GOVERNMENT OF INDIA
MINISTRY OF RAILWAYS
(RAILWAY BOARD)

FkRN
CIRCULAR
Sub: Digitization of Physical files/records in Board’s Office reg.

The usage of e-Office has been made compulsory in Board’s Office vide Offire Order
No. 26 of 2020 dated 27.04.2020. Presently, majority of files are being processed in electronic
form. However, 100% implementation of e-Office (paperless working) will require the scanning/
digitization of all the existing physical files/records into electronic form. The demand for total
number of papers/files (estimate) to be scanned by Branches/Units in Board’s Office has been
sought by RBCC for further processing of case.

2. In view of above, all the branches/units in Board’s Office may assess the number of
files/records required to be scanned for conversion into electronic form and advise the estimated
number to RBCC e-Office help line email id rbec-helpdesk(@rb.railnet.gov.in ‘with a copy to

undersigned (Room No.369) as per Annexure-I latest by 10.09.2020.

2.1 'DGS/AMS/PEDS[EDS/JSSIIGS. may also advice separately scanning demand for any
document/important record under their custody for use in e-Office or for converting them into
electronic form. :

3. All  queries/help in this regard may be made to Telephone No.44432. Further, the
demand for scanning be sent only electronically at rbee-helpdesk@rb.railnet.gov.in. '

4, Please note incase no reply is received by 10™ of September, 2020, it would be
assumed that existing scanning facility made available at branch/officer cell/room is
sufficient and there is no exclusive demand for any separate scanning of old physical
document/record. ' :

No.2020/e-office/IS(M)/1 = )

Date: 28.08.2020 Joint Secretary(M)
Railway Board

All Officers & Branches/Units in Board’s Office and étDayabaéti", New Delhi.
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File No. 2020/e-office/IS(M)/1

Annexure-I

Estimate regarding scanning of files/records

Name of the Branch/Officer:

Name of the Directorate:

Room No.

Telephone No.

Email id

S.No. | Number of files/records | Estimated No. of | Remarks, if any,
pages to be
scanned

Total:

Signature of Branch Officer/Controlling Officer

Senior Programmer/RBCC

Copy to :
JS(M) — Room No.369
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