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Amrit MahOtsav

ta qqrerq Ministry of Railways
ton qN (Raihvay Board)

Ref. : Office Order No.14 of 2021 dated 24.02,2021.

Attention is invited to above mentioned Officer Order wherein it was advised to
print complete communication address of the signatory in all communication/instructions
including envelopes issued by different Directorate of Board's Office. Accordingly, a
specimen form of communications (amending the MOP Specimen form) was also issued
for necessary compliance by the all concerned. However, it has been reported that the
above instructions are not being followed in Board's office while issuing letters etc.

2. lt view of above, it is therefore reiterated that all communication/instructions
including envelopes should invariably indicate the Floor No., Room No., Name,
Designation, email id, Telephone No. etc. of the signatory as per the revised specimen
(Annexure-I).

3. Strict compliance ofthe above is solicited.

Sub: Printing of complete
Letters/Envelopes.

communication address on

@. Majumdar)
Joint Secretary/ Railway Board

No.2021lO&NIi 2/5
Dated : 04.01.2022

All Officers & Branches in Board's Office and at Dayabasti, New Delhi.

RoomNo.533-C, Rail Bha*an, Raisina Road New Delhi- l I0001

Office Order No. 04 of 2022



W
xTl{f, TI{trR Government of India
ffi Fhrfiq Minlstry of Rallways

(tili dq Railway Board

Sub: Letter from Ollicers to bear comploto commu ication detnilsy'address of
Ministry of Railwnys including o:n dispatch envelopes.

CIC rvhile disposing of 1he Appeal No. CICIRAILB/A120181156445 drted 1,5.05.2Am

had directed First Appellate Authorif, Railway Board to prht complete address of Railway
Board on its letters, iacludiag the dispatch envelopes,

1.1 In light of CIC's above deeision, it has been decided that henceforth, in all
comrnunicatiors/instructions issued by different Dlreclorates of Board's Offioe, the phrase "Rail
Bhawar, Raisina Road New Deihi-110001" should be mentioned as foot note. In addltion,
Floor No,, Room No, of tie Signatcry shculd also be indioated betow the
NamdDesignetion/Teie No,Enoail_Id/Fax No, of the signatory. The complete address of the
signatory is also to be rnentionod on the dispatoh envelopes,

2, Slationery Branch shoqld ensure pdnthrg of complete address on Letter Heads ancl

envelopes. Wherever sommuications a1E sorrt direo'tly by Officers without using printed letta'
heads Bnd envelopes, the complete address details of the signatory should be ensr.ued including
on envelopes.

2.1 Acoordingly, Lelter fs,mat Bpocified in Appendix-10 "specimen forms of
conrnulications" ofBoard's MOP stands revised as pef Aaaexure-I.

3, The above may be adhered to scrupulously by all the concemed.

Ns.2V27lO&Ml2ls
Diledr24,02.2021

(8. Mrjurntlar)
Joint Secretary,[tailway Board

Stationery Branch- For ensuring prhting of oompleto address on letter heads ard
envelopes.

All Officers and Branches in Board's Office and Dnyabastl, New Delhi.

Room ),1o.-533-C, Rail Bhawan,RaisinaRoac{,New Delhi'110001

MOP Amendmont No, 16

Office Order I(o.14 of 2021



i A?PENDIX IO

SPECIMEN FOR]VIS OT C O.}IMUMCAIIONS

{Vide para 70(i)}

AtrneYure I

Yours faithfir["v -

sd,/-
(A.B.C.)

Secrotary or for Secretary

Railway Boad
Tele:No

Fax No..,.,..,,,........,,...,
lmail_ID.,.,,.,,,,......,.,,...
,.,,.,,,Floor, Room N0......,

(A,B.C.)
Secretary or for Secrctaiy

Railway Board
Tele: No....,,,.,.,..,.,.,.....

1, Letter (wtth Eudorcement)

GOVERNMENT OF INDTA (BHARAT SARKAR)
MIMSTRY OF RAILWAYS (R,A.IL MANTRALAYA)

(RAILWAYBOARD)

New Delhi, the... ..

To

Subject:-

SirJ

dated,... ..... ......... ..... , .,. .,. ,,.., I arn dirccted to say that . , ., ..

Ercl:

(Endorsement)
N0.,.,.,..,...,...,,. .,.New Delh! the
Copy forwardeil for infom:a1ion/nscossary Action to:

(r)
(2)

*With relerence to your letter No..,,.....,....,.,..

Rnll Bhawau, Rrisina Road, New Dolhi-110001

No.. .... .... .



gr{ir SSFR / GOVERNEMNT OF INDIA

tfi t'erfrq / MINlsrRy oF RALwAys
(H cIE / RAILWAY BoARD)

arql-o-q q-cfr fr{Er+ff,ianra 'd.t6

2021 Er orqtf,q 3ilarr +.14

fum: tfl dxrdrc +:rffi +r S{ t *t il+ sri T{t 3ik fcsr frqnr,i q* tr
rimrq m Xd'ffc"r k+toilrdr frrrin

A-erq qE-dr rrdar qa'm frf,i* 1s.os.2o2o h $+fl d.S.ilrg$l:tnr-j{rgqildrc,/
2018/156445 fi tudEr + dka iilA *l * !-Tq $ffiq ffi *1 frhr fu * t A
ffi'stg fi c-+ Jik icur lM qr H il6 ar X*r ca nfua frqr arqr

1.1 #fi'q {q-dr }nE}+ + r{d ffiq +'3rrdtm fr, u5 frfrw+ fuqr rrqr f fr m t
dit mrqldq * ER"d frhn-frq} 6m artr H*fr TiM/r{hf f qrq ftqlt + sq * "ta
r+a, rqfrar ts, T5 ffi-1 10001, Er+qi?r fror on't S{+ 3ffirqT, feamr+-at *
arfrlq{drffqrs{tq fi-{6-a-d 3nf$,qffi ;iE-r + drn a-s +itlrr, a.ryfl dq{ efi frer mi(rt
iqq ffi w efr csrarroal +,r X{r 

qdT frer or't
2- +qd-q,*rt srrcr qF..r d-cr ts 3ft-Rwrqi qr $ qi -' naur gftfi'.'d Giqr drvr
ad;qr6t 3rE$TnS qam R'ar IEd fcr ts 3ik m.tr) std frs dT-i H, il6r q-+ 3llr
lM w F$aTrr6-dt S [t TA qr l+*or gBft-qd ft-qr frrql

2.1 r+iwr, il6 6r sT-+dq q-qfr ft"++ra-e + cftftIq-1o f EBGE v* qflfc 6t
'tiqur il dti s{ *t srg+raa,-r h rEvr Ti?tfud Erqr dr w tl
,. T*l rm:dEiffi Edr{ {€6r srdqr-d$-fi qrea l6qr ilqr

A'16-"Zrz
Ti.2021/3r) ris ('slzs fA. rg{#1 '
ffit24.o2.2o2, O* uei6q a6
d-sd Frcz} nrsr- trr Fs 3ar lM q{ Tt tri +r {f,ur gBft*<a +r(i i frvr
fttsm/Trqrtr 

'MRGr 
- +-fi'q wfl J{rq}4 fi kdifi 15.05.2020 *. ffq 61 3rFrrd;r

gtrft'-.rd fii *, frq'l

qt6 6r+rc ritr aqrsd, {$ ffi + rrrt 3rffi alh rnerrir

EfrRfr rfrr
qa-ar afuortt#fi+ (f,il 3rrqtrr- t.€tq War 3rrfr4- + H,.* 15.05.2020 + :dEet
,d S:rfW $RrBiTffiA'/201 B/1 5644s t- r+crirf, fl.I

*.'qlr i.sse fr, l-d ffifr, {r:rfim lts, il$ fedr-110001


