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Seven Principles of Public Life

SARDAR VALLABH BAHI PATEL

Selflessness

(31.10.1875 - 15.12.1950)

Integrity

lrZdrk tkx:drk lIrkg dk vk;kstu
ljnkj oYyHk HkkbZ iVsy ds tUe fnol
ds volj ij fd;k tkrk gSA

Objectivity
Accountability
Openness
Honesty
Leadership

izfrKk
ge] Hkkjr ds yksd lsod] lR;fu"Bk ls izfrKk djrs gSa fd ge vius
dk;Zdykiksa ds izR;sd {ks= esa bZekunkjh vkSj ikjnf'kZrk cuk, j[kus ds fy,
fujarj iz;Ru'khy jgsaxsA ge ;g izfrKk Hkh djrs gSa fd ge thou ds izR;sd
{ks= ls Hkz"Vkpkj mUewyu djus ds fy, fuckZ/k :i ls dk;Z djsaxsA ge vius
laxBu ds fodkl vkSj izfr"Bk ds izfr lpsr jgrs gq;s dk;Z djasxsA ge vius
lkewfgd iz;klksa }kjk vius laxBuksa dks xkSjo'kkyh cuk,xsa rFkk vius
ns'kokfl;ksa dks fl)krksa ij vk/kkfjr lsok iznku djsaxsaA ge vius drZO; dk
ikyu iw.kZ bZekunkjh ls djsaxsa vkSj Hk; vFkok i{kikr ds fcuk dk;Z djsaxsaA

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 that 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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Message from the

President of India

lR;eso t;rs

jk"Vªifr
Hkkjr x.kra=
PRESIDENT
REPUBLIC OF INDIA

MESSAGE
I am happy to know that Vigilance Awareness Week is being
observed by the Central Vigilance Commission from 31st October to 5th
November, 2016 on the theme "Public participation in promoting
integrity and eradicating corruption".
Anti-corruption efforts cannot be successful without the active
participation of all stakeholders, especially the public at large. It is,
therefore imperative that public be made aware of the need for their
involvement in such efforts. The observance of such events helps in
generating greater awareness among the citizens about the cancer of
corruption and the need to make greater efforts to combat it. Public
participation in eradicating corruption would go a long way in ensuring
integrity, transparency and accountability in public life.
I call upon all citizens to join and actively participate in the
movement against corruption. I wish the activities being organized in
connection with the Vigilance Awareness Week all success.

New Delhi
October 14, 2016
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(Pranab Mukherjee)
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Message from the

General Manager

vk/kqfud jsy fMCck dkj[kkuk]
jk;cjsyh
MODERN COACH FACTORY,
RAEBARELI

MESSAGE
I am happy to know that the Vigilance department of Modern
st
Coach Factory is bringing out 1 Issue of Vigilance Bulletin on the
occasion of Vigilance Awareness Week starting from 31st October to 5th
November 2016.
"Public participation in promoting integrity and eradicating
corruption" is the main theme of Vigilance Awareness Week, 2016,
Corruption is a multi layer phenomenon. To fight with corruption,
organizations have to engage a lot of resources, people and tools. We
should place more data in public domain in respect of Procurement &
Contracts, so that more people & expert can access the information. This
will not only result in revealing cases of corruption but will also enable the
development of a system that can prevent corruption.
In fact, Indian Railways has done tremendous work in this regard
and implemented IREPS (Public Procurement System) and E-Tendering
(Works Contract) for more transparency and clarity.
I congratulate the Vigilance department for their outstanding effort
for publishing out Ist issue of Vigilance Bulletin.

( M.K. GUPTA)
General Manager
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Message from the

Adviser (Vigilance)
Railway Board

Hkkjr ljdkj
jsy ea=ky;] (jsyos cksMZ)
jsy Hkou] ubZ fnYyh&110001
GOVERNMENT OF INDIA
MINISTRY OF RAILWAYS
(RAILWAY BOARD)
RAIL BHAVAN, NEW DELHI-110001

lR;eso t;rs

MESSAGE
I am happy to know that the Modern Coach Factory, Raebareli is
bringing out the 1st issue of Vigilance Bulletin on the occasion of
Vigilance Awareness Week, 2016 on the theme "Public participation
in promoting integrity and eradicating corruption".
Combating corruption is not just a matter of making laws and
creating institutions. In order to attain a corruption free society,
involvement of active and empowered public participation is required.
I do hope that observance of Vigilance Awareness Week on the
theme of "Public participation in promoting integrity and
eradicating corruption" will spread the appropriate message.

(Sunil Mathur)
Adviser (Vigilance)
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vk/kqfud jsy fMCck dkj[kkuk]
jk;cjsyh

Message from the

Chief Vigilance Officer

MODERN COACH FACTORY,
RAEBARELI

FOREWARD
st

Modern Coach Factory, Raebareli is bringing out 1 Issue of
Vigilance Bulletin on the occasion of Vigilance Awareness Week
commencing from 31st October to 5th November 2016. The theme of
vigilance awareness week this year is "Public participation in
promoting integrity and eradicating corruption".
Vigilance Department is a small organization to assist the
administration to make it transparent. Therefore, I invite all railwaymen
and executives to join hands with the vigilance so that our collective
action may bring the desired results in eliminating the corrupt practices
from the organization.
This issue contains "Dos" & "Don'ts" in the matter of Personnel,
Store and Works Tender, Accounts and Medical etc., which will
certainly help Railway officials to avoid common mistakes in their
working.
This purpose of this bulletin is to spread awareness amongst
our officers and staff and help them in discharging their duties
honestly.

( A.K. Srivastava)
Chief Vigilance Officer.
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vLohdj.k
;g cqdysV ek= lkadsfrd gS] vius vki esa lqfoLr`r ughaA ;g lacaf/kr
fo"k; ij fdlh Hkh izdkj ls fdlh fu;e] izfØ;k rFkk orZeku
vuqns'kksa@ekxZn'khZ fla)krksa dks izfrLFkkfir ugha djrkA bl cqdysV esa
mYysf[kr izko/kku fdlh Hkh izdkj ls fdlh Hkh jsyos dksM ,oa ifji=ksa dk
ftudk blesa gokyk fn;k x;k gS dk vf/kØe.k ugha djrk ,oa ekeyksa dks lgh
lanHkZ esa le>us ds fy, bUgsa vU; laxr ikWfylh@ldqZyj ds lek;kstu ds
lkFk i<+k tkuk pkfg,A bl cqdysV dks fdlh Hkh U;k;ky; esa izLrqr ugha fd;k
tkuk pkfg, ,oa gkW dgha vko';d gks rks lacaf/kr fo"k; ls laca) ewy vkns'k dks
gh izLrqr fd;k tkuk pkfg,A

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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Management in contracting authorities should ensure that there
is an appropriate focus on good practice in purchasing and,
where there is a significant procurement function that procedures
are in place to ensure compliance with all relevant guidelines.

ETHICS IN PUBLIC PROCUREMENT
Anil Kumar
Dy. Chief Vigilance Officer

1.

3.

Introduction
The purpose of this note is to provide information to assist public
sector buyers to conduct purchasing in a way that satisfies probity
and accountability requirements and to offer a framework within
which contracting authorities may wish to draw up more detailed
internal procurement procedures relevant to their own activities.
These guidelines do not purport to be a legal interpretation of the
relevant legislation or Circulars. Accordingly, contracting
authorities should familiarise themselves thoroughly with the
provisions applying.

2.

Guiding principles
It is very important that the public procurement function is
discharged with probity, transparency and accountability in a
manner that seccures best value for public money.
Probity requires the purchasing process to be conducted
=
ethically
=
honestly, and
=
with fairness to all participants

Transparency and accountability require that the basis for
decision is demonstrably clear and objective and that the
purchaser is held to account for the conduct of the procurement
process.
Contracting authorities must be cost effective and efficient in the
use of resources while upholding the highest standards of
integrity. Procurement practices are subject to audit and scrutiny
under the Comptroller and Auditor General (Amendment). Act
1993 and Accounting Officers are publicly accountable for
expenditure incurred.
1

Probity
In the context of procurement, the aim should be that individuals
and organisations are trusted and respected by those with whom
they deal and that business is conducted by all parties not only
efficiently but in a fair and reasonable manner. Some of the
practical implications of ensuring probity in procurement are set
out in the following sub-sections.

3.1 Legality
There is an obligation on officials to exercise there powers
lawfully. Officers must be aware of the provisions of the various
Acts, Directives, regulations, policies and procedures that are
relevant to their function. Compliance with national and EU legal
requirements is a duty owed to contractors, suppliers, and
service-providers by awarding authorities. Contractors,
suppliers, and service-providers by awarding authorities.
Contractors suppliers, and service-providers who have been
treated unfairly or whose rights have been infringed in the public
procurement process have a right to legal redress under EU
remedies Directives.
If officials are unsure of the legal, policy or procedural
requirements, they must seek advice from their line managers.
3.2 Disclosure of Interest
Any form of personal interest which may impinge, or might
reasonably be deemed by others to impinge, on a public official's
impartiality in any matter relevant to his or her duties should be
disclosed in writing to line management. Personal interest
includes an interest of a relative or connected person. Line
management must then decide if the exercise should be dealt
with by another member of staff or seek further advice.

2

3.3 Gifts

=
Public

Public officials should not accept benefits of any kind from a third
party which might reasonably be seen to compromise their
personal judgment or integrity. The actions of public officials must
be above suspicion and not give rise to any actual or potential
conflict of interest and their dealings with commercial and other
interests should bear the closest possible scrutiny.
It is not possible to give guidelines for every conceivable situation
that may arise but if a doubt arise about a particular situation line
management should be consulted. The following general
guidelines provide a framework within which decisions in this
area can be made or local rules formulated:
=
Gifts must never be solicited, directly or indirectly.
=
Subject to local rules, an official may accept and retain gifts of

low intrinsic value. Any gift of more significant value should
be refused. The policy of the contracting authority and the
ethical rules that apply to public officials should be explained
to the donor so that reasons for refusal are not
misunderstood or offence caused. Particular care should be
taken in relation to offers of gifts from donors who stand to
derive a personal or commercial benefit from their
relationship with the contracting authority concerned.
=
Cash,

gift cheques or any vouchers that may be exchanged
for cash may not be accepted regardless of the amount.

=
Public

purchasers must never solicit sponsorship for social,
sporting, charitable or similar organisations or events from
contractors, suppliers or service providers. Where such
sponsorship is offered, it may only be accepted when
expressly approved in writing by management. (This is not
intended to relate to instances of appropriate and acceptable
sponsorship of projects or activities which are related to a
contracting authority's official activities and are otherwise in
accord with public procurement rules).
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purchasers must not seek or accept special facilities
or discounts on private purchases from contractors,
suppliers or service providers with whom they have official
dealings.

It should be noted that the Prevention of Corruption Acts 1889 to
2001, as amended by the Ethics in Public Office Act 1995,
provide that money, gifts or other consideration received by a
public body is deemed to have been received corrupty unless the
contrary is proved.
3.4 Hospitality
Normal business practice may occasionally justify accepting
routine/modest hospitality from suppliers provided that :
=
The frequency

and scale of hospitality is not allowed by the
recipient to reach a position whereby he or she might be, or
might be reasonably deemed by others to have been,
influenced in making a business decision as a consequence
of such hospitality.

=
The number

of officers availing of the hospitality is kept to a

minimum.
=
Invitations

do not include provisions deemed to be
excessive, such as significant travel overnight
accommodation or trips abroad.

=
Availing

of the hospitality does not identify the contracting
authority in a public way with any particular contractor,
supplier or service provider.

Under the Civil Service Code of standards and behaviour, which
applies to central government departments and offices, offers of
hospitality should be reported to line management. Particular
care should be taken where suppliers are in the process of
tendering for business. In this regard there should be no
acceptance of gifts or hospitality from contractors, suppliers or
service providers involveded in a current tendering process.
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4.

Transparency and Accountability
Procurement transactions and decisions must in all respects be
fair, equitable and ensure appropriate separation of duties within
the procurement cycle. For example, insofar as possible, ordering
and receiving goods and services should be distinct from payment
for goods and services.

FAQ on Agreed & Secret List
Q.1.
Ans.

Accurate written records (including computer records) are
essential in demonstrating that proper ethical standards have
been observed. Therefore, appropriate records should be
maintained throughout the purchasing process. These records
should provide an audit trail of the reasons for making a particular
procurement decision. The type and detail of information that is
recorded should be specified in local procedural guidelines and
will depend on the complexity or sensitivity of the particular
purchasing issue.
5.

Confidentiality of Information
The basic rule is that commercially sensitive information must be
kept secure and never used for personal gain or to prejudice fair
competition. Information on individual contracts must not be given
to the media or any other enquirer (except the individual
contractor concerned), without the authority of line management.
Disclosure of supplier and tender information relating to the tender
process prior to contract award, and in particular to another
interested party, is strictly prohibited. After the award of contract,
information may be provided in accordance with the detailed
guidance on "notifying tenderers and disclosure of information"
outlined in the booklet "Public procurement guidelines-competive
process" and published in the general procurement guidance
section of www.etenders.gov.ie. some information on the
tendering process may be disclosable under FOI legislation
where invoked.

*
*
*

usd ,oa lnkpkjh O;fDr gh Hkz"Vkpkj eqDr lekt dk l`tu dj ldrk gSA
5

Q.2.
Ans.

Q.3.
Ans.

What are the agreed & Secret List?
To maintain a watch on the activities or Gazetted official who
are of doubtful integrity, to lists are maintained- Agreed List and
Secret List. The lists are prepared by Railway Board Vigilance
as per the directives of DoPT & CVC.
The Secret List includes:
a) Officers convicted in a Court of Law on a charge of lack of
integrity or moral turpitude.
b) Officers awarded a major penalty on charge of lack of
integrity of gross dereliction of duty in protecting the
Government's interest.
Agreed List is prepared annually by vigilance department
in consultation with CBI and contains names of such
officers, whose integrity and honesty is under a cloud.
What are consequences for officers placed on such lists.
For officers placed on either of the two list, the consequences
are as follows:a) Transfer from a sensitive post.
b) Non Nomination on selection committees, tender
committees.
c) Non-appointment as arbitrators and inquiry officers.
d) Non sponsoring of names for foreign assignments.
What is the time period for which names are kept on Secret
List?
The names once included in the Secret List are retained in the
list for a period of three years from the date of the punishment in
disciplinary proceedings or from the date of conviction in court
trial.
In case of exoneration or minor penalty action of an officer
already borne on Secret List, General Manager may consider
his positing on a sensitive seat on the the advice of CVO.

*
*
*
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VIGILANCE CLEARANCE
Q.
Ans :

Q.
Ans :

Q.
Ans.

For what purpose is vigilance clearance obtained?
Vigilance clearance is sought for and obtained before taking
various managerial decisions on promotions, confirmations,
deputations foreign assignments, retirements and even before
issuing 'No' objection certificate for passport. Vigilance
clearance is sought as the administration has to be satisfied
about the integrity of an official before taking the above
decisions. Strictly speaking, the "Clearance" issued by the
vigilance department is only a factual position about the status
of the official as far as vigilance case or CBI/SPE cases are
concerned or disciplinary action proceedings from vigilance
case is concerned. The administration has to take into
consideration this status and then take a decision.
Under what circumstances can promotion of an official be
withheld?
Promotions should not be withheld merely because a case has
been registered either by CBI or Vigilance department. It is to
be withheld only under the following circumstances:
I)
When the Railway servant is under suspension.
II)
When the railway servant is facing prosecution.
III) When the departmental proceedings have been started
by issue of a charge sheet.
IV
When CVC's advice for imposition of major/minor penalty
has been received and the advice has been accepted by
the disciplinary Authority.
If there is a case registered by vigilance against an officer
who is about to retire, will his dues be withheld?
No, in the first place Railway Board has laid down that all
vigilance cases including D & AR proceedings should be
reviewed at least six month before the retirement of an officer.
In the event that a case is still pending against the employee,
retirement dues should not be withheld unless a charge sheet
is actually being issued to the employee or he has been
suspended.

*
*
*
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fjfDr;ksa dk vkadyu vkSj p;u dh vf/klwpuk
D;k djsa&
4
vxys 15 eghuksa ds fy, ekStwnk vkSj izR;kf'kr fjfDr;ksa dks /;ku esa j[kk tk;sA
4
fjfDr;ksa dh fLFkfr esa vuqlwfpr tkfr@vuqlwfpr tutkfr ds mEehnokjksa dks fy,
mfpr jksLVj IokbaV dk /;ku fn;k tk;s vkSj uksMy izHkkjh }kjk fo/kh{kk dh tk;sA
4
p;u ds fy, vkadfyr fjfDr;ksa dks l{ke izkf/kdkjh ls vuqeksfnr djk;k tk;sA
4
p;u vf/klwpuk esa vukjf{kr@vkjf{kr inksa dk Li"Vrk ls mYys[k fd;k tk;sA
4
p;u ds fy, ik=rk ekin.M vkSj vU; visf{kr 'krksaZ dk vf/klwpuk esa mfpr :i ls
fyf[kr :i esa mYys[k djsaA
4
vf/klwpuk esa ik= mEehnokjksa ls vkosnu i=@fodYi izkIr djus dh vafre frfFk
dk mYys[k izeq[krk ls n'kkZ;k tk;sA
4
vf/klwpuk esa p;u ds ikB~;Øe ¼flyscl½ dk mYys[k fujiokn :i ls lekfgr
fd;k tk;sA
4
loZ lcaf/krksa dks vf/klwpuk dk O;kid izpkj&izlkj fd;k tk;s vkSj vf/klwpuk
tkjh djus vkSj fyf[kr ijh{kk dh frfFk ekSf[kd ijh{kk ds e/; i;kZIr varjky j[kk
tk;sA
D;k u djsa&
4
,d ckj vf/klwfpr dh x;h fjfDr;ksa dh la[;k esa fdlh Hkh fLFkfr esa Qsjcny u dh
tk;sA
4
vkjf{kr leqnk; ds fy, vf/klwfpr inksa dks vukjf{kr inksa esa u cnyk tk;sA
4
lqfuf'pr fd;k tk;s fd visf{kr ik=rk ekun.Mksa dks iwjk u djus okys mEehnokj
ds p;u ij fopkj u fd;k tk;sA

p;u lfefr dk xBu
D;k djsa&
4
Hkkjrh; jsyos dh LFkkiuk fu;ekoyh ds iSjk 217] 218 ,oa 219 esa of.kZr vuqns'kksa ds
vuqlkj l{ke izkf/kdkjh }kjk p;u lfefr xfBr dh tk;sA
4
p;u lfefr ds xBu esa ije xksiuh;rk cjrh tk;sA
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p;u cksMZ esa led{k in@vksgns ds de ls de rhu vf/kdkjh gksus pkfg,A rFkkfi]
4
dkfeZd 'kk[kk ds vykok vU; foHkkxksa ds p;u ds fy, dkfeZd 'kk[kk ls ,d in
de ds vf/kdkjh ij Hkh fopkj fd;k tk ldrk gSA
4
p;u cksMZ lnL;ksa esa ls ,d lnL; vuqlwfpr tkfr@vuqlwfpr tutkfr leqnk;
ls lacaf/kr gksuk pkfg,A

cksMZ ds lnL; viuh M~;wVh ds fuoZgu ds nkSjku fdlh Hkh nokc @izHkko ds dkj.k
4
iwokZxzkgh u gksA
4
p;u dk;Zokfg;ksa ds izR;sd i`"B ij frfFk lfgr gLrk{kj gksus pkfg,A

iz'u&i= rS;kj djuk

4
;fn lEcfU/kr foHkkx esa vuqlwfpr tkfr@vuqlwfpr tutkfr dk vf/kdkjh
miyC/k u gks rks vU; foHkkx ls vuqlwfpr tkfr@vuqlwfpr tutkfr ds vf/kdkjh
dk ukekadu fd;k tk ldrk gSA

D;k djsa&

4
u dsoy vkjf{kr fjfDr;ksa ds lEcU/k esa vuqlwfpr tkfr@tutkfr leqnk; ls
lEcfU/kr vf/kdkjh dk ukekadu fd;k tkuk vfuoklZ gS cfYd ogka Hkh tgk¡
vukjf{kr fjfDr;ksa dks Hkjus ds fy, bu leqnk;ksa ds mEehnokjksa ij Hkh fopkj fd;k
tkuk gksA

4
iz'u i= f}Hkk"kh vFkkZr fgUnh vkSj vaxzsth esa gksaA
4
iz'u&i= esa izR;sd iz'u ds fy, vkoafVr vadksa dk mYys[k gksaA

4
Li"V :i ls mYys[k djsa fd dkSu iz'u&i= rS;kj djsxk] dksu budk ewY;kadu
djsxk vkSj dkSu lfefr dk ps;ueSu gksxkA

4
;fn Li"Vrk vkSj izLrqrhdj.k ds fy, vad fu/kkZfjr fd, x;s gSa rks mldk Hkh Li"V
mYys[k djsaA

4
lEcfU/kr foHkkx ds vf/kdkjh dks gh iz'ui= rS;kj djus ds fy, ukfer fd;k tk;sA

4
vf/kdre vadksa ds de ls de 10 izfr'kr vad jktHkk"kk uhfr ,oa fu;e ds fy, gksus
pkfg,A

4
ukfer vf/kdkfj;ksa dks rRdky o xksiuh;rk ds lkFk vko';d ekxZn'kZu lfgr
lfefr ds lnL; ds :i eas budh Hkwfedk ls bUgsa voxr djk;k tk;sA fyf[kr :i
ls bl vk'k; dh ikorh yasA
D;k u djsa&
4
lgefr nsus okys vf/kdkjh dks p;u lfefr esa lnL; ds rkSj ij ukfer u fd;k
tk;sA
4
cksMZ ds lnL; ds rkSj ij ukfer vf/kdkjh NqV~Vh ;k LFkkukUrj.k ds dkj.k fyf[kr
ijh{kk vkSj ekSf[kd ijh{kk dh frfFk ij miyC/k u gksus ij] fdlh vU; led{k
vf/kdkjh dks l{ke izkf/kdkjh ds vuqeksnu ds fcuk vLFkkbZ :i ls izfrLFkkfir u
fd;k tk;sA
4
dsoy vifjgk;Z ifjfLFkfr ds vykok p;u lfefr ifjofrZr u dh tk;sA
4
p;u izfØ;k ds fy, fyf[kr ijh{kk vkSj ekSf[kd ijh{kk ds e/; vuko';d :i ls
foyEc u djsaA
4
ftl vf/kdkjh ds cPps@fj'rsnkj p;u ds fy, mifLFkr gks jgs gSa mUgsa p;u
lfefr ds lnL; ds rkSj ij ukfer u fd;k tk;sA
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4
iz'u i= ds Åij ijh{kk dk uke] frfFk vkSj frfFk vuqer le; vkSj vkoafVr]
vf/kdre vadksa dk mYys[k djsa] rnqijkUr vuqns'kksa] ;fn gksa] dk mYys[k djasA
4
iz'u&i= esa i`"Bksa dh la[;k dk mYys[k djsaA

4
p;u okys oxhZd`r inksa dh fyf[kr ijh{kk ds fy, 50 izfr'kr ¼ 45% ls 55% ds
chp½ oLrqfu"B izdkj ds iz'u gksus pkfg,A
4
iz'uksa esa mi[k.M ds ekeys esa izR;sd mi[k.M ds fy, vkoafVr vadksa dk
vyx&vyx mYys[k djsa vFkok mYys[k djsa fd bu lHkh ds vad leku gksaA
4
iz'u&i= eqnz.k nkSjku ije xksiuh;rk ojrh tk;sA
4
gLr fyf[kr iz'uksa ds ekeyksa esa ;g lqLi"V vkSj vlafnX/k gksuk pkfg,A
4
i'zu&i=kas ds vifs{kr l[a;k eas lhycna djas vkjS dosy ijh{kk dh frfFk dks gh liqnqZ djAas
4
vyx lhy doj esa fyf[kr ijh{kkk dh lekfIr ds ckn ewY;kadudrkZ vf/kdkjh ds
ikl oLrqfu"B iz'uksa ds lgh mRrj miyC/k djk;saA
4
lqfuf'pr djsa fd mRrj lokZaxh.k :i ls lgh gksaA
D;k u djsa&
4
vf/klwpuk esa crk;s x;s ikB~;Øe ls ckgj ds iz'u u iwNs tk;saA
4
iz'u i= rSS;kj djus dk dke vukf/kd`r O;fDr;ksa dks u fn;k tk;sA
10

eq[; ijh{kk esa iwNs x;s iz'uksa dks iwjd ijh{kk esa vFkok ckn dh frfFk;ksa esa gksus okyh
4
ijh{kkvksa esa u nksgjk;k tk;sA
4
jktHkk"kk lEcU/kh iz'uksa ds mRrj nsuk vfuok;Z ugha gS fdUrq i;kZIr fodYi@ilUn
nh tk ldrh gSA

mRrj iqfLrdkvksa dk ewY;kadu

tkap drkZ }kjk izR;sd mRrj&iqfLrdk] blds i`"Bksa vkSj vadksa ds dqy tksM+ dh ,d
4
ckj fQj ls tkap dh tk, vkSj ,fn dksbZ ekewyh la'kks/ku gks rks mls vyx ls
lR;kfir fd;k tk;sA
4
tkaph x;h mRrj iqfLrdkvksa dks fxudj vkSj mls ,d lhycUn fyQkQs esa Mkydj
dkfeZd 'kk[kk dks okil djsaA fdlh dkj.k ls u tkaph xbZ mRrj&iqflrdkvksa dks
vxzs"k.k i= ds lkFk Li"V rkSj ij ntZ fd;k tk;sA

D;k djsa&

D;k u djsa&

4
ijh{kk gksus ds ckn mRrj iqfLrdk;sa ,d fyQkQs esa lhy djds] ml ij ijh{kk dk
uke vkSjs mRrj iqfLrdkvkas dh la[;k fy[kdj 'kh?kz gh ewY;kadu vf/kdkjh dks lkSai
nsuh pkfg,A

4
ftu mRrj iqfLrdkvksa ij Meh dksM uEcj ugha gS mudk ewY;kadu u fd;k tk;sA

4
lhycan fyQkQs ds 'kh"kZ ij fy[kh mRrj&iqfLrdkvksa dh la[;k fyQkQs ds Hkhrj
j[kh mRrj&iqfLrdkvksa dh okLrfod la[;k ds cjkcj gksuh pkfg,A

4
,slh mRrj iqfLrdkvksa dk ewY;kadu u fd;k tk, ftu ij vH;FkhZ us viuk uke]
viuk gLrk{kj vFkok viuk dksbZ fu'kku yxk;k gksA
4
,sls oLrqfu"B mRrjksa dk ewY;kadu u fd;s tk;sa ftUgsa vH;FkhZ us la'kksf/kr ¼feVkdj
fy[kuk] vksojjkbfVax ] dkVdj fy[k½ fd;k gksA

4
ewY;kadu djus ls igys ewY;kadu vf/kdkjh ;g lqfuf'pr djsa fd oLrqfu"B iz'uksa
dh vkn'kZ mRrj izfr muds ikl ekStwn gks vkSj os mRrj&iqfLrdkvksa ds vuqlkj
lgh gksaA

4
mRrj iqfLrdkvksa dh tkap djrs le; mu ij lgh mRrj] fVIi.kh vFkok fdlh Hkh
rjg dh xf.krh; tksM+&?kVk u dh tk;sA

4
bl ckr dh ifq"V dj yas fd lHkh mRrj ifqLrdk;s Meh uEcjkas ds lkFk lfagrkc) gkAas

4
O;k[kkRed mRrjkas ds fy, ,d ckj fn;s x, vadksa dks fdlh Hkh fLFkfr esa c<+k;k@
?kVk;k u tk;sA

4
mRrj dqath ds lEcU/kh eas tkapdrkZ dks fdlh Hkh rjg dh vk'kadk gksus ij rqjUr
iz'ui= rS;kj djus okys vf/kdkjh ls ijke'kZ djsasA
4
igyh ckj esa gh mRrj iqfLrdkvksa ij lgh vad nsus dh gj laHko dksf'k'k dh tk;s
rkfd vad iznku djrs le; feVkdj@dkVdj fy[kuk @vksojjkbfVax ls cpk tk
ldsA

4
oLrqfu"B izdkj ds mRrjksa ds fy, vius foosd ls vad u fn;s tk;sa cfYd mRrj
daaqth ds vuqlkj gh vad fn;s tk;saA
4
n'keyo ds lkFk fn;s x;s vadksa dks jkm.M vkWQ u fd;k tk;sA
4
iz'uksa ds fy, fu/kkZfjr vadksa ls vf/kd vad u fn;s tk;saA

4
mRrj iqfLrdkvksa dk ewY;kadu u feVus okyh L;kgh ls fd;k tkuk pkfg, u fd
ysM isfUlyksa ls A
4
O;k[;kRed izdkj ds iz'uksa esa miiz'uksa ds vad vyx&vyx fn;s x;s tk;sa vkSj
lqfuf'pr djsa fd ;s vkoafVr vadksa ls T;knk u gksa vkSj vyx ekeyksa esa fj;k;rh
vad u fn;s tk;sA
4
mRrjkas ds fy, fn;s x;s vadksa dks mRrj&iqfLrdk ds vadksa ds fooj.k ds fy, rS;kj
dh xbZ lkj.kh esa j[kk tk;sA
4
lkj.khc) fooj.k eas leqfpr LFkku ij vadksa dk dqy tksM+ ,oa gLrk{kj lqfuf'pr
djsaA

p;u izfØ;k ds vU; pj.kksa ds nkSjku
D;k djsa&
4
ewY;kafdr mRrj iqfLrdkvksa dh dksfMax djrs gq, iwjh xksiuh;rk cjrh tk;s
4
;g lquf'pr fd;k tk, fd lgh Meh uEcj ds vuqlkj gh Mh&dksfMax dh tk;sA
4
;g lqfuf'pr fd;k tk;s fd Meh uEcj okLrfod vH;fFkZ;ksa ds uke vkSj jksy uEcj
ds lkFk iwjh rjg feyrs gksaA
4
ewY;kadu pkVZ ¼vadksa dh lejh½ ds fy, mRrj&iqfLrdk ls vad ysrs le; iwjh
lko/kkuh cjrh tk;sA

4
tgk¡ rd laEHko gks mRrj iqfLrdkvksa dk ewY;kadu rqjUr iwjk fd;k ykuk pkfg,A
11
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vuko';d iwNrkN ls cpus ds fy, ftruh tYnh laHko gks fyf[kr ijh{kk dk ifj.kke
4
?kksf"kr dj fn;k tk;sA

DO'S & DON'TS FOR PERSONNEL DEPARTMENT

4
;g lqfuf'pr fd;k tk;s fd fdlh Hkh rjg dk lk{kkRdkj gksuk gS rks mls 'kh?kz&vfr
'kh?kz djk fy;k tk;sA bl lEcU/k esa loZ lEcfU/kr dks lpsr fd;k tk;sA

For Assessment of Vacancies and notification for selection

4
;g lqfuf'pr fd;k tk;s fd lk{kkRdkj ijh{kk ds fy, ,d gh ewY;kadu lhVk gks ftl
ij cksMZ ds lHkh lnL;ksa }kjk fnukad lfgr gLrk{kj fd;s x, gksaA
4
;g lqfuf'pr fd;k tk;s fd lk{kkRdkj ijh{kk esa p;u izfØ;k ds nkSjku iz;qDr lHkh
i`"Bksa ij cksMZ ds lHkh lnL;ksa ds gLrk{kj gksaA
4
p;u izfØ;k esa fn;s tkus okys vadksa esa dkV&NkV vFkok vksoj jkbfVax u gksA
4
vad nsrs le; ;g lquf'pr fd;k tk;s fd fdlh Hkh vH;FkhZ dks dksbZ vuqfpr ykHk u
fn;k x;k gksA lgh vkSj fu"i{k rjhds ls vad fn;s tk;saA
4
p;u lfefr }kjk dh xbZ fdlh Hkh =qfV dks rqjUr vkSj vfuok;Z :i ls l{ke vf/kdkjh
ds laKku esa fy;k tk;sA
D;k u djsa
4
ijh{kk ifj.kke vkSj iSuy VqdM+ksa esa izdkf'kr u djsa cfYd bls iw.kZ vkSj vafre :i esa
tkjh djuk pkfg,A
4
p;u izfØ;k esa gLrk{kj ds uhps rkjh[k fy[kuk u HkwysaA
4
p;u izfØ;kvksa dks vfUre :i nsus esa nsjh u djsaA
4
p;u izfØ;k ds nkSjku vDlj ns[kh tkus okyh vf/kdka'k laHkkfor pwdksa dks mtkxj
djus dk ;g ,d iz;kl ek= gSA fdUgha lansg dh fLFkfr esa] Hkkjrh; jsyos LFkkiuk
fu;ekoyh dss izko/kkuksa vkSj jsyos cksMZ }kjk tkjh lacaf/kr ifji=ksa dks ns[k ysuk pkfg,
rkfd bl laca/k esa Li"Vhdj.k vkSj mfpr fn'kk&funsZ'k fey ldsaA
*
*
*

cqjkbZ dh 'kq:vkr] lrdZrk dk vHkko gSA
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DO's
4
Existing and anticipated vacancies for next 15 months should be
considered.
4
Proper roster points for SC/ST candidate should be observed in the
vacancy position and should be vetted by the Nodal Incharge Officer.
4
Vacancies so assessed for selection should be approved by
competent authority.
4
The number of reserved and unreserved posts of each category
should be clearly indicated in the selection notice.
4
Eligibility criteria and other relevant conditions for the selection
should be properly worded and mentioned in the notice.
4
Last date of receipt of applications/options from eligible candidate
should be indicated/highlighted in the notice.
4
Syllabus of the Selection should invariably be incorporated in the
notice.
4
Wide publicity of the notice should be given to all concerned and
adequate intermediate time should be given between issue of notice
and date of written examination as well viva-voce.
DON'Ts
4
The number of vacancies once notified should not be altered any
case.
4
Do not de-reserve posts notified for reserved community.
4
Ensure that no ineligible candidates are considered for selection

For Constitution of Selection Committee.
DO's
4
Selection Committee should be constituted by the competent
authority as per the guidelines laid down in para : 217, 218 and 219
for IREM.
4
Absolute secrecy should be maintained while nominating the
Selection Committee.
4
The Selection board should consist of at least three officers of
equivalent rank. However, officer of one rank below from Personnel
Branch can also be considered for the selection held for departments
other than personnel branch.
14

One of the members of the Selection Board should belong to SC/ST
4
community.
4
In case no SC/ST officers are available in the department for which
the selection is held SC/ST officer from other department can be
nominated.
4
Nomination of officer belong to SC/ST Community is mandatory not
only when the vacancies are reserved for these communities but
also where candidates of these communities are in the zone of
consideration for filling up of unreserved vacancies.
4
The following should be clearly indicated: who will set the question
papers, who will evaluate the same and who will act as Chairman of
committee.
4
An officer of the department for which the selection is conducted
should be nominated as Question Setting Officer.
4
Nominated officers should be intimated about their role as member
of the committee with necessary guidelines immediately and
confidentially. Acknowledgment of this should be taken.
DON'Ts
4
Officer borne in Agreed list should not be nominated as member in
the selection committee.
4
Officer nominated as Member of Board (not available on the date of
w/exam & viva-voce due to leave, transfer) should not be substituted
temporarily by any other equivalent officer without the approval of
competent authority.
4
Selection committee should not be changed except on unavoidable
circumstances.
4
There should not be delay between written test and viva-voce.
4
Officer whose wards/relatives are appearing for the selection should
not be nominated member of the selection committee.
4
Member of the board should not be prejudiced while performing their
duties due to pressure/influences of any kind.
4
Each and every page of the selection proceedings should be signed.

Setting of Question Papers
DO's
4
Name, date and time allowed of the examination and maximum
marks allotted should be indicated on the top of the question papers
followed by instructions if any.
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Question papers should be bi-lingual i.e. both in Hindi and English.
4
4
Number of pages in the question paper should be indicated.
4
The question paper should contain the marks allotted to each
question.
4
The marks if any specified for neatness and presentation should be
indicated clearly.
4
At least 10% of the maximum marks should be form official language
policy and rule.
4
The objective type questions should be 50% (in the range of 45% to
55%) for w/examination to the posts classified 'Selection'.
4
In case of sub sections in the questions, individual marks allotted to
each sub-section should be indicated or should be indicated that all
of them carry equal marks.
4
Absolute secrecy should be maintained in the printing of question
papers.
4
In case handwritten questions, it should clear and unambiguous.
4
Question papers in required numbers should be sealed and handed
over on the day of examination only.
4
The Model Answer key for the objective type question should
invariably be made available to the evaluating officer after completion
of w/examination in separate sealed cover.
4
It should be ensured that answer key is correct in all respect.
DON'Ts
4
Question should not be asked out of the syllabus as memtioned in the
notice.
4
Setting of question paper should not be entrusted to unauthorized
persons.
4
Questions of main examination should not be repeated in the
supplementary examination or in the examination of subsequent dates.
4
Answering questions on official language should not be mandatory
but adequate option/choices may be given.

Evaluation of Answer sheets
DO's
4
Answer sheets should be handed over to the evaluating officer soon
after the completion of w/examination in sealed cover clearly
superscribed with name of examination and number of answer sheet.
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The number of answer sheets as mentioned on the top of the sealed
4
cover should tally with the numbers inside the cover/envelope.
4
Evaluator should ensure that model answers are available with
him/her before evalutation.
4
Evaluator should confirm that all the answer sheets are coded with
dummy numbers.
4
In case evaluator is in doubt regarding answer key, the question
setting officer should be immediately consulted.
4
Erasing/over writing/cutting in marks should be avoided.
4
Answer sheets should be evaluated in indelible ink not by lead pencil.
4
Proper and uniform marks should be awarded particularly for
narrative type answers and marks so awarded should not be more
than the prescribed marks in any case and no grace marks should be
awarded in individual cases.
4
Marks awarded to answers should be tabled individually in the
statement of marks of the answer sheet.
4
Correct totalling of marks and signature in appropriate space of
tabular statement should be ensured.
4
Evaluation should be completed as soon possible.
4
Before handling over, evaluator should verify each and every answer
sheet, pages, totalling of marks and in case of any minor corrections,
it should invariably be attested.
4
Evaluated answer sheets should be returned to personnel branch in
sealed cover only. Unevaluated answer sheets if any due to reasons
thereof should be spelled out in the forwarding note.
DON'Ts
4
Don't evaluate the answer sheets without dummy code number.
4
Don't evaluate the answer sheet in which candidate has written his
name, put his signature of mark any kind of symbol in it.
4
Don't evaluate answer on objective type questions which have
corrections (erasing, overwriting, cutting etc.) by the candidate.
4
Don't write anything like correct answer, remarks and even making
mathematical calculations in the answer sheets.
4
Don't increase/decrease the marks once awarded particularly in
descriptive type answers in any case.
4
Don't award marks at your own mind for objective type answer but
should be as per the answer key.

DO's
4
Evaluated answer sheets should be decoded with utmost secrecy.
4
It should be ensured that the decoding is according to the exact dummy
number.
4
It should be ensured that dummy numbers are correctly matched with
names/roll numbers of the relevant candidate.
4
Due care should be taken while extracting marks from answer sheets
to the evaluation chart (Summary of marks).
4
Written result should be declared at an early possible time to avoid
unnecessary queries.
4
Ensure that viva-voce if any should be conducted as early as possible.
However, alert notice to all concerned should be issued immediately in
this regard.
4
Ensure that there should be a single evaluation sheet for viva-voce test
and it should invariably be signed by all the members of the board
alongwith date.
4
Ensure that each page of the selection proceedings are signed by all
the members of the board.
4
Ensure that there are no erasing and overwriting in awarding of marks
in selection proceeding.
4
Ensure that no undue favour is given to any candidate while awarding
the marks. Be fair and impartial in all respect.
4
Any shortcomings made by selections committee should brought to the
notice of competent authority immediately and without fail.
DON'Ts
4
Don't publish the result and panel in piece-meal.
4
Don't forget to put date on the signature in the selection proceedings.
4
Don't delay in finalizing the selection process.
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Don't round off decimal marks if any awarded.
4
4
Don't award marks on answers to the questions in excess of the
required number.

In other stages of Selection

This is only an attempt to highlight the most possible lapses often
noticed during the selection process. In case of any doubts, the
provisions in IREM and relevant circular issued by board should be
referred to for clarification and proper appreciation.

DO's
4
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.
4
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.
4
Please ensure that your Qrs. rent is getting deducted correctly i.e
rent is being deducted as per type of Qrs. occupied by you.
4
Immediately after allotment of Qrs. take possession of the same.
4
If any repair/modification is required contact with concerned
IOW/SSE.
4
Please contact IOW Incharge for repairing any structural damage.
4
Immediately after occupation of the Qrs. please check whether
Electrical meter is functioning and if not functioning, immediately
report to concerned electrical Incharge.
4
Use the Rly. Qrs. for residential purpose only.
4
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.
4
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.
4
Please keep the Rly. Qrs. as well as surroundings clean and
maintain the upkeep of the Qrs.
4
Please report any encroachment near your Qrs. to IOW or
concerned authority as and when the same comes to your notice.
4
In case 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.
4
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
4
and ensure that payment of HRA has been stopped for both.
DON'Ts
4
Do not occupy Rly. Qrs. unauthorisedly. Unauthorised occupation of
Rly. Qrs. will lead to recovery of penal rent as well as disciplinary
action.
4
Do not continue enjoying HRA after allotment/occupation of Rly. Qrs.
Drawal of HRA after occupation of Rly. Qrs. will lead to recovery of
HRA as well as disciplinary action.
4
Do not continue in paying Qrs. rent for lower type of Rly. Qrs. though
you are residing in higher type of Rly. Qrs.
4
Do not keep your Qrs. vacant after having the Qrs. allotment order.
4
Do not make any changes/modification-structural or otherwise to the
Rly. Qrs. after occupation of the Qrs.
4
Do not repair any structural damage on your own.
4
Do not tamper with the Electrical meter and don't allow anyone to tap
electrical meter of the Rly. Qrs.
4
Do not sublet either partly or fully the Rly. Qrs. allotted to you under
any circumstances. Subletting of rly. qrs. 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.
4
Do not vacate Rly. Qrs. without informing the concerned authorities
and obtain clear certification regarding your vaction of the Qrs.
4
Do not suppress outstanding dues on your account to your Bill
preparing unit.
4
Do not clog the culverts/drains around the Rly. Qrs. and the same may
lead to flooding as well as unnecessary leakage of Rly. revenue.
4
Do not allow any encroachment near your Rly. Qrs. complex.
4
Do not retain Rly. Qrs. beyond the permissible period after being
transferred from one station to another station.
4
Do not retain Rly. Qrs. beyond the permissible period, under any
circumstance, after retirement.
4
Being a spouse of Railway employee and residing in Rly. Qrs. do not
enjoy HRA.
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DO'S & DON'TS FOR RAILWAY QUARTERS

*
*
*

DO'S & DON'TS FOR WORKS TENDERS
DO's
4
While preparing schedule of work, define the scope of work
accurately and in detail to avoid ambiguity.
4
Prefer open tendering as far as possible.
4
Ensure adequate time for submission of offers i.e. time gap between
date of NIT publication and date of opening.
4
Ensure adequate and wide publicity.

Ensure consideration of reasonableness of rates in the tender
4
committee minutes. This should not only be with reference to
previously accepted rates but also after taking into account market
rates and analysis of rates. \
4
Ensure that the reasonableness of rates is examined critically,
logically and specifically both in respect of total cost and rates of
individual items.
4
Deliberate on all the conditions made by the tenderer along with
tender offer and specific recommendation in respect of those
conditions must be recorded in the TC minutes.

4
Notify complete address of place of submission of tender
documents by tenderers.

4
Consider all the relevant information available about similar items in
the same or similar/adjoining areas for arriving at reasonableness of
the rates in respect of individual items as well as total cost.

4
Ensure timely supply of approved plans.

4
Ensure that L1 is not ignored on flimsy grounds.

4
In case of open tender, issue tender form to all the parties who
demand it on the production of proof of depositing the cost of tender
form.

4
Record adequate reasons for overlooking the lowest offer if it is not
acceptable.

4
Ensure that the tender documents are available for sale well in
advance before opening of the tenders including on website in
downloadable form.
4
Attest all corrections, omissions, insertions, overwriting.
4
Prepare “on the spot summary” in tender opening register.
4
Offers accompanied by requisite valid earnest money and tender
cost in acceptable form only be considered. No subsequent
modifications/substitutions or submission of EMD is allowed.
4
Ensure that comparative statement and briefing note have been
prepared and duly signed by the concerned officials on each page
with due date.
4
Vetting of each and every page of Comparative Statement and
Briefing Note by Finance.
4
Ensure that ranking of the offers is done properly after evaluating the
special conditions and vetted by finance.
4
Ensure that the tender committee is duly constituted of competent
level of officers specified.
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4
Conduct negotiations only in exceptional cases and not as a matter
of routine.
4
Negotiate with L1 only i.e. lowest valid eligible and technically
acceptable tenderer whose credentials have been considered on
technical ground for award of contract directly if the rates were not
unreasonable high.
4
Attempt identification of any possible ring formations - especially in
the case of limited tenders.
4
Ensure that the tender committee minutes contain the relevant
information as the date, venue of the meeting and dated signatures
of the members on each page.
4
Ensure that the recommendation of all the members are included in
TC minutes and there should not be any separate dissent note.
4
TAA to record detailed reasons for disagreement on dissent note, if
any, on TC minutes.
4
Conduct pre-bid meeting (i) to bring clarity regarding spirit of various
provisions & (ii) to bring necessary modification, if required.
4
The TC must hold meeting to deliberate upon offers and arrive at
their recommendation.
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Ensure signature of tenderer on each and every page of tender
4
document with date.
4
Proper eligibility criteria to be defined only by PHOD of concerned
department and should be approved before uploading of NIT.
4
Past history of the discharged / recalled tenders to be compared in the
present tender.
Don'ts

Do not order negotiation on the repeated advice of the tender
4
committee to invite fresh tenders, particularly where response to
the call for negotiations is poor.
4
Do not accept modified offers, not considered by the tender
committee.
4
Do not allow subsequent revision of the minutes, unless the
reconsidered minutes are put up in addition.

4
Do not split the works and call separate tenders to keep the value at a
particular level so as to fall within the powers of a particular executive.

4
Do not record the acceptance/otherwise of the tenders anywhere
else than the body of the tender committee minutes-noting side of
the file is to endorse the action taking only.

4
Do not send tender enquiries to only a few selected firms ignoring other
firms/contractors borne on the approved list in case of limited tenders.

4
Do not forget to explain “time delays” in tender committee minutes.

4
Do not frame tender conditions suiting a particular tenderer/contractor.

4
Do not refer tender case to any Officer/staff under your control or to
anyone also for scrutiny and/or comments.

4
Do not recommend acceptance of higher rates on flimsy technical
grounds, shorter completion period.

4
After opening of the Tenders, post-correspondence is not allowed.

4
Do not entertain letter/representation of the tenderer subsequent to the
opening of tender/negotiation.
4
Do not participate in the tender proceedings if anyone has personal
interest in companies/agencies participating in tender.

4
Different similar nature of works should not be clubbed while
floating the tender.

*
*
*

4
Do not alter the eligibility criteria laid down while calling tender during
consideration of the offers received.
4
Do not change the tender committee members once constituted
without prior approval of competent authority.
4
Do not allow anomalies in evaluation of special conditions to affect the
acceptance of the offer recommended.
4
Do not accept individual items rates which are abnormally high or
unworkable in respect of major items of work in a tender.

lq'kklu
GOOD
GOVERNANCE

4
Do not discharge the tender on flimsy grounds for favouring a particular
tenderer.
4
Do not unduly keep the tender file for decision making after the TC has
given recommendation.

'kSysUnz JhokLro

4
Do not exercise the powers of the accepting authority in case you have
been a member of the tender committee.

lgk;d dkfeZd vf/kdkjh@dY;k.k
o vkS0la0
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DO'S & DON'TS FOR STORE TENDERS
DO's
Ensure that approval of competent authority has been taken for
4
quantity and for mode of tender.
4
Ensure that tender notice has been given wide publicity and put on
website.

Ensure that the recommendation of all the members are included in
4
TC minutes and there should not be any separate dissent note.
4
Ensure as Tender Accepting Authority that detailed reasons are
recorded if there is disagreement with tender committee.
4
Ensure that the tender committee minutes contain the relevant
information as the date venue of the meeting and dated signatures
of the members.
4
Maintain complete records in the file and ensure secrecy of the
tender.

4
Finalise the tender within the period of validity of offers to guard
against the possibility of increases in prices and consequently
incurrence of extra expenditure by the Govt.

Don'ts

4
Do properly assess and evaluate bids particularly special conditions
offered by the tenderer.

4
Do not reject the tender of new bidder(s) on filmsy or unrealistic
grounds in order to favour the bidder(s) who are previous suppliers.

4
In all cases, where the lowest or lower tenders are rejected, full
reasons for the rejection should be recorded so that the reason for
such rejection would be available on file.

4
Do not accept an unsolicited offer and award the contract without
proper justification and without approval of the competent authority.

4
In case where the performance of lowest/lower offer is not
satisfactory and next offer is considered for full/part quantity order,
performance of the same firm should be also assessed and placed
on record.
4
Even when the level of the Tender Committee is decided based on
the lowest acceptable offer as per technical note, it would be
incumbent on that tender committee to examine individually all the
offers lower than the lowest technically acceptable offer and make
appropriate recommendation in each case for consideration of the
accepting authority.
4
Ensure that security deposits and earnest money deposits are
collected from registered/unregistered suppliers as per extant rules
and when exempted, proper reasons are recorded and competent
authority's sanction taken for the same.
4
Ensure that in case descriptions or specifications undergo
significant changes after invitation of tenders, equal opportunity is
given to all the suppliers by re-tender.
4
In case of purchase from RDSO approved sources, ensure to check
the current status of RDSO approved list at the time of TC meeting
and current list should be available on record.
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4
Do not hide any favourable/ unfavourable information in TC
discussions.
4
Do not change the tender committee members once constituted
without prior approval of competent authority.
4
Do not allow anomalies in evaluation of special conditions to effect
the acceptance of the offer recommended.
4
Do not entertain modification of tenders subsequent to the opening
of tenders.
4
Do not accept a single tender received in response to a call for
limited tender unless the work is very urgent and approval from
competent authority has been obtained.
4
Do not exercise the powers of the accepting authority in case you
have been a member of the tender committee.
4
Do not record the acceptance/otherwise of the tenders anywhere
else than the body of the tender committee minutes.
4
Do not use noting on the tender file by the TC members as a
substitute for the meeting.

*
*
*
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DO'S & DON'TS FOR MEDICAL DEPARTMENT

Dont
Avoid leaving blank entries in the Medical attendance Register.
4

DO's
Follow rigidly the procedure regarding issue of sick/ fit certificate and
4
in case of a departure give specific reasons.

4
Avoid issuing back date certificates without specifically recording
reasons.
4
Avoid delay in sending the certificates pertaining to the Railway
employees to the Department concerned.

4
Specify period of sickness, indicating period of absence if any, and
give date on the certificate. Maintain attendance register as
applicable personally. Make all entire correctly and properly so that
they are in conformity with other hospital records.

4
Do not issue medical pass in routine manners.

4
Ensure sample test of all medicines irrespective or the cost involved.

4
Do not purchase spurious /inferior quality off medicine.

4
Insist of advance payment of non-railway cases in the hospital and
ensure payment to necessary charges in the private cases treated in
the railways hospital at your instance.

4
Do not show wrong transaction of medicine so as to hide some
lacuna.

4
Purchase short self- life drugs at different point as per requirement.
4
In case of bulk purchase ensure staggered delivery of medicines at
regular intervals.
4
Ensure faster disposal expiry medicine.
4
Keep records of each medicine in the registrar for high value
medicine.

4
Avoid simultaneous use of two sick/fit certificate books.

4
Do not put signature on scrap register without physical verification
of proposed scrap items & duly observe the prevalent procedure of
disposal of scrap.
4
Do not handover the sick /fit certificate book for up keep to persons
other than the nominated employees of the hospital.

*
*
*

4
Ensure proper procedure of purchase of high value medical
instruments/apparatus.
4
To prevent theft measure, ensure that name of unit railway, date of
receipt & stamp of medical unit is labeled on the medicine.
4
Ensure that pharmacist of unit /hospital should check actual stock of
the medicines on periodic basis.
4
Medical officer should conduct surprise check with regard to the
quantity available in ledger balance with physical /ground balance
and both should match.
4
Ensure regular checking of available stock of linen/bed sheet
blanket etc and follow the prescribed procedure of declaring
linen/bed sheet/blanket etc a scrap.
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DO'S & DON'TS FOR EXPENDITURE BILL SECTION (ACCOUNTS)
DO's
Ensure that the expenditure incurred by an officer is within his
4
competency.
4
Ensure to prepare check list for each kind expenditure /bills and
follow them scrupulously.
4
Ensure that the bill has been signed by the officer competent to sign
the same and that his signatures tally with those available in the
record and also ensure that all corrections/ alterations in the bills are
attested by the competent authority to do so.
4
Ensure that measurements have been recorded by the authority
competent to do so and the method of measurement as specified.
Cross check to ensure that the prescribed percentage checks done.
4
Ensure validity of concerned paper Securities, if any, while passing every
bill and insure that the paper security are in the custody of Account Officer
concerned and periodical review has to be made to extend the currency
of the paper security in tune with the procedural order.
4
Ensure that the recurring charges, which are payable on fulfillment
of certain conditions or until occurence of certain event a certificate
from the drawing officer is forthcoming to the effect that the
necessary conditions have been duly fulfilled.
4
Ensure that the expenditure has been properly and fully vouched
and has been so recorded as to recorder the second claim on the
same account impossible.
4
Ensure that bill bears certificate, where necessary from the
responsible executive officer that the services for which the
payments is passed has/have actually been renderd.
4
Ensure that advanced payment is released only in accordance with
provisions of contract and that such payments are adjusted while
making final payment.
4
Before making final payment, ensure that a certificate has been
furnished by the temporary use of the contractor have returned in
good conditions or appropriate amount is recovered in lieu of
therefore.
4
Copy of the concerned contract agreement should be kept at
engineer-in charge and he should ensure the execution of work as
per the terms and conditions of contract mentioned in it.
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Officer-in charge of unit should closely monitor 10 days report.
4
officer in-charge should check up the correctness of 10 day report
with the CO6 register.
4
Ensure that the claim is not time barred.
Don'ts
4
Do not pass bills, if they are not in original prescribed form and
does not pass duplicate bill without verifying the reason for
allowing the same.
4
Dont admit and pass supplementary bill without verifying the main
claim and making necessary endorsement in the main/ original
bill.
4
Dont admit and pass bills out of turn unless the officer concerned
had authorised to do so.
4
Bill which have some discrepancy in emergent cases should not
be passed without approval of the officer concerned and to be
ensured to keep the amount passed as advance for incurring
expenditure beyond the resonable preiod and call for the final bill
for clearing the suspense head (MAR)
4
Don't forget to record the fact of payment so as to render a second
claim being passed for the same transaction impossible.
4
Do not delay refund of Earnest Money/Security Deposit to the
contractors after the work or supply has been completed and the
maintenance period has been completed.
4
Do not delay refund of earnest money to the unsuccessfull tenders
after the tenders are finalised.
4
Don not forget to check the previous on account bill passed and
posting the Contractor's ledger.
4
Do not forget to ensure that all the recovers have been made
property and to recover the penalties if any from the respective bill
itself, in case of housekeeping contracts.
4
Do not forget to ensure that all the recoveries have made properly
and to recover the penalities if any from the respective bill itself,
incase of housekeeping contracts.
4
Do not forget to ensure that recoveries viz seigniorage, building
cess conservancy, service tax, income tax, water charges etc etc
per the agreement conditions .

*
*
*
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DO'S & DON'TS FOR EXECUTION OF CONTRACTUAL WORKS

Don'ts
Do not record measurements without carrying out the work.
4

Dos
Get approval of competent authority before asking the contractor to
4
do any additional work not covered in the contract.

4
Do not accept the material without original bills and invoices.
4
Do not deviate the location without approval of sanctioning
authority of the work.

4
Methodology for return of excess of material / scrap should be
specified in detail.

4
Do not execute the contract work without currency extension.

4
The point of handing over / taking over the material of extent of
transport of material should be specified clearly.

4
Do not issue excess quantity of railway material / equipments to
the contractor.

4
Maintain filed Book consisting of details of daily progress recording
particulars with reference to works in progress location wise.

4
Do not accept the left over material, which is defective, from the
contractor after completion of work.

4
Maintain site order book consisting of instruction issued to the
Executive sub-ordinate and contractor.

4
Do not accept the materials more than the scheduled quantity
without obtaining approval from competent authority.

4
Ensure before accepting that the materials are as per Approved List
and as per specification.

4
Do not allow to pass the bills without Test Check.

4
Always insist for qualified Technical supervisor as per agreement
conditions at the time of commencement of work otherwise
communicate immediately to the officer concerned and record the
same in M-book certification to enable recovery.
4
Verify inspection certificate to enable recovery.

4
Below JA grade Officer should not issue any credentials.
4
Do not overlook the inspection clause or alter the inspection
clause.

*
*
*

4
Verify inspection certificate and manufacturer's purchasing
vouchers as per contract requirements.
4
Ensure proper accountal and disposal of released material.
4
On completion of work, site order book and other important field
records should be handed over to the competent authority under
whom the work is carried out.
4
Joint inventory is to be carried out for the material to be released,
before commencement of the work.

vkvks] feydj Hkz"Vkpkj ls yM+sa!

Let's Fight
Corruption
Together
fj'or nsuk ;k ysuk n.Muh; vijk/k gSA

4
PG to be submitted within 30 days from the date of issue of LOA if it is
submitted between 30-60 days – penal interest of 15% to be
recovered, if it is beyond 60 days – tender to be discharged.

Giving Or Accepting Bribe Is A Punishable Offence.
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xyr djus okyksa dks lrdZrk foHkkx djrh gS lrdZ

vkvks ge Hkz"Vkpkj feVk;sa

xyr djus okyksa dks lrdZrk foHkkx djrh gS lrdZA

vkvks ge Hkz"Vkpk feVk;sa
lrdZ jgsa vkSj lrdZ cuk;sa
bZekunkj vkSj tokcnsg cusa ge
fu"i{k vkSj ikjn'khZ dk vkoj.k cuk;sa
vkvks ge Hkz"Vkpkj---------------

;fn xyrh djrk dksbZ] mlls djrs gSa os rdZ
xyr djus okyksa dks] lrdZrk foHkkx djrh gS lrdZA
*
*
*

lrdZrk foHkkx ,d cgqr cM+k gS Mj
gj bUlku blls c¡/kk gS] gsYij gks ;k vkfQ+lj
lrdZrk foHkkx ds Mj ls] yksx djrs gSa /kj Qj
oukZ cSBs jg tkrs gj yksx vkus ?kj
idM+s tkus ij muds thou esa dj nsrs gSa os Q+dZ
xyr djus okyksa dks lrdZrk foHkkx djrh gS lrdZ
*
*
*

dkedkt dks jktdkt le> ge
vius Lrj ij 'kh?kz fuiVk;sa
[kqys p{kq ls vkSj [kqys foosd ls
'kklukns'k dk ikyu djk;sa
vkvks ge Hkz"Vkpkj--------------*
*
*

bZekunkjh ls dke djuk lrdZrk foHkkx fl[kykrh gS
gj iy gj {k.k ,d u;k ckr crykrh gS
lrdZrk xbZ nq?kZVuk gqbZ] ;g dgkor lqukrh gS
gesa lrdZ dj gekjh nq%[kksa dks nwj Hkxkrh gS
vpNs dke dj Hkkjrh; jsy dks cukvks LoxZ] er cukvksa ujd
xyr djus okyksa dks lrdZrk foHkkx djrh gS lrdZ
*
*
*

ys[kd % foosdkuUn O;kl
Tech-III
Emp. No.: 350840
dk;kZy;&T.L.P.C.O.
MCF/RBL/LLJ
Mob.: 9670036072
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*
*
*

izcU/ku] izf'k{k.k vkSj ifjpkyu lss
viuk mTtoy Hkfo"; cuk;sa
lpsrrk] lw>cw> vkSj nwjnf'kZrk dks
ge viuk dwyea= cuk;sa
vkvks ge Hkz"Vkpkj--------------*
*
*

ft+Eesnkjh dks cks> u le>sa
viuk dke&mldk dke esa u my>sa
vU;Fkk ;k vfHkizk; esa u my>sa
dnkpkj dks u gfFk;kj cuk;sa
vkvks ge Hkz"Vkpkj--------------*
*
*
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ltxrk vkSj lrdZrk nks vk¡[k gks vius
deZ vkSj iq:"kkFkZ nks gkFk gks vius
pkSdl vkSj pSrU; nks dku gks vius
[kq'kgkyh vkSj izxfr dks viuh pky cuk;sa
vkvks ge Hkz"Vkpkj--------------*
*
*

lq[k dh nks jksVh gh gks pkgs
fuf'pUr ft;s vkSj fuHkhZd jgs
yksHk vkSj ykyp dk ifjR;kx djs ge
vHk; jgs vkSj vHk; cuk;s
vkvks ge Hkz"Vkpkj-------------*
*
*

ekuk thou esa gS cgqr pqukSfr;k¡
ikj rks Hkz"Vkpkj ls ikuk gksxk
fu;e] uhfr vkSj fu"Bk ds ln~ikyu ls
viuk ,d vkn'kZ laxBu cuk;s
vkvks ge Hkz"Vpkj feVk;sa
*
*
*

GOVERNMENT OF INDIA
MINISTRY OF RAILWAYS
RAILWAY BOARD
No.95/RS(G)/796/1
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dated 30.04.2014

Sub.: Cost of the tender documents.
Ref.: Railway Board letter No.95/RS(G)/796/1 dtd. 08.4.93, 10.1.97 & 8.10.98.
The existing cost of Tender Document for Stores Contract were fixed vide
letter No. No.95/RS(G)/796/1 dtd. 10th January, 1997. The matter hs been
reviewed and it has been decided to revise the cost of tender document as
follows:

Sl.
No.
1.
2.
3.
4.
5.

Tender Value
Above Rs.10 lakh and upto Rs.30 lakh each
Above Rs.30 lakh and upto Rs. 2 crore each
Above Rs. 2 crore and upto 25 crore each
above Rs. 25 crore and upto 50 crore each
above Rs.50 crore and above

Cost of Tender
Document
Rs.500/Rs.1,500/Rs.2,500/Rs. 5,000/Rs.10,000/-

Note:
1.
2.
3.
4.

ys[kd % ftrsUnz dqekj JhokLro
inuke % rduhf'k;u&I
deZpkjh la[;k&350943
dk;kZy; % mieq[; vfHk;Urk
fo|qr mRiknu ,oa ;kstuk
iz'kklfud Hkou@MCF/RBL

New Delhi,

No tender cost shall be charged for Limited/Bulletin and PAC/Single
tenders.
Government departments and ordinance factories are exempted from
tender cost.
PSUs are not exempted being business entities.
Cost of drawings shall be adjusted as earlier in terms of Board's letter
No.95/RS(G)/796/1 dt.8.10.98.
This is issued with the concurrence of Finance Dte. of Ministry of
Railways.
Sd/
(Santosh Mittal)
Dy. Director Rilway Stores (G)I
Railway Board
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Hkkjr ljdkj Government of India
jsy ea=ky; Ministry of Railway
¼jsyos cksMZ½ (Railway Board)

GOVERNMENT OF INDIA
MINISTRY OF RAILWAYS
RAILWAY BOARD
No.2001/RS(G)/779/4 Pt.1

New Delhi,

dated 28.3.2014

Sub.: Cartel formation by approved vendors.
Ref.: Railway Board's letter No.2003/RS(G)/11/3 dt. 19.10.2006.

New Delhi, Dated 3rd September, 2015

No. 2014/CE-I/WP/5

The General Managers,
All Indian Railways and PUs.

fo"k; % Development and Implementation of e- procurement system (IREPS) in
works contracts on Indian Railways —The prerequisites.

1.

Railway Board Circular No. 2001/RS(G)/779/54 dt. 05.08.2002 (two
letters), 99/RS(G)709/1 dt. 03.05.2005, 2005/RS(G)/709/1 dt. 17.11.2006
and 2001/RS(G)/779/4 dt. 12.12.2006 relate to dealing with cartel
situations as indicated therein.

2.

Vide Railway Board's letter No.2003/RS(G)/1 dated 19.10.2006, Railways
were advised that cases of cartel formation may also be reported to
Competition Commission of India.

3.

(i)

3.

(ii) In this connection, in a case of suspected carted formation,
DMW/Patiala had reported a matter to CCI. The case was investigated
and CCI imposed penalties on the companies at the rate of 2% of the
average turnover of the company which comes out to be Rs.54.70
crore for M/s Ecorts Ltd., Rs.5.70 cr. for M/s FTIL and Rs.1.91 cr. for
M/s Stone India Ltd. (CCI suo moto case No.03 of 2012). Detailed
order of CCI is available on www.cci.gov.in.

4.

In addition to the provisions given in above referred circulars, it is advised
the the issues related to contravention of provisions of Competition
(amendment 2007) Act by vendors may also be assessed and CCI be
approached (wherever deemed fit) with complete facts/details for
consideration. Cases reported tp CCI should be actively followed up and
represented in CCI.

Competition (Amendment) Act 2007 has since been notified by Govt.
which brings out details provisions about non-competitive conduct by
organizations. The same is available on www.cci.gov.in. You are
advised to apprise the officers of the same.

Sd/
(Santosh Mittal)
Dy. Director Rilway Stores (G)I
Railway Board
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In terms of instructions and budget announcement item of Hon'ble Minister for
Railways, the work of "Development and Implementation of e-tendering in Works
Contracts on Indian Railways" has been taken up by Railway Board and CRIS is
developing the IREPS's Works module for implementation on Indian Railways.
This module has been targeted for implementation by 31.12.2015. Therefore, Zonal
Railways need to ensure necessary infrastructure for its trial run by 30.09.15.
The pre-requisites are as under :
(a) Digital Signature Certificate for Railway Users : This is required for authentication
of Railway user. The Digital Signature Certificate in USB token, alongwith the token
driver is to be procured from a Certifying Authority (CA) approved by Controller of
Certifying Authorities (CCA). List of licensed CAs is available on www.cca.gov.in.
Digital signature is required for officials involved in Preparation of Tenders, Uploading
of documents, Publication of tenders, Opening of tenders, Finalization of tenders,
Post tender activities (Technical scrutiny, TC minutes preparation and signing),
Admin activities like user creation/modification, management of tender opening
roster etc. or any other activity which requires signing of form/document.
(b) Digital Encryption Certificate : Each tendering unit will require a Digital Encryption
Certificate (DEC). Detailed guidelines for DEC issued by CRIS is enclosed herewith.
(c) Wide publicity to Tenderers : Wide publicity may be given through intimation &
knowledge sharing to the prospective tenderers / bidders.
(d) Registration of Tenderers/Bidders : The prospective tenderers / bidders require a
`Class 111 Digital Signature' with company name from any Certifying Agency (CA)
authorized by Controller of Certifying Authorities (CCA). They also have to submit
online request for registration sufficiently in advance to get themselves registered on
IREPS (Works) in order to participate in e-tendering in works contracts.
(e) Computer and Internet Connection : A computer with Windows O.S. (Windows 7.0
or higher), Internet explorer, Java and Broadband Internet connection.
Further, It is also desired that the excellences on Railways towards e-tendering, if
any, may be shared for development & improvement of a user friendly and hassle free
IREPS (Works) module fore-tendering in Works Contract' on IR.

¼vkyksd dqekj½
dk;Zdkjh funs'kd@flfoy bathfu;fjax ¼th½
jsyos cksMZ
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vk/kqfud jsy fMCck dkj[kkuk] jk;cjsyh
MODERN COACH FACTORY, RAEBARELI
Visit us at www.mcf.indianrailway.gov.in

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

THE CHIEF VIGILANCE OFFICER,
Vigilance Department,
Modern Coach Factory, Raebareli
Uttar Pradesh - 229120

or
Send by e-mail on: dycvorcfrbl@gmail.com
or
Call on Telephone No. : 0535-2704381

VIGILANCE AWARENESS WEEK
31st October to 05th November, 2016

