GOVERNMENT OF INDIA (IR ¥{&R)
MINISTRY OF RAILWAYS (3o HATEH)
RAILWAY BOARD (X&@d €1%)

| RBE No.13//2013
No.E (MPP) 2009/1/34 Pt. ' Mew Delhi, deted:20.12-2013

The General Moncgers,
All Indicn Railways.

Sub: Revision of Training period for Commerciai Clerks (Booking,
Parce! & Goods.)

In view of the changed job requirements of Commercial Clerks, and with the
approval of Board {MT & MS) i has been decided. io revise the existing training
schedule for the Commercial Clerks as under:

$.No. I Course Details No. of Days | Place of Training
1, Coaching Theory 8 Concerned IRT/Trg.Centre
2. Coaching Praciicat 2 . | Any Railway Station
3. Parcel/Goods Training 8 Concemed IRT/Trg.Centre |
4 Parcel/Goods Practical 2 Any Rallway Station
Tolal Tralning pericd 20
2. . The 20 day training modute will provide the relevant inputs pertaining to ticket

sale -through UTS/PCT, cash handling, details of various MIS & reports, preparation of
returns, concessions,-refunds, relevant rules of Commercial Manual and Ceaching
Tariffs, inputs from UTS manual and some safient features of customer care and relevan!
inputs pertaining to forwarding notes, P.Way bills, Raliway Receipts, Coaching iariff,
Parcel Management System, Termind! Management . System and details of vatious
Returns, Balance Sheets & MIS.

3. The 20 days training programme on Coaching and Parcel/Goods consists of 16
days theory and 4 days of practical training as indicated above. The Course
conlents/iraining modute is enclosed ot Annexure-A.

4. Railways are reguired o implement this revised training schedule,in respett of
newly recruited Commercial Clerks {Booking, Parcel/Goods) joining hereafter, after their
appointment on the Railways. '

5. Kindily acknowiedge receipt.

DA: Training Module {Annexure ‘A’] . 7ol ]/}, 5

(Anuradha Singh)
Director{MPP)
Railway Board.
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vi.

No. E(MPP)2009/1/34 Pt. | New Deihi, dated-12-2013

Copy to:

. The General Secratary, NFR, 3 Chelmsford Road, New Delhi for information with 35

spares.

. Tne General Secretary, AIRF, 4 Sche Eniry Road, New Delhi for information with 35

spares.

. The Secretary General, FROA, ®.No.256-A, Rail Bhavan, New Delhi for information with 5

spares.

. The Secretary General, IRPOF, R.N0.268, Rall Bhavan, New Delhi for information with 5

spares.

Al Members, Department Councll & secretary Staff side Nationat Council 13-C,

Ferozeshah Road, New Delhi with 90 spares.

 The General Secrelary, AIRPF Association, Room No.256-D, Rail Bhavan, New Deihi with

5 spares.

. General Secretary, Al India SC & ST Railway Employees Association, 171'/8-3, Basant

Lahe Raoiiway Colony, New Delhi {15 copies}.

For Secretcwmys

No.E(MPP)2009/1/34 Pt. New Delhi, dated:0-12-2013

Copy fo:

PS & ED[PG) fo MR, MSR(A) & MSR(K)
BSO/SE.PPS 10 CRB, FC, ML, ME, MM, MS, MT, DG(RHS) & DG(RPF)

Sr.PPS/PPS/PS to AM{Budget), AM(CE] AM{CAIS), AM[Comml}. AM(Elect), AM(Fin),
AM[Mech.), AM(Pig.}. AM(Project}, AM{PU) AM(Sig.), AM(Staff}, AMIRS), AM{T&LCY.

AM[Tele),  AM(Traffic), AM{Works), AdV.L{RS), Adv{Vig), Adv.Fin(Exp), Adv(R),

Adv(Safety), LA, OSD{MIS). ,

£D(Plg.), ED(Accts), EDF(BC), EDCE{B&S). EDCE(GI. EDCE(Plg.), ED({CHG); ED{CC).
ED(CAIS), EDE&R), EDEE(Dev), EDEE(G). EDE, EDIRRB), EDE(N), EDE(Res), EDF, EDFE,
EDF(S), EDF(B), EDF(RM), EDF(X}i, EDF{X]il, ED(H), EDLM, ED(MIS), EDE(GC). ED(T&MPP),

EDME[Chg.), EDME(Fr}, EDME(Tr.). EDME(TOTL. EDME(Dev.}, EDME(W), ED(PC)I, ED(PC)IL

ED(PP), ED{Project), ED(Project)/DMRC, EDRE. ED(Safety). JS. JSIC). JSE JS(P).
IG.JRPF(Has). 1G/RS, ED(S9g.). ED(StatsEcon.), EDRSIC) EDRS(G), EDRS(P), EDRS(S},
EDRS (W), ED(TD), EDTT{M). EDT(MC), EDT(P}, ED(T&C). EDCE(P), ED(PM), ED[PG), EDTC,
EDTC(FM), EDTT(F), EDTT(FM), EDTT(S), EDV{A}, EDVE, EDV(T). ED(W). .

Chief Commissioner of Railway Safety, Lucknow. ‘
E(Trg.), E(NG)I E(NGJI, E(G). FEM. F(EJL FEMIL E(SCT)I, E{SCT)Il branches of Railway
Board. -



ANNEXURE "A’

REVISED TRAINING PROGRAMME FOR BOOKING CLERKS {BOOKING/PARCEL/GOODS)

S.No. | Training Module Buration | Location
1, Coaching Theory 8 days
' ) 1 day
LRelevant rules of Commercial Monual &
Coaching Tarift 1 day
ii.Un-reserved Ticketing System & other
types of fickets 1 day
il. Concept of EFT/BPT and other money
value books, warrants edc. 1 day Concerned ZRT[/Trg.Centre
iv.Concession & Refunds i day
V. Details of various MIS & Reports Y day
vi.Preparation of Retumns & Coaching )
Balance Sheef. 1 day
virinputs from UTS manual 1 day
viit.Salient features of Customer Care &
Vigilance Awareness
2. Couoching Practical 2 days . ‘
At Any Railway Station
Practical hands-on training
3. Parcel/Goods Theory 8 days
1.Concept of Forwarding Note, P.Way Bills & | 1 day
Raitway Receipts
ii.Relevant inputs of Commercial Manual 1 day
i i.Coaching Tariff (Parcet & Luggage) 1 day Concerned IRTi/Trg.Centre
iv.Military Tariff 1 day
v.Red Tariff 1 day
vi.Parcel Management System 1 day
vil.Terminal Management System 1 day
viii.Detalls of various Returns, Balance Sheet | 1 day
& MIS .
4, Parcel/Goods Practical 2 days At Any Railway Station

Total Training Duration

e
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