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. Sub: Implementation of eOffice Paperless Filing System at Rail Bhavan, &
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. In compliance of DAR&PG directives, Minist y of Railways shall be implementing Paperiess filir.g Ov/\\g

2.5.Use of originally created PDF shall be encouraged, as t

Dear Shri Trivedi,

X

system NIC’s eOffice-FMS-¢eFile applicatica. This implementation shall facilitate paperless working
at Rail Bhavan and associated offices. The paperless filing system shall be implemented with effect
from 30/06/2017. i

in order to reduce the load of scanning & digitization at Rail Bhavan; all Railway Units are
instructed to send correspondence in digital form following the instructions as given below.

All senders shall send documents to Railway Board in digital form only. These documents
shall be attached to emails addressed to the respective officer. Only PDF shaill be used lor
attachments. The size of the attachment sh2!l be maximum 10 MB.

E-mail ID’s of all Railway Board officials are available on the website http: / /dir.raiinet.goviin.

Although not essential, a confirmatory copy of the emailed docuiment may be sent by normal
dalk. However, it shall be ensured that the top sheet of the bunch sent, is the print of the sent
email. Documents received without the ‘sent email’ top sheet may be rejected at mail
receipt section. -

Use of facsimile for sending documents, is deprecated. Instead email shall be sent containing the
details that need to be faxed, as described above.
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wese documents are compant and
searchable. The PDF documents can be digitally signed. In case a PDF is created by scanniﬁg; it
shall be ensured that the documents are scanned as follows. Regular text & B/W dvcuments
shall be scanned at 150dpi in B/W. Documents containing coloured text & images shall be
secanned at 300dpi in 24bit colour. The sender to ensure the smallest file size as possibie,

suibject to overail limit of 10MB,

3. These instructions shall come into force from 23/06/2017.
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With regards,

; @ Q-.{L' . YT?I'S sincerely,
) (R K. Vermaj

Shri Satya Prakash Trivedi,
General Manager
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