along with travel time to the
scanners for all users that are using that particular
scanner.

d. Software
Operating System -Windows 7 or above, Linux 6 or
above, Ubuntu 11 or above

Browser- Internet Explorer (10.0 & above), Firefox (27.0
& above)

Adobe Reader 10 and above
Anti-Virus (any antivirus)



( PERSONNEL DEPARTMENT ) Matters already decided not to be included.

Do not issue a fresh charge sheet to the employee for the
Departmental Inquiry same charge without dropping the earlier charge sheet.

At the time of framing the charge sheet Ensure that the employee is informed about dropping of
DO's charge sheetissued earlier without prejudice.

Use standard From No. 5 for major penalty and Standard
Form No. 11 for minor penalty.

Ensure that Charge sheet is framed in simple language,
precise, clear and one thatis understood by charged official.

Charge sheet must contain the relevant information viz.,
place, date and time of incidence, rules, orders, instructions
etc. violated.

Separate charges for each allegation.
Correct name and designation of C.O.

The charge sheet should be signed by the Disciplinary
Authority himself and not by any lower authority on his
behalf.

The charge sheet should be issued by the appropriate
Disciplinary Authority prescribed in the schedule.

In case of non-gazetted staff, a major penalty charge sheet
can be issued only by an authority who is competent, as per
the schedules, to impose on that Railway servant at least
one of the major penalties.

In case of gazetted officer, a major penalty charge sheet can
also be issued by an authority who is competent to impose
on that delinquent employee at least one of the minor
penalties.

Don'ts

There should not be any splitting and multiplicity of
charges.

as

If the Disciplinary Authority of a charged offical is also
involved in the same case then he should not act as the
Disciplinary Authority.

Authority who has acted as a member or Chairman of a Fact
Finding Inquiry or Accident Inquiry should not act as
Disciplinary Authority.

The articles of charges and the statement of imputation in
support of the articles of charges should not be identically
worded.

Do not make reference to report of SPE/Vigilance/CBI in
Charge Memorandum.

Atthe time of serving the charge sheet
DO's

Ensure that the charge sheet is served within 90 days of
suspension.

Ensure signature of two witnesses in case of refusal by C.O.
to accept the charge sheet.

The charge sheet should be sent by Registered post to last
known address.

Copies of documents relied upon should be supplied to the
charged officeal along with the charge memorandum. If the
charged official desires to inspect the original documents,
this should invariably be allowed.

The charge memorandum should be served in person on



the charged official or sent to his address through registered
post.

If the charged official is not traceable or refuses to accept the
charged official or sent to his address through registered
post.

If the charged official is not traceable or refuses to accept the
charge official's last working place and also pasted on the
door of his last known residential address in the presence of
two witnesses.

In case of running staff, charge sheet should be served only
when they are going to sign off duty.

Don'ts

Ensure that the charge sheet is not to be served through
subordinate.

Do not open the undelivered registered envelop, but to be
placed onrecords.

After Serving the charge sheet

DO's

10 days' time should be allowed to the charged official for
submitting his written statement of defense.

If CO does not submit his written defence within the time
allowed, areminder should be sentimmediately.

If written defence is not submitted by the CO even after
reminders, an inquiry should be ordered immediately, duly
reminders, an inquiry should be ordered immediately, duly
informing the charged official.

The appointment of the inquiry Officer/presenting officer
should be done through a formal order in the prescribed
format duly signed by the Disciplinary Authority. The same
procedure should also be followed whenever there is a
change in the Inquiry Officer and a new inquiry officer if to be

an

appointed.

Ensure that Inquiry Officer is sufficiently senior in rank to the
charged official.

DON'Ts

Do not send the entire enquiry/investigation file to the 1.0.
but only that file that contains the charge sheet, the relied
upon documents, written defence, copy of SF 7 and SF 8.

Do not impose minor penalty on major charge sheet without
dropping the major charge sheet.

( MEDICAL DEPARTMENT)

DO's:

1.

Specify period of sickness, indicating period of absence if
any, and give date on the certificate.

Check up the medical stores personally on a PERIODIC
BASIS Take timely action in respect of expiry date
medicines.

Ensure strict adherence to provisions relating to collection
and testing of food/water samples to guard against poor
quality and adulteration thereof.

Ensure sample test for drugs to guard against procurement
of substandard/spurious drugs.

. Keep proper accountal of all medicines irrespective of the

costinvolved.

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

Follow the procedure rigidly regarding issue of Sick/Fit
Certificate and in case of a deviation, give specific reasons.

Get clarification, declaration regarding relationship in case



of employees relative being treated in the Hospital.

9. Keep detailed proper accountal of all consumable stores.
10. Ensure a list of approved suppliers is maintained preferably

item-wise.

11. If demand for an item is received repeatedly, possibility of

"stocking" of the item needs to be explored.

12. Exercise extra care and ensure that the staff wear uniform

while on duty.

DON'Ts

1.

-

Do not issue back-dated certificates. Avoid delays in
sending the certificates of the employees to their
Departments.

Avoid issue of certificates of fitness in initial or periodical
examinations for categories other than the specifically
asked for by the Departments.

. Avoid entertaining cases of sick employees beyond the

permissible period and do not forget to make reference to
the higher authority if the case requires retention on sick list
beyond the time limit with your power.

. Avoid giving free hand to the staff in the maintenance of

Sick/Fit certificate books and records as also Medical
Stores.

"Integrity without knowledge is weak and
useless, and knowledge without integrity is
dangerous and dreadful.”

Samuel Johnson
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10.

(Engineering (Tender & Contracts))

Ensure that justification of work and estimate for
requirement of material/stores to be procured are
properly done with proper care in a realistic manner with
the approval ofthe competent authority.

Survey the market rates consider the rebates offered by
the manufacturers/suppliers on the rates quoted in the
price listand make a proper/realistic rate analysis before
finalizing the estimate and tender schedules.

Ensure adequate publicity of tender notices through
newspapers and website.

Ensure adequate time for participation in tender.

Clearly mention the eligibility criteria in the tender notice
as wellas in the tender document.

Ensure that the reasonableness rates is examined
critically, logically and technically, economically,
practically both in respect of total cost and rates of
importantindividual items.

Ensure that tender committee constituted is of
competent level of officers specified as per extant rules
and nominated at an appropriate level.

Ensure that all special conditions having financial
implications are evaluated to arrive at correct intense
position of the offers.

Ensure that comparative statement and briefing note
have been prepared and duly signed by the concerned
officials on each page with dates.



1.

Record the relevant and valid reasons both technical
and /or financial for by passing the lowest offer if it is not
acceptable.

DON'Ts

1.

Do note split work or split the quantity to be procured to
call for separate tenders to keep the value of the work
within the powers of a particular executive.

Do not draft tender conditions/eligibility criteria or
specification of material or working schedule favoring a
particular tenderer/contractor.

Do not alter the eligibility criteria laid down while calling
tender during consideration of the offers received after
opening of the tender.

Do not advise the tender committee prior to their
deliberations on the suitability or otherwise of any
particular offer.

Do not operate/incorporate any new non-schedule
items without sanction of the competent authority.

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

Do not twist, suppress, exagerate or manipulate facts in
theT.C.

DO's

10.

1.

Ensure that all corrections/alterations in bills are
attested by the competent person, authorized to do so.

Prepare checklists for each type of expenditure/bills and
follow them scrupulously.

Ensure that the expenditure incurred by an officer is
within his competency.

Ensure that the payments made are witnessed by the
authorized person only.

Preserve vouchers/documents, as prescribed in
Appendix-XIV, of the code of accounts department.

Ensure that no time barred cases are admitted without
condonation/sanction from competent authority.

Follow prescribed time schedule for passing of accounts
and financial bills.

Expenditure should not prima-facie be more than the
occasion demands and exercise the same vigil in public
expenditure as in respect of your own money.

Ensure that public money is not used for the benefit of a
particular person or a section unless the expenditure is
insignificant or directed by Court of Law or is in line with
policy/custom.

Ensure that public money is not used for the benefit of a
particular person or a section unless the expenditure is
insignificant or directed by Court of Law or is in line with
policy/custom.

Ensure that the amount of allowance granted to meet
the expenditure of a particular type does not become a



source of profit to the recipient.

12.  Avoid asfaras possible post-facto regularization.

13.  Always follow the laid down instructions and codal
provisions.

14.  Befair,impartial and transparentin all dealings.

DON'Ts

1. Do not pass duplicate bills without investigating/
verifying the reasons, for submission of duplicate bills.

2. Do not admit and pass supplementary bills without
properly verifying the main claim and making necessary
endorsement in the main/original bill.

3. Do not entertain bills with corrections/alterations, which
have not been attested by the competent person.

4. Do not admit and pass bills out of turn, unless the officer
concerned has authorized so.

5. Bill which have some discrepancy, in emergent cases,
should not be passed without approval of the officer
concerned. it may also be ensured that the amount is
entered in objectionable items.

6. Do not allow amount passed as advance, for incurring
expenditure beyond the reasonable period and call for
the final bills, for clearing the suspense head (MAR).

7. Do not allow unconnected items in PF accounts to figure
in the PF ledger for a long time, as passage of time
would affect PF account of employee.

8. Do not forget to conduct periodical checks, wherever

10.

11.
12.
13.

14.

prescribed.

Do not pass pay orders for short passed amount until
written communication is received from the DCP and
after thorough verification of the bill.

Exceed your power in any matter. Where higher
authority's approval is to be taken or finance
concurrence is to be taken, ensure that such approvals
or concurrence are taken in advance before taking any
action.

Bypass any laid down instructions or codal provisions.
Be excessively secretive where itis not required.

Sign any documents without having read or understood
it.

Resort to shortcuts and follow the procedures.

CYLETIME DEFINE A LEADER,
~HEMUSTHAVE VISION AND
ONANDNOT BE AFRAID

~ OFANY PROBLEM.

HE SHOUI.D KNOW



HRT TR GOVERNMENT OF INDIA
Y= T MINISTRY OF RAILWAYS
(oo 77¥) (RAILWAY BOARD)

No. 99/RS3(G)/779/2(Vol.Il) New Delhi, dated 30.04.20189
The General Managers, All Indian Railways/PUs, NF(C), CORE

The DG/RDSO/Lucknow & NAIR/Vadodara

CAOs, DMW/Patiala, WPO/Patna, RWP/Bela, COFMOW/NDLS

Sub: Floating of tender with splitting clause - system improvement.
Ref: Board’s letter No. 99/RS(CG)/179/2 pt. dated 11.02.2016.

Railway Board Vigilance has brought out that instances have come to
notice where tenders were issued incorporating only a generic splitting clause
as “purchaser reserves the right to split the procurement quantity between two
or more sources depending upon the vital/critical nature of the item, quantity,
delivery requirements, capacity of the firm, past performance of the firm and
other terms” without declaring the clear intention of the administration for
applicability of this clause for splitting of the order quantity in the tender case.
Thereafter, tender cases were finalized with splitting of orders in routine
manner. The same is not found to be in line with the spirit behind the existing
guidelines on splitting of quantities.

2. Board’s instructions issued vide letter of even number dated 11-02-2016
clearly lay down the instructions for splitting of tendered quantity, both in the
event of pre-decided split ordering; and in case of no prior decision to split the
order. It must, therefore, be ensured in the case of pre-decided split ordering
that the clause in the tender schedule should clearly bring out the intention to
split the quantity while ordering and the conditions mentioned in the
instructions are complied with. However, if the tender quantity is not split due
to some valid reasons, the same must be recorded in the tender committee
proceedings/by Tender Accepting Authority. In the case of no prior decision
to split the order, the extant provisions laid down in the Board’s ibid letter
dated 11-02-2016 should also be specified in the tender.

3. Instructions issued vide Boards letter dated 11.02.2016 must be followed
in letfer and spirit to ensure complete transparency of the process devoid of
any arbitrariness.

fPraveen Kumar)
Joint Director Railway Stores(G)
Railway Board

RBY No._01/2019

GOVERNMENT OF INDIA/BHARAT SARKAR
MINISTRY OF RAILWAYS/RAIL MANTRALAYA
(RAILWAY BOARD)

No. 2017/V-1/ALSL/1/1 New Delhi dated: 4® F ebruary, 2019

The General Managers,
All Zonal Railways/Production Units,
CORE and Metro/Kolkata

The DGs
RDSO & NAIR

The CAO/DLMW

The SDGMs/CVOs
All Zonal Railways/PUs

Sub: Rotation of officials working in sensitive post.
Ref.: Railway Board’s letters no. 2008/V-1/CVC/14 dated 11.08.2008 and 18.02.2009.

Attention is invited to Board’s letter under reference dated August 11, 2008 (RBV No.
10/2008), vide which, based on the CVC’s directives vide their Circular No. 17/4/08 dated
01.05.2008, lists of sensitive posts operating in the Zonal Railways/Production Units ete. and in the
Railway Board were enclosed, requiring that the official manning the sensitive posts should be
rotated as per the existing guidelines communicated vide letters under reference to avoid developing
vested interest.

2. ) .The sensitive posts have been reviewed by the full Board and as decided the revised list of
sensitive posts, operating in the Zonal Railways/Production Units etc. as also in the Railway Board
is enclosed.

3. FPollowing decisions have also been taken by the Competent Authority for strict compliance:
() Officials posted on the sensitive posts should be rotated as per guidelines

communicated vide letter under reference dated 18.02.2009 ( RBV No. 02/2009);

(ii) Administrative Head would -ensure the rotational transfer of officials posted at
sensitive post beyond the normal tenure;

(iif) Personnel Branch would monitor the rotational transfer;

(iv) Vigilance should seek comments of Executive in cases where such transfers are not
being carried out.

(v) This revised list of sensitive posts will supersede all the earlier lists of sensitive posts
and also Annexure 8.1 of IRVM, 2018.

Contd...2/-

GD



2.

4. It is, therefore, desired that the official manning the sensitive posts as contained in Para 2
above should be rotated as per existing instructions to avoid developing vested interests and any
violation in this regard may be intimated to the PED/Vigilance and CVO of the Ministry of
Railways for remedial action by SDGM/CVO of the Railway through their MCDOs.

5. This has the approval of the Competent Authority.

DA: As above (List of sensitive posts of ZRs/PUs). /

(Manisha Chatterjee)
Vigilance (T)-I1 as DV(M)
i Railway Board

No. 2017/V-1/ALSL/1/1 New Delhi dated: 4™ February, 2019

Copy to : The Secretary/CVC ( Kind Attention: Shri Nitin Kumar, Director), Satarkata Bhawan,
Block ‘A’, GPO Complex, INA, New Delhi-110 023 along with list of the sensjtive posts w.r.t.
their Circular No. 17/4/08 dated 01.05.2008.

(
Director Vigilance (T)-II as DV(M)
Railway Board

Copy 8 The Secretary/Railway Board along with the lists of sénsitive posts of ZRs/PUs and
‘ Railway Board for information and necessary action please.

GOVERNMENT ©F INDIA
MINISTRY OF RAILWAYS
(RAILWAY BOARD)

No.2004/RS(G)/779/11/Pt. New Delhi, dt. 23.08.2019

To

General Manager
All Indian Railways/PU’s Including NFC

Sub: Timely refund of Earnest Money Deposit/Security
Deposit.

A large number of complaints have been received in
Board's office regarding inordinate delay in refund of Earnest
Money Deposit (EMD)/Security Deposit (SD) by zonal railways.
Most of such complaints have been addressed to Hon'ble
Ministers of Railways and Chairman Railway Board stating
difficulties in obtaining the EMD/SD refund in time thus adversely
affecting liquidity with the companies besides causing
unnecessary harassment.

2. Board desires that effective measures may be taken to

see that such complaints do not arise and EMD/SD refund
T 3

should be made in time as due. ol

(Prav@mar)

Jt. Director Railway Stores(G)
Railway Board

Copy to:
PCMMs, PFAs, PCEs,
All Indian Railways/PUs



HRT A¥YDPIR Government of India
el HATHAT  Ministry of Railways
Rerd 91$) (Railway Board)

No. 2018/CE-I/CT/4 New Delhi, Dated 17.10.2018

To,
As per list attached

Sub: Special Conditions of Contract for mandatory updation of Labour data on
Railway’s shramikkalyan portal by Contractor.

T. Clause 54 & 55 of Indian Railways General Conditions of Contract deals with
Wages to labour and action in case of default of contractor to payment of wages.

2. In order to increase transparency in payment of Contract Labour wages and other
payments, a web based e-application has been developed and hosted on website
www.shramikkalyan.indianrailways.gov.in.

3 All contractors are required to upload details of their LoAs, engaged workmen,
wage payment details, PF/ESI details, bonus details etc., on monthly basis. The details so
uploaded shall be available in public domain.

4. In order to ensure prompt and proper uploading of details related to LoAs,
engaged workmen, wage & other payment details, Railways/ PUs etc. shall introduce a
special condition in their tender documents of the tenders to be called henceforth. The
special condition is as under:

A. Contractor is to abide by the provisions of Payment of Wages act & Minimum
Wages act in terms of clause 54 and 55 of Indian Railways General Condition of
Contract. In order to ensure the same, an application has been developed and
hosted on website ‘www.shramikkalyan.indianrailways.gov.in’. Contractor shall
register his firm/company etc. and upload requisite details of labour and their
payment in this portal. These details shall be available in public domain. The
Registration/ updation of Porial shall be done as under:

(a) Contractor shall apply for onctime registration of his company/firm cte. in the
Shramikkalyan portal with requisite details subsequent to issue of Letter of
Acceptance. Engineer shall approve the contractor's registration on the portal
within 7 days of receipt of such request.

(b) Contractor once approved by any Engineer, can create password with login ID
(PAN No.) for subsequent use of portal for all LoAs issued in his favour.

(c) The contractor once registered on the portal, shall provide details of his Letter
of Acceptances (LoA) / Contract Agreements on shramikkalyan portal within 15
days of issue of any Lod for approval of concerned engineer. Engineer shall

—
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update (if required) and approve the details of Lod filled by contractor within 7
days of receipt of such request.

(d) After approval of LoA by Engineer, contractor shall fill the salient details of
contract labours engaged in the contract and ensure updating of each wage
payment to them on shramikkalyan portal on monthly basis.

(e) It shall be mandatory upon the contractor to ensure correct and prompi
uploading of all salient details of engaged contractual labour & payments made
thereof after each wage period.

B. While processing payment of any ‘On Account bill* or ‘Final bill" or release of
‘Advances’ or ‘Performance Guarantee / Security deposit’, contractor shall submit
a certificate to the Engineer or Engineer’s representatives that “I have uploaded
the correct details of contract labours engaged in connection with this contract and
pavments made to them during the wage period in Railway’s Shramikkalyan portal
at ‘www.shramikkalvan.indianrailways.gov.in’ till _ Month, ___ Year.”

5; This issues with concurrence of Finance directorate of the Ministry of Railways.

~ .
oot 2o
(ErfFrer azamR)
Praeress /Rifaer goftfaeaRerG) Reaa ard
[Rly: 030-47598, MTNL: 011-23047598]

No. 2018/CE-1/CT/4 New Delhi, Dated 17.10.2018

Copy forwarded for information to:

1. The PFAs, All Indian Railways.
2. The Deputy Comptroller & Auditor General of India (Railways), Room No. 224,

Rail Bhawan, New Delhi.
Pulgt

For Financial Commissioner/Railways
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MODERN COACH FACTORY, RAEBARELI

(Visit us at www.mcf.indianrailway.gov.in )

f You Can Stop
| Corruption

COMPLAINTS?

Any Corruption related complaint pertaining to Modern
Coach Factory, Raebareli may be addressed to :-

THE CHIEF VIFILANCE OFFICER

Vigilance department,
Modern Coach Factory, Raebareli
Uttar Pradesh - 229120

or
Send by e-mail on : dycvo@rcfrbl.railnet.gov.in
Call on Telephone No.: 0535-2704381

VIGILANCE AWARENESS WEEK

28" October to 02™ November 2019
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