


c. Subject line to be used for display. 

d. Whether content is bilingual. 

e. If multiple content is to be uploaded, then these details should be 
clearly indicated in a word document, identifying each document 
uniquely, and attached with the mail. 

f. Period for which the content should be available on the web - ie. 15 
days, 30 days or permanently. If information is to be removed, but 
archived, the same should also be mentioned in the mail body. 

g. Similarly, if on home page, the duration for which the content should 
be available thereon should be clearly indicated. Normally, content 
would be removed from Home Page after 7 days. 

h. Complete sender details with name, designation, Section/Directorate 
and phone number. 

8. Contents would be uploaded between 0900 to 1900 hours only on working 
days due to recent spike in cyber-attacks. 

9. Any urgent request for uploading beyond these timings and on holidays, 
should be addressed to DME(C&IS) through email to enable requesting CRIS 
to provide access to the Servers. 

10.Requests are also received directly from other units, viz., PSUs, SPVs, 
attached offices for uploading content. At times, it is noticed that the nodal 
directorates in Board's Office are not even aware of these content. It has, 
therefore, been decided that all contents from such units should invariably 
be routed through their respective nodal directorates in Board's Office while 
indicating details as mentioned at para 7 above. 

11. While every effort would be made to ensure that contents are uploaded as 
and when they are received, first -in - first-out policy would normally be 
followed in case large volume received for upload. 

12.It would be the responsibility of the concerned branch to check that the 
content is uploaded within 24hrs. If any content gets left out inadvertently, 
the same should be brought to the notice of the web management team in 
RBCC. 

13.It is also-necessary to follow guidelines issued by Rajbhasha Department for 
uploading the document in bi-lingual form, if content sent in English. 
Therefore, it would be the responsibility of the concerned branch to provide 
Hindi version of the same at the earliest to RBCC for uploading. 

14.It is also the responsibility of the concerned branch to keep details of 
uploaded documents, keep a regular check and inform RBCC to remove out­
dated information from the website from time to time. 

15.This issues with the approval of Board {Member(O & BD)}. 

No.2016/RBCC/5/6/WebsiteUpdation 

To, 

(Rajne 
Director ME (C&IS) 

Railway Board 

All Officers and Staff of Board's Office/Dayabasti, New Delhi 
Copy to: 

CMD /MD - PSUs 
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