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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.




Message from the
Vice President of India




1 am happy to know that this year the Vigilance Awareness
Week is being observed on the theme ‘Eradicate Corruption — Build
a New India® by the Ceniral Vigilance Commission from October

29 to November 03, 2018. _
Cﬁmpﬂmism:ufﬂ::bdggedubﬁmlnhﬂummnfa
country. Since its inception, the CVC has played a significant role
in the promofion of transparency and efficiency in the public sector.
I am sure, the proposed public awareness campaign to be nm by the
CVC doring the Awareness Week by conducting activities such as
seminars, lectures, debate, plays, poster and drawing competitions
in schools, colleges, trades associations, Chambers of Commerce
" eto. and the formation of integrity clubs in various other institutions
will vndoubtedly go a long way in the sensitization of general
public and otber stakeholders about the menace of corruption in
public life.

Let us take a pledge on this occasion to remove the scourge of

corruption from our society. : ‘
ik —

New Delhi
22* October, 2018
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MODERN COACH FACTORY

of Modern Coach Factory is bringing out 3" issue of
Vigilance Bulletin on the occassion of Vigilance
Awareness Week starting from 29" October to 03"
November, 2018.

main theme of Vigilance Awareness Week, 2018.
Generic measures to eradicate corruption includes
simplification & standardisation of rules, leveraging
technology, regular & effective inspections, training &
awareness of staff. Observance of Vigilance Awareness
Week will encourage all stakeholders to collectively
participate in fight against corruption.

effort for publishing out 3" issue of vigilance bulletin.

RAEBARELI

MESSAGE

I am happy to know that the Vigilance Department

“Eradicate Corruption- Build a New India” is the

I congratulate the Vigilance department for their

LT gy

(Suneet Sharma)
General Manager
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DISCLAIMER

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 NECESSARY, REFERENCE SHOULD
ALWAYS BE MADE TO THE ORIGINAL ORDERS ON THE
SUBJECT.
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1.1

PREVENTIVE VIGILANCE

The Concept of Preventive Vigilance

It is adoption of a package of measures to improve
systems and procedures to eliminate/reduce corruption,
promote transparency and ease of doing business.
Preventive vigilance involves systemic improvements
which besides reducing corruption also lead to better
operational results. It is a tool of management and good
governance and therefore it is the duty of the
management as a whole, and not of the CVO alone.
Indeed, it can be said that it is the duty of every employee.

Causes of corruption : Preventive vigilance is aimed at
identifying, tackling/addressing the root cause of
corruption within the organisation. The common causes
of corruption, inter alia, could be:

a) Excessiveregulation & licensing.

b) Complicated rules and regulations.

c) Monopoly over delivery of goods/services.

d) Lackoftransparency.

e) Lackofaccountability.

f)  Toomuch discretionary power.

g) Poorregulatory framework.

h)  Poor grievance redressal mechanism.

i)  Verylow rate of detection of corruption.

j) Lack of condemnation of corrupt practices by the
public.

k)  Absence of a formal system of inculcating values,
ethics & integrity.
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) Inadequacy of regular/periodic/surprise checks.
m) Rigid bureaucratic framework/processes.

n) Lack of awareness about rights, duties, procedure
to complain, rules, laws, etc.

Potential Areas of Corruption

Preventive vigilance is aimed at tackling the areas
vulnerable to corruption within the organisation. Although
potential areas of corruption are specific to
organisations/sectors, there are some broad areas
common to all organisations, which need special
attention while putting in place a system of preventive
vigilance. These relate to:

a) Procurement: Procurement is a vast area ranging
from procurement of store materials & services to
execution of infrastructure projects. It is one of the
major corruption prone areas in all organisations.

b) Sale of goods and services: The disposal of goods
(the reverse of procurement) and services is also a
major area of corruption in some organisations.
Similarly, allocation of scarce and/or precious
natural resources an area of corruption.

c) Human resource management: Human resource
management is common to all organisations and
the processes relating to recruitment, promotion,
transfer and posting are prone to manipulation and
corruption.

d) Delivery of services to public: Although not common
to all Public Sector Organisations, major
Government Departments are involved in delivery
of services which are a potential area of corruption.

e) Enforcement: The enforcement of Acts, Rules and
Regulations is also an area vulnerable to corruption
mainly due to lack of awareness among citizens and

@




ineffective grievance redressal mechanism.

Preventive Vigilance Measures

Preventive vigilance measures can broadly be
categorized as:

a)

b)

Simplification and standardisation of rules:
Simplification and standardisation of rules and
procedures results in elimination of discretion and
arbitrariness, which in turn reduces corruption.
Identifying areas involving exercise of existing rules
and regulations needs to be guidelines together
with a complete review of existing rules and
regulations needs to be undertaken to introduce
clarity and accountability. Similarly, simplification
and standardisation of forms/application also
reduces scope for corruption.

Leveraging technology: Technology as an enabler
for fighting corruption has been effectively
demonstrated. E-procurements, E-payments, use
of websites for dissemination of information and
creating awareness, use of CCTV in places of
dealing, use of GPS enabled devices/RFIDs, use of
appropriate analytical tools, computer assisted
audit techniques for detecting frauds are examples
of how technology strengthens the system of
preventive vigilance.

Automation: Using IT as an enabler for reducing
corruption along with business process re-
engineering is recognized as an effective tool of
preventive vigilance. Automation reduces
interface/interaction between public officials and
common public. It also removes monopoly in
delivery of services and personal discretion,
reducing the opportunities for discretion thus
leading to reduction in corruption. Therefore, the
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d)

f)

¢)]

organisations should strive to reduce interface of
officials with common public/customers by way of
automation/online services. However, IT systems
are not an end in themselves; they are the means to
an end. It follows therefore that there is a need to
develop a system of alerts also as a response
mechanism.

Business Process Re-engineering (BPR): BPR is
very important as it helps the organisations rethink
how they do their work and in the process,
encourages a full-scale re-creation of processes in
order to meet the objectives of the organisation.
Existing processes may be re-engineered to even
preventleakage of revenue.

Transparency: Transparency removes the
information gap between the public and public
officials which in turn reduces corruption. The
website of the Department/Organisation should
contain rules & regulations, contact details of
officials and all other information useful for common
public/customers.

Accountability: There is no fear of punitive action
due to lack of accountability. A system with clear
accountability and assigned responsibility at each
leave is necessary not only for smooth functioning
but increased transparency, efficiancy and for
ensuring effective punitive action in case of
misconduct.

Control & Supervision: Regular and routine
inspections, surprise inspections, audit and reviews
keep a check on aberrant and corrupt behavious. A
list of points and areas prone to corruption will
facilitate the purpose of organising checks and
streamlining procedures. A structured interaction
between vigilance and internal audit will enable
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h)

k)

better monitoring and also help identify potential
problem areas.

Early detection of misconducts: Early detection of
misconducts apart from bringing to light the
damages to the system, will enable recouping the
loss wherever possible and facilitate control of
further damage.

Time-bound and effective punitive action: Punitive
(disciplinary or criminal) action within short period of
occurrence of misconduct and finalisation of such
cases in a time-bound manner resulting in award of
exemplary and adequate (commensurate with
gravity of miscounduct) punishment deters others
from committing such misconduct. Delays and
inefficiencies in such proceedings encourages and
emboldens others to take risk of committing
misconduct under the belief that nothing would
happento them.

Providing necessary infrastructural facilities: Non-
provision of adequate infrastructural facilities such
as accommondation, conveyance, utilities, etc. also
induce corrupton.

Training & Awareness: Capacity building and
sensitization at all levels and across all functional
areas is important. Public officials should be made
aware of their duties and responsibilities, code of
conduct, rules and regulations through regular
training and awareness programmes. Alist of Dos &
Don'ts for employees/officials is a simple yet
effective tool. Likewise, familiarization with
standard Operating Procedures relating to different
spheres of activity will enhance awareness and
reduce procedural violations/inadvertent errors
arising out of a lack of awareness. Knowledge
sharing initiatives such as publishing/circulating
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information relating to areas where fraud/
misconduct has been detected and sharing
information on best practices are other effictive
awareness generation methods for more efffective
preventive vigilance. There should also be an effort
to create awareness among all stakeholders.

Conducive work environment: Conducive work
environment for preventive vigilance may include
drawing up a list of sensitive posts, rotation policy
for sensitive posts, identification of persons of
doubtful integrity and keeping them away from
sensitive posts/public dealing. It would be
necessary also to create an environment that
promotes ethical behaviour. Protection to whistle
Blowers must be ensured in order to bring to light
cases of corruption.

Awareness among public: If public is made aware of
their rights, and also of the rules and regulations,
then they are able to resist unfair treatment and
arbitrary behaviour by public officials. Public should
be encouraged to demand the services due to them
and to raise their voice when their rights are denied
or powers are misused by public officers.
Organisations should prominently display
information relevant/useful to the common public on
their office notice board/website.

Inculcating Moral Values: Inculcating ethical
behaviour among public, particularly the younger
generation is an important tool of preventive
vigilance. Vigilance Awareness week (VAW),
celebrated every year during the last week of
October is aimed at creating such awareness. This
opportunity should be utilized by all
CVOs/Organisations to create awareness among
public as well as among its own officials regarding
need forimbibing right values.
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AN OVERVIEW OF GCC
FOR SERVICE CONTRACT

Kumar Sambhav
Dy. Chief Vigilance Officer

In Indian Railways, a large number of service contracts in
non operational areas such as cleaning, facilities
management, consultancy etc. are being done, which was
governed by the GCC for works contract earlier. Now Railway
Board issued GCC for services contract vide letter
no.2018/trans. Cell/mech./service contracts New Delhi dated
20.03.2018, which is available on Indian Railways website.
Some important point to be taken care during handling of
service contracts are as follows:-

Service: Service means any subject matter of
procurement other than goods or works, except those
incidental or consequential to be service, and includes
physical, maintenance, housekeeping, professional,
intellectual, training, consultancy and advisory services or any
other service classified or declared as such by a procuring
entity but does not include appointment of an individual made
under any law, rules, regulations or order issued in this behalf.

1. Bidevaluation system

For evaluation of bids, the technical criteria must be
defined by the tender inviting authority in consultation
with associate finance and approval of the tender
accepting authority, as per the needs and specific
requirements of the projectin question.

A. Single Packet System : This method of evaluation shall
be used for all service contracts having bid value upto and
including Rs 50 Lakh.

B. Two Bid System/Two Packet System: This method of
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evaluation shall be used for all service contracts having
bid value exceeding Rs 50 Lakh.

Quality and Cost Based System(QCBS): This method
of selection may be used for consulting services where
quality of consultancy is of prime concern such as
management consulting, feasibility studies etc. This
method of evaluation shall be used for all consultancy
service contracts having bid value exceeding Rs 50 Lakh.
Under QCBS, weightages are assigned to technical and
financial bid.

Minimum Eligibility Criteria

Work Experience : The bidder should have satisfactorily
completed* in the last three previous financial years and
the current financial year up to the date of opening of
tender, one similar single service contract** for a
minimum of 35% of advertised value of the bid.

*Completed service contract includes on-going service
contract subject to payment of bills amounting to at least
35% of the advertised value of the bid.

**Similar service contract means any contract that is so
specified by the competent authority.

Evaluation of Technical Bid

Each page of the copy of documents/ certificates in
support of credentials, submitted by the bidder, shall be
self-attested by the bidder or authorized representative of
the bidding firm. Self-attestation shall include signature,
stamp and date (on each page).

The bidders shall submit an affidavit on a stamp paper to
the effect that all the documents submitted by her along
with her bid are true. This shall be mandatory in all bids.
The bid shall be summarily rejected if the bidder fails to
submit this undertaking along with the bid.




4. Evaluation of Financial Bid

The financial proposal shall be evaluated to determine
the lowest bidder. In case, the evaluated financial offers
of two or more technically qualified bidders are lowest
and same, then the Bid of the bidder who is technically
more sound (having scored higher marks in evaluation of
technical bid) shall be considered as the lowest. If the
marks in the evaluation of technical bids of the lowest
bidders are also found to be equal, then the bid of the
bidders with the higher cumulative annual financial
turnover over the last three years and the current financial
year shall be considered as the lowest.

5. EarnestMoney

The Bidder shall be required to deposit earnest money
with the Bid for the due performance with the stipulation to
keep the offer open till such date as specified in the Bid,
under the conditions of Bid. The earnest money shall be
as under-

Value of the work | Earnest Money Deposit

For works/services |2% of the estimated cost of
estimated to cost up|the work.
to Rs. 1 crore.

For works/services |Rs. 2 Lakh plus 72 % (half
estimated to cost percent) of the excess of
more than the estimated cost of work

Rs. 1 crore. beyond Rs. 1 Crore subject to a

maximum of Rs. 1 Crore.

Note:-

MSEs registered with district Industries Commission,
Khadi and village Industries Board, Coir Board, National Small
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Industries Corporation, Directorate of Handicraft and
Handloom, any other body specified by Ministry of MSME or
Start-ups as recognised by Department of Industrial Policy &
Promotion shall be exempted from payment of minimum EMD
detailed in the bid.

If Bid is accepted, this earnest money mentioned above

will be returned to the successful bidder after the submission
and verification of the Performance Guarantees as per
General Condition of Contract.

6.

Assignment or Subletting of Contract

The Contractor shall not assign or sublet the contract or
any part thereof or allow any person to become interested
therein in any manner whatsoever without the special
permission in writing of the Railway. Any breach of this
condition shall entitle the Railway to rescind the contract.

Performance Guarantee:

Performance guarantee at a rate of 10% of the
contractual value shall be deposited by the successful
bidder. The successful bidder shall have to submit a
Performance Guarantee (PG) valuing 10% of the
contract value in four separate parts of 2.5% each of the
contract value, within 30 (thirty) days from the date of
issue of Letter of Acceptance (LOA). Extension of time for
submission of PG beyond 30 (thirty) days and up to the
date of submission of PG 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 15%
per annum shall be charged for the delay beyond 30
(thirty days, i.e. from 31% day after the date of issue of
LOA. In case the contractor fails to submit the requisite
PG after 60 days from the date of issue of LOA, a notice
shall be served to the contractor to deposit the PG
immediately however not exceeding 90 days from the




(@)

(b)

(c)

date of issue of LOA). In case the contractor fails to
submit the requisite PG even after 90 days from the date
of issue of LOA, the contract shall be terminated duly
forfeiting EMD and other dues, if any payable against that
contract. The failed contractor shall be debarred from
participating in re-tender for that work. In case 60" day is
a bank holiday or office closure next working day should
be considered as the last day for submission of the PGs.
Decision of Authority competent to sign the Contract
Agreement would be final in case of any dispute.

Digital Contract Labour Management System:-

A comprehensive computerized contract labour
management system for creating a database and
monitoring attendance is crucial for efficient performance
and for safeguarding workers' welfare. This system shall
be putin place by the contractor or by Indian railways, as
decided by the railways and as per the special conditions
of contract. Use of this system shall be mandatory in
labour intensive service contracts i.e. housekeeping etc.
In other service contracts, a special mention of the
applicability of this clause shall be made in the special
conditions of the contract.

Point to be ensured while passing the Bills

Railways shall ensure that all relevant records are to be
certified by the contractor and the employee nominated
by Principal Employer, before passing the bills of the
contractor.

Railway shall ensure that Gross Minimum wages
including ESI, PF etc. is paid as per the actual by the
contractor to all workers. In case, if the Contractor fails to
pay the gross minimum wages, the same shall be
informed to regional Labour commissioner.

Railways shall ensure that all the relevant records related
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(e)

to statutory obligations and agreement conditions are
submitted by the contractor for claiming monthly bills.

Railways shall upload the details of the contractor online
on the Employees' Provident fund Organisation (EPFO)
portal. Every month, Railways may, if required,
cross—verify the contractor's monthly statements
regarding PF and other contributions from the EPFO's
records online.

The contractor is required to provide documentary
evidence to show the coverage of all her workers or
labour under the schemes for contract labourers on an
annual basis. Upon verification of the records by
Railways, payments can be released to the contractor.

The railways shall ensure that the contractor shall pay the

wages to their workers not below the rate of minimum wages,
as notified by the State Government or Central Government,
whichever is higher, through the bank transfer. The contractor
will be required to submit documentary evidence every month
in the form of Bank Statement of having transferred the gross
minimum wages to each of the workers. Failure to do so will
entail in Indian Railways taking up any measure to ensure the
payment of wages including, but not limited to, withholding
contractor's on-account bills.
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UNETHICAL PRACTICES BY
EMPANELLED HOSPITALS

While the employees as well as the Organisations are
deriving benefits by empanelling Hospitals and unethical
practies to gain more profits, as business is their prime motive.
Since the employee is not directly making the payment to the
Hospitals and Nursing Homes, he is not much concerned
about the bills raised by the Hospitals. He certifies the payment
as the bills are produced just before discharge of the patient.
The bills are passed by the non-medical officials. Following
unethical practices have been noticed in the bills submitted by
various empanelled Hospitals.

There are cross referrals to different specialists. Different
discipline specialists are examining the patient inspite of the
factthat the ailment pertains to a specific discipline.

Repeated and unwarranted investigations not directly
relevant to the ailment of the patient are done including bio-
chemistry, pathology and imaging procedures.

Expensive investigations like CT scan, MRl are done.

Expensive supportive medication including food
equivalent are administered/prescribed.

Treatment of unrelated ailment is done for which the
primary referral has not been made.

Sophisticated investigations like DOPPLER tests,
Ultrasound, MRI are done without proper indication in the
refferral.

Costly medicines and injections are prescribed for long
duration and Hospitalisation is unreasoble prolonged.




CHEMISTRY OF CORRUPTION IN INDIA

Sanjay Kumar
CVI/Stores

On the basis of conduct, human beings can broadly be
classified into two types. On one end they are honest and on
the other end, dishonest. Nobody is absolutely honest or
dishonest; all of us are a mix of these two extremes in varying
proportions.

The greed lying in a person works as a temptation to acquire
corrupt means and the lack of values like low self respect, low
sense of responsibility towards society, fear of uncertainty etc.
facilitate one's attraction toward corrupt means.

We all are aware that in any society beneficiaries of corruption
are few and sufferers are many, even then corruption has
developed its roots so deep and strong in the society. What is
the reason that few corrupt people are not being able to be
disciplined by a big majority? Reason is somewhere in the
basic framework of our society. Our Indian society is divided
into castes and creeds, religion and on the basis of languages
etc. Ours had been a society of haves and have-nots. This
divide is still prevalent to a great extent. At the time of election
generally votes are casted in favour of the candidates
belonging to one's caste or religion. At that time merit of the
candidates find a place at the back and criteria of the election
becomes caste or religion. This is the blunder committed by the
voters in every election. People atlarge have to be mobilized to
compel the political parties to nominate candidates having neat
and clean track record. Unless the will of political people in our
country is righteous towards the development of our nation, in
other words unless they are people committed to serve the
nation instead of ruling it to further their selfish interests, the
demon of corruption will keep on eating up hard-earned money
of the majority. The corrupt representatives of public when able




to capture power nurture a corrupt system to work as a
machinery to fulfil their insatiable hunger for money. It is quite
surprising to realize that even after 73 years of independence
nothing remarkable has been done to stop corruption.
Explanation in one line is that a corrupt person in power will
never design a cage in which he himself may be caught.

A humble appeal to all my country man is that no matter they
cast their votes to the candidates belonging to their religion or
caste but before that they should ensure that the person whom
they are handing over the keys of their destiny for five years
should be people of high moral values, committed to serve the
nation.
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SUBMISSION OF DEMANDS

Vishwajeet Kumar
SSE/Mech.

The demand duly completed and complying the checklist

enclosed as Annexure-'A' is required to be submitted to the
nominated Stores Depot/Divisions. The depot scrutinizes the
requisition to ascertain if there is any similar suitable stock item
to offer as a substitute otherwise, the requisition is marked as
"Non-stock" by the depot.

Vetting of Non-Stock requisitions by concern finance

department :-

In case of sanctioned works where detailed estimate has
been sanctioned, vetting of NS requisitions is not
required subject to fulfilment of conditions mentioned in
RB letter no. 2017/Trans Cell/S&T/Processes dt.
06.04.18

Vetting required for Safety/Passenger Necessity items —
above Rs. 10 lakhs

Vetting required for Other than Safety/Passenger
Necessity items —above Rs. 2.5 lakhs

Vetting conditions For Drugs and Surgical Iltems (Annual
Medical Indent):

All annual indents are to be processed by Medical
Department.

All annual indents are to be pre-vetted by Associated
Finance.

Medical Branch should consolidate such demands and if

the value exceeds Rs.5 Lakhs should obtain HQrs Finance
vetting & such vetted indents shall be forwarded to Stores
Department for procurement.
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These demands are to be submitted in Purchase Office, where
these demands are received in Receipt & Dispatch Section.
Thereafter, the demand is registered in concerned Purchase Section
who will give file No. i.e. called mater case number, which may be
used as the reference for future correspondence till PO is not placed
for clarification and chasing.

1. Powers for signing the Non-stock requisition:

Revised Power of user department for signing of Non-
stock requisitions is as under (Authority Rly. Bd.'s letter
no. 2005/RS(G)/779/7 dt. 06/05/2015 & 2017/Trans/01/
Policy dt. 18.10.2017):

Value of Non-stock Signing Authority
Requisition
Upto Rs. 25,000/- e JS officer
e SS Officerin absence of JS Officer
Exceeding e SSofficer
Rs.25,000/-&upto |e JAG/SG officerin absence of SS
Rs. 2 Lakhs officer.
Exceeding o JAG/SG officer
Rs. 2 Lakhs & upto
Rs. 15 Lakhs
Exceeding e ADRM/CWM/SAG officer
Rs. 15 Lakhs & upto
Rs. 45 Lakhs
Exceeding e PHOD/CHOD of user Department.
Rs. 45 Lakhs

These requisitions are also required to be consolidated
by HQ officer of consuming Department and submitted to
Purchase office as per time schedule for submission of Non-
stock demands.

2. Proprietary Articles Certificate (PAC):

In case the item is of a proprietary nature then PAC
should be signed by an officer of the consuming
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department, for whom the stores are procured, of the
appropriate level as per following table.

SN | Value ofitems Signing authority
UptoRs. 75,000/- [JS(SSinthe absence of JS).
UptoRs.2Lakhs |[SS(JAG/SGinthe absence of SS)
UptoRs. 15Lakhs | JAG/SG

UptoRs. 25 Lakhs | CWM/ADRM/SAG

Above Rs. 25 Lakhs| PHOD/CHOD

Local purchase by attached Stores Depot officer and
Dy.CMM:

The facility of local purchase through stores officer of the
attached stores depot or Dy.CMM of the furnishing depot
(in MCF) has been provided to over-come the urgency
due to non-receipt of stock item or urgently required low
value non-stock items. Under no circumstances non-
stock demands shall be splitted so as to accommodate
them within the perview of local purchase.

@lofalo o]

4. Do's & Don'tfor submission of Demands:
Do's
1. Write correct description with IS specification, Drawing

no & makes etc. Enclose sealed and authenticated
sample, ifitem is required as per sample.

2. Write correct consignee & allocation code no in
requisition.

3. Requisition over Rs. 2.5 Lakhs (other than
Safety/Passenger Necessity items), over 10 Lakhs
(Safety/Passenger Necessity items) should be duly vetted by
associated finance.

4.  Certification of funds should exist on the requisition for
the correct financial year.

5.  Gettherequisition signed by the Competent Authority.

@




6. In case of PAC item, attach PAC duly signed by
competent authority.

7 Indicate Main Group and Sub-Group of the Non-stock
item in the requisition.

8. Indicate likely sources of supply with complete address.

9. Indicate Last Purchase Rate and Purchase Order no. in
the requisition. If LPR is not available, mention
Approximate Rate/Estimated Rate and its basis.

10. Elaborate end use in the purpose column.

11. Attach sanction of Competent Authority for purchase of
said item along with the requisition.

12. Avoid corrections on the requisition. Get the corrections
attested by the CA, if correction becomes unavoidable
some times.

Don'ts

1. Do not process N.S. requisition, if the item is available in
any stores depot. Arrange to draw such item from
concerned depot.

2. If demand of an item is pending in purchase section for
procurement, do not place another demand for same
item till finalization of earlier demand.

3. Do not place repeated requisition for procurement of
such items, which are regularly required. Make them
stock items.

4. Donotsplitthe quantity.

5. Do notsend requisition without necessary document.

6. Donotsend demands with unattested corrections.

WER & T HA,
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DO'S AND DON'TS
(Medical Department)

Receipt, Accountal and Distribution of Medicines

Do's

1.

10.

11.

Check-up periodically the medical stores personally.
Take timely action in respect of expiry date medicines.

Ensure sample test for drugs to guard against
procurement of sub-standard/spurious drugs.

Keep proper accountal of all medicines irrespective of the
costinvolved.

Check periodically that all the equipments/ instruments
are in proper working condition in the various units of the
Hospital.

Confirm relationship as per rules before treatment of
Railway employees'relatives.

List out the names of the employees who are registered
for medical treatment in the Hospital in a detailed manner
in alphabetical order or department-wise as per Index
Card/Medical card issued by the administration.

Insist on photo identity medical card of the employees.

Conduct surprise check on the working of Night Duty
staff.

Check the Imprest Register for prompt and correct
postings and make it available for inspection atany time.

Ensure proper upkeep of the vehicle / ambulance and
keep accounts of petrol / oil and maintain a log book.

Ensure the display on notice board in a conspicuous
place in the Hospital regarding the list of staff on duty, duty
hours, complaint book etc.
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12.

13.

14.

15.

16.

17.

18.

Take steps to dispose off the complaints, if any, quickly on
the spot by the Medical Officers in charge of the Health
Unit/Hospital.

Strictly follow the 'Indian Railway Pharmacopoeia' in all
aspects especially while dealing with Medical Stores /
equipments.

Properly maintain the stock register as detailed in para
407(7) of Medical Manual.

Strictly adhere to the code of Medical ethics. As per
Medical Manual all officers and staff should carry out any
duties assigned to them by their superiors in office even
though such duties do not find a place in the Medical
Manual.

All Railway doctors should leave adequate and correct
instructions with Hospital staff or at their residence as the
case may be regarding their where abouts, when they go
out so that they can be contacted in emergencies.

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

Follow rigidly the procedure regarding issue of sick and fit
certificates and in case of a departure, give specific
reasons. Ensure the sick listed employee should not
leave headquarters without proper permission.

Don'ts

1.

Do not indulge in private practice. This applies to full time
contract medical officers also.

Avoid a casual approach towards the cases where
certificates have to be issued.

Avoid issuing backdated certificates without specifically
recording reasons.




Avoid delays in sending the certificates pertaining to
Railway employees to the department concerned.

Avoid prescribing medicines for unusually long period
and without giving specific reasons, if felt necessary.

Do not exceed your power in any matter. Where approval
of higher authorities are required or finance concurrence
is required, ensure that such approvals or concurrence
are taken in advance before taking any action.

Avoid as far as possible post-facto regularization.

Do not use Govt. Vehicle / Ambulance for journey from
risidence to office if you are availing transportation
allowance as perrules.

Avoid use of Ambulance for other than medical service.

19 2¥ e 94id &3,
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SCRAP DISPOSAL

Ensure that reserve price is fixed for each lot without fail
before auction.

2. Ensure that all modifications to auction terms are
announced before the auction.

3. Except where specifically exempted ensure that all lots
put up for auction are surveyed by the survey committee.

4.  Ensure that the lots are maintained in such a way that
they cannot be changed by unauthorized persons before
the delivery is completed.

5.  Bring to notice of the depot officer if the contents of the lot
to be delivered are found to be significantly different from
the description shown in the delivery order.

DON'Ts

1. Do not allow fresh arisings to get mixed —up with lots
already surveyed and ready for sale.

2. Do not allow purchaser to pick and choose while

arranging delivery of the sold materials.

Do not allow the scrap merchants or other unauthorized

persons to enter the scrap yard except strictly on
business and under proper authorization.

YR Hl A S GG,
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DO'S & DON'TS FOR
RAILWAY QUARTERS

Occupy Rly. Qrs. through the proper channel for
allotment of Qrs. only. Occupy Rly. Qrs. after taking
proper allotment order from IOW or competent authority.

After having Qrs. allotment order inform on your own to
the Bill preparing authority for stoppage of HRA from the
date of occupation of Rly. Qrs.

Please ensure that your Qrs. rent is getting deducted
correctly i.e rent is being deducted as per type of Qrs.
occupied by you.

Immediately after allotment of Qrs. take possession of the
same.

If any repair/modification is required contact with
concerned IOW/SSE.

Please contact IOW Incharge for repairing any structural
damage.

Immediately after occupation of the Qrs. please check
whether Electrical meter is functioning and if not
functioning, immediately report to concerned electrical
Incharge.

Use the Rly. Qrs. for residential purpose only.

Before vacating Rly. Qrs. inform concerned IOW, get the
Qrs. inspected by him, hand over the key to him and
obtain clearance memo/Qrs. vacation certificate.

Report immediately to your Bill preparing unit and get it
arranged to recover fixed charge bill, Qrs. rent etc. as due
against you up to the date of vacation of Qrs.
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»  Please keep the Rly. Qrs. as well as surroundings clean
and maintain the upkeep of the Qrs.

»  Please report any encroachment near your Qrs. to IOW
or concerned authority as and when the same comes to
your notice.

» Incase of transfer, if it is required to continue in Rly. Qrs.,
obtain proper order from the competent authority
beforehand and continue the Qrs. only up to the
permissible period.

»  Try to vacate Rly, Qrs. before superannuation and if it is
required to continue in Rly. Qrs. beyond superannuation,
obtain proper authority to continue and retain the Qrs.
only up to the permissible period on payment of proper
rent, fixed charge etc.

»  Avail only one Rly. Qrs. if husband and wife both are Rly.
employees and ensure that payment of HRA has been
stopped for both.

DON'Ts

» Do not occupy Rly. Qrs. unauthorisedly. Unauthorised
occupation of Rly. Qrs. will lead to recovery of penal rent
as well as disciplinary action.

» Do notcontinue enjoying HRA after allotment/ occupation
of Rly. Qrs. Drawal of HRA affter occupation of Rly. Qrs.
will lead to recovery of HRA as well as disciplinary action.

» Do not continue in paying Qrs. rent for lower type of Rly.
Qrs. though you are residing in higher type of Rly. Qrs.

» Do not keep your Qrs. vacant after having the Qrs.
allotment order.

» Do not make any changes/modiffication-structural or
otherwise to the Rly. Qrs. after occupation of the Qrs.

» Do not tamper with the Electrical meter and don't allow




anyone to tap electrical meter of the Rly. Qrs.

Do not sublet either partly or fully the Rly. Qrs. allotted to
you under any circumstances. Subletting of rly. grs. will
lead to disciplinary action. Do not allow unauthorized
persons to reside with you. Do not indulge in unlawful
activities in Rly. Qrs. Do not carry out commercial
activities in the form of Insurance agency, commission
agency, business, trade etc. from the rly. Qrs. allotted to
you.

Do not vacate Rly. Qrs. without informing the concerned
authorities and obtain clear certification regarding your
vacation of the Qrrs.

Do not suppress outstanding dues on the account to your
bill preparing unit.

Do not clog the culverts/drains around the Rly. Qrs. and
the same may lead to flooding as well as unnecessary
leadkage of Rly. revenue.

Do not allow any encroachment near your Rly. Qrs.
complex.

Do not retain Rly. Qrs. beyond the permissible period
after being transferred from one station to another
station.

Do not retain Rly. Qrs. beyoud the permissible period,
under any circumstance, after retirement.

Being a spouse of Railway employee and residing in Rly.
Qrs. do notenjoy HRA.




GO IS VEST OF DN A
FIMIETRY OF Rall MW AWS
AR AY IECIARIY

Mo 0 BT e, U ellisad' TN Period Mew Delhis duted:  2RA1T.2HEE
The Cionernd aez e A1 Indizn 1ai by s, METCars, CORE

Thie DGR W Lok ey, DG ATR audiele=s
CACE. DRIV B ala, WRRP g, COFRCIA T LIS, W F e o, AL IROAL

Bl Vemder Notiee Pericd-YWorks Conlracls

Kel: (17 Railway Twoard lomer no 200700 1 LCTAD0-Procuremen, Crebe dated 230022007,
(21 WO letter no. RORADMMSOFP ModificatioeM™ote 10" Para 05Pasd “AYW ks
Matres dated 2106241 R

Weiihe relorer ce b NURS lefer unde velecoce 027 abueee md 0 supcizcasion o F Boacd s el =
Clezeve, Board (60 1O & CRIB Fovs aorovsd te follewiny

Tl cheiges i caisiing paaeg EETR G U Lo nesring e
F258, Tender Matsce: Sufluciatl naacs shauald he gven
tiecaze of locac wochs sboubd wot be less Than 21 days, T el s ibe
Jriexl iy by reloecd fiomn 2| dn:.-'s i e r__\cr_a_':[inual slitumstanoe:s in consn
[t el Fioeneial Ay ve

Hzwewsry

o e sz e Gl laoces

sl n

| Por seaders ealacd v aoe incled ng e 3 coae iavited twouey serdecicg, e
I wler notiee wcciod can by seduscd dpta ey :I:l}-'\_-: inocmsnlimiier sl asson e
ITne.

Ao Por warss ieoreatsid locatiors S of specialiocs valae o2 armoear v eher than Hs 30 ciars,
cxkgnsle fedar notise pfr_:u:d inor lzzs chan 21 ch_-,-s':- shaonel he _1_.l:l.-='1 12 preporlion o e
sicleders i orser toensurs oo pettive sad well intormed bideing.

O R ]
30 The vendsr validite porad slall be koot three times e ondiee potice peciod, Hossover the sndz
woliviy periog i sase of 2odf sonifisasioo of sodoctials will eondivne 5 pee wilaay hoesd's
lettzr g, 200 T Tron=0 L Tolies darss 08 C222008,
4. The rarimor réradar notics p::ricn: shmcl e recksed from the dale Fe lednder s |:lu|:l-.i-sl wd Al
e-lerieri n vweheie. Thi pllh'i!_' i raesanr w T SR A TR R T T | T el praebice and
b et firclmew cabe of e der notics will be the date of opload ineam e emzerng welEie,

has issnes wich the senan—anos of Assosiste Fingnes of Trarstor n oo el ol gl ey H%rg.
T L

{ngzl Balonday
Excentlve Director ST
Transtiermatinn Cedl

D L S T Porion: Mewe el dicnl: 26,002Z01E

A, Al ki Bai bways S Probinctaes Unils
Tl Ad2s (14 Wi Laelhi

Fhe e ol Adit, A1 Tndian Pail seyes :
., LA
(anngeel: Kumark
Excentive: Ihirceinr Avenunls
Tramstirnaadinn Cell




GOWERMMENT OF 1MENLA
MINISTRY OF RallLWwAYS
BAILWAY Bhaltll

WO 2kl W TramsdticPoliex 1M Pared : 3102018

i Licoaeeal Managa. Al lndian Baiiwans P S For ), CORE

The: DnZ=RTHSLC

ek neze, MCE™ATE N ko i

CaC, DAE Patioin, WEON fatra, CUPR T 3 100 ek, CAONROAF

uak Copnrtiaers, Joard (00 & R ha

Sub:
Hell:

With

B R

Foawcr ol Purchase thraugh GeM o Fleld Offlecrs af the: Tser Thepuriimen s
Builveay Howrils Fetier e 200 Traws LT olicy datcl 5122007,

seferemen 62 Bocleny Poesls leize rentizae atnves v Froeanoeet ozl Gedd by
ve ppemve| e Dl de ceallzo: of poser;

OTizers el T el oy nespeetive FHODCIEID: of the nses domarbncily a0
permie ong gols oo Swack lemat svaiiable oo Gel, by placogg direst 2o-lice
wdir wzte Hs 22000 D e onss This pwe e sahjes. Lo el weilog of Be 0 gkk
[Fupocs ton lakh} por vz sdepsrinen

Tirnnazh E0Tcmes o Tie b ocits L0 siomes cmd Waonkaloegs) oo peomithed 1o by gotds e
ke erns] aeeailalele on e, by placiag dicset aa-ling ordar apin B 250051 e vacl:
s, i s bt 1o anitsal ceiling of Bz | 12kl {Rupees ore Tkl per ranch 40T,

The Conzconcd DIzer will bnwz raee dibe v

= AR anl personally eaticfical that Hhese goncds purchused aee of the vequisite qualiry
and spiecifies ons smd Teave been porchiesel Feome o celiabile suppllcr ot reasunahle
copse, ™

Tla Cenacrned DFzzr wi L ersre mae e 1By zvailalai e ol Te s,

A |."u| far i o xhal] |||:-I b divided s zmall guaatities 1 make precanzal
Pl s thocugh L1 ke reveTe auctivn e Cicl s
Lt iz zss oy ..-f watziniag zacten of bigher ambarties ramui-md sith e vztic v 5w
wrdicnibel wales of s Latal denmad.
iastes witl he eaacurrerss of Assccinee Ficnesz of Tom-lamase el Kl ay

et and cupergeds: pabaetians Sonenincd Qe Faza L2 IProcneemnere ke agh G oo asa
diozactrantse of the g baen setorned lekere

ol ok nowledge Ui rece el wod cnsurs covapliaace.

ca. 0.8

|Labesil Balowdal
Execntlve DircetorS& T
Transfrmation Cell

R, 2007 L en ws 0L PolicyPe-5 Lrated; &3, L0L.200F
2 FImAs, Al dian Rai b & oo D el
The AL2AL Ll ways], Mesw e hi

=
o]

e Lz B0 sadics AN Ledizn failweys

NI

15nj
Kacendive: 1Freel
Truwmslivrms

humarg
Avcounls
e Cell

Anper el kel

B o




arceraR fHer3i s HRd o3l

ST ¥ dad! Fofe! R¥ad &T 3714 el el aney |
TR 3R 3MIHT faaR S8et T8 =12y |

59 feaTel § ST g e &l fa

3R TN IeTaR o S |

Regd &1 gu Read &1 < |

Reaa @1 9T oI & 89 |

X AT BT 1Y AT 9 741 @ &9 |

FAT Y G2 &1 U ? T &4 Sve 9 H 7T Ui ?

gS! B bl e o1 g9 Read & 07 A @agnid?
HRE BT AT I |

pfaa fora fader= |

ST =1 &9 QU1 |l TS o thel @l Ul Af~aR # =gl faa |
A EETAR Had MR 47 &7 |

fader—< @™
THIRR—IA—II
JTOR0fS0HT0 TIIRAT




R BB & SdoTl AR ?

U HA H IR AT HRAT § Ps AR
U T H B RN Boll & 3T YR | |

AN AN A\

Wﬂﬁ?ﬁ%@ﬂﬁ@T%Wﬂﬂ

dR Ryl e R exal € gHR
< H B & Bell ® a9 IEER | |
g B 3 99, R Y ue foRem
IR gRem @ 99 # =i Brar § &
ﬁﬁé@mﬁaﬁﬁﬁﬁéﬁaw
U T H B R oAl © AT YR | |
mwwﬁmﬁﬁw%wmwm%ﬁ
3Rl @I e <d Pal g 3fbel g
37T W dlel A9 9IS, © 81 31Ul 8] WRBR
m%ﬂﬁé’r?@mw%"sdm TR | |

3ITST SHMGR 3R FeIaTal 984 81 bl AR
U T H B RN Boll & 3T YR | |
N A AFg o fag dor I@ emd
SO Al A G F BT B SeN
Al $Hed 39 O H Aded P FAER
U < H B R Bl B ST IR | |

ISl HAR ST
IR forfue
Fabdl faumT

31MoR0fS0®HT0 TR




MODERN COACH FACTORY, RAEBARELI

[‘u’isit us at www.mcf.indianrailway.go'-.f.in]

(COMPLAINTS?)

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

THE CHIEF VIGILANCE OFFICER,

Vigilance depariment,
Modern Coach Factory, Raebareli
Uttar Pradesh- 22912{()
or

Send by e-mail on: dycvo@rcfrbl.railnet.gov.in
Call on Telephone Mo. : 0535- 2704381

VIGILANCE AWARENESS WEEK

29" October to 03" November 2018




MAHATMA GANDHI

02.10.1869- 30.01.1948
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