
LIST OF SYSTEMIC IMPROVEMENTS TAKEN UP BY RAILTEL VIGILANCE 

 

S.N Date Subject Background System Improvement as 
Advised 

1. 10.01.2020 Annual 
Property 
Return (APR) 
for Vigilance 
Clearance 

DoPT guidelines issued from 
time to time mentioned that 
Vigilance Clearance shall be 
denied to an officer if he/she 
fails to submit his/her Annual 
Property Return (APR) of the 
previous year by 31st Jan of 
the following year.  

Advised HR department to 
invariably mention the date 
of last APR filled by the 
employee while seeking 
vigilance clearance.  

2. 04.03.2020 Procurement 
Manual  and  
Training of 
Executives 

A tender case was 
investigated in which various 
procedural lapses were 
observed. It was seen that the 
same was due to non 
availability of in house 
procurement policy/manual.  

1. Preparation of 
procurement manual. 
 

2. Training of Officers in 
tender and procurement 
matter. 

3. 10.08.2020 System 
Improvement 
in HR Policy 
for TA/DA 

While in a case investigated by 
Railway Board Vigilance it was 
observed that an employee 
claimed for “stay by own 
arrangement” while on official 
tour to a particular city where 
he have been using RailTel 
owned accommodation for his 
family.  

Modification/Review of 
TD/DA Policy was advised to 
incorporate suitable 
provisions so that any 
employee doses not miss use 
the policy.  

4. 10.08.2020 System 
Improvement 
in ERP 

While examining a case it was 
observed that while filling 
reimbursement claims in ERP, 
it was found that: 
1. Employees were able to 

file claims against official 
tours even when the 
official tour was not duly 
approved by his/her 
controlling officer. 

2. In some cases it was 
found that employee 
were able to claim twice 
against the same item for 
the same date. 

System Improvement in the 
ERP software were advised to 
ensure that: 
1. ERP should not allow 

submission of the claim 
by the employee till the 
tour is approved by the 
Competent Authority in 
ERP. 

2. ERP system should not 
allow any claim for the 
same item twice for the 
same date.  

5. 14.08.2020 Identification 
of sensitive 
posts in 
RailTel. 

It was seen that the last 
exercise of identification of 
sensitive post was done a 
decade back, which is not in 
line with the current 
organizational structure and 
nature of work being done in 

HR department was advised 
to review the list of sensitive 
post in RailTel as per the 
current organizational 
structure.  



RailTel.  

6. 01.09.2020 Scrutiny of 
Annual 
Property 
Return 

While scrutiny of Annual 
Property Return (APR) it was 
found that 237 executives 
have not filled their APR even 
by Aug’2020 which is 
supposed to be filled by 31st 
Jan 2020. It was further 
observed that the format of 
APR in ERP had certain short 
comings towards selection of 
the year for which the APR is 
filed. 

The following system 
improvement have been 
advised: 
1. In the ERP format it was 

advised that instead of 
current year as displayed, 
it should display the 
previous year with no 
option to select/show 
current year as on the 
date of filing of APR. 

2. While filing of self 
appraisal by the employee 
in ERP it should be 
ensured that the 
employees mandatorily 
submit the date of filing 
APR.  

3. Contractual employees 
(on the roll of RailTel) 
should also be advised to 
file their APR.  

7. 08.10.2020 Systematic 
improvement 
in hiring of 
vehicle.  

During examination of a case 
regarding hiring of vehicle for 
a project work, certain 
systemic shortcomings were 
found. 

The following systemic 
improvements were advised: 
1. Logbook must be 

compulsorily provided by 
RailTel and that must 
include the column for 
Name, Designation and 
purpose of each trip and 
signature of the officials 
using such vehicle. 

2. Name, Designation and 
purpose of visit of the 
officials must be entered 
in legible form in the 
logbook by each official.  

3. The duration of use of 
vehicle must be provided 
in the terms and 
conditions of the contract 
along with period of 
extension, if any.  

4. The logbook should also 
mention the concerned 
authority to whom the 
vehicle is attached.  

8.  05.02.2021 Systemic 
improvements 
in Tender 

Entries of Tender number 
sequence wise for each 
financial year are taken or 

The following systemic 
improvements are proposed: 

1. Concerned Executives 



Register 
entries. 

entered in Tender Register to 
maintain uniformity for record 
purpose. Entries from Aug 
2020 to Dec 2020 (till date) 
has been considered for 
inspection of entries. 

who are doing entries 
of new Tender 
number should sign 
with Full name, 
designation and Date.  

2. Two more columns 
related to date of 
floating of Tender 
and Final Tender 
status should be 
added (E.g. Not 
floated with reason 
mentioned or 
discharged or allotted 
with x% below/above 
etc.) 

9. 05.02.2021 Inspection 
related to 
attendance 
sheet of Data 
Center 
Gurugram 
outsource 
staff during 
surprise visit.  

Attendance- January 2021 
Month of Data Center 
Outsource staff. Data Center 
Outsource staff date wise IN 
and OUT timing of each 
outsource staff for January 
2021.  

Following Systemic 
improvements are proposed: 
Attendance sheet must be 
forwarded with Dy. General 
Manager/DC or any RailTel’s 
regular officials signature.  

10.  08.02.2021 Surprise 
Inspection of 
Server Room, 
East Kidwai 
Nagar, New 
Delhi.  

Inspection of Server room at 
EKN was conducted. The 
maintenance of equipment is 
under supervision of Senior 
Manager/Electrical. 
Requirement of various 
inventory is taken care from 
imprest of Senior 
Manager/Electrical. Day-to-
day operation related matters 
are resolved either by NSL 
executive or by RailTel 
electrical team.  

Systemic improvements are 
required regarding 
maintenance of spares and of 
logbook for failures and 
rectification of faults.  

11.  12.02.2021 Periodic 
Inspection of 
physical 
conditions of 
files of NTP 
department.  

1. The list of files 
maintained by 
each executive 
was provided on 
demand.  

2. Based on the list 
provided the 
above mentioned 
files were picked 
for scrutiny for its 
physical condition 
and other details 
like page 

The following systemic 
improvements are required 
to be implemented: 

1. The files should be 
checked so as to 
ensure that each 
document is stapled 
and each document is 
numbered 
sequentially.  

2. All files available with 
executives should be 
checked for 



numbering t 
noting and SN 
side, signature 
with dates etc. 

maintaining good 
physical condition of 
the same and the 
cover of the file may 
be changed 
whenever required. 

12.  10.02.2021 Periodic 
Inspection of 
physical 
conditions of 
files of HR 
department. 

1. HR department 
maintained register 
with name of Case 
Book for opening of 
the physical files. 

2. Based on the case 
book 6 files have been 
checked for its 
physical condition and 
other details like (No. 
of page, noting and 
S.N side, signature 
with dates etc.). 

Following Systemic 
improvements is required: In 
the case book it is advised to 
maintain entry of files in a 
format which may include a) 
s. no. b) File no. c) subject of 
file d) opening of date of file 
e) file opened by. 

13. 17.02.2021 Periodic 
Inspection of 
physical 
conditions of 
files of ITP 
department. 

1. The list of files maintained 
by each executive was 
provided on demand.  

2. Based on the list provided 
the above mentioned files 
were picked for scrutiny 
for its physical condition 
and other details like page 
numbering noting and SN 
side, signature with dates 

etc. 

The following systemic 
improvements are proposed: 
1. Care should be taken 

so that each noting 
page document is 
numbered 
sequentially.  

2. There should not be 
any loose sheet in the 
file.   

3. All files available with 
executives should 
contain the name of 
the executive who is 
maintaining the 
same.  

4. The files should be 
checked so as to 
ensure that 
documents under 
one SN are firmly 
stapled/tagged and 
each document is 
numbered 
sequentially. 

14. 01.03.2021 Periodic 
Inspection of 
physical 
conditions of 
files of EB 
department. 

1. The list of files maintained 
by each executive was 
provided on demand. 

2. Based on the list provided 
the above mentioned files 
were picked for scrutiny 
for its physical condition 

Following Systemic 
improvements are proposed. 
1) Care should be taken 

so that 
correspondence page 
documents are 
numbered serially.    



and other details like page 
numbering noting and SN 
side, signature with dates 

etc. 

2) All files available with 
executives should 
contain the name of 
the executive who is 
maintaining the files.  

3) The files should be 
checked so as to 
ensure that 
documents under 
one SN are firmly 
stapled/tagged and 
each document is 
numbered serially.   

15. 12.03.2021 Periodic 
Inspection of 
physical 
conditions of 
files of DNM 
department. 

3. The list of files maintained 
by each executive was 
provided on demand.  

4. Based on the list provided 
the above mentioned files 
were picked for scrutiny 
for its physical condition 
and other details like page 
numbering noting and SN 
side, signature with dates 
etc. 

Following Systemic 
improvements are proposed. 
1. Correspondence pages 
should be numbered serially. 
2. It may be ensured that 
documents under one SN are 
firmly stapled/tagged and 
each document is numbered 
serially. 
3. Page numbers on 
correspondence side and 
noting pages should not be 
marked with pencil.    
   

16.  19.02.2021 Finance 
Department: 
Periodic 
Inspection 
related to 
payment 
vouchers. 

Payment Vouchers processed 
for Payments by Corporate 
finance with related 
documents like ERP PO/LOA, 
GRN, Delivery Chalan and 
Invoice. Payment processed 
through Payment Vouchers 
are generally done through 
three steps approval. Ist 
Initiator, 2nd Sr Mgr/Fin and 3rd 
is Addl. GM/Fin/CO.  

Following Systemic 
improvements are proposed: 
1. While Signing on ERP 
Payment Voucher each 
official should sign on each 
page of report. 
2. While Signing on ERP 
Payment Voucher and ERP 
invoice reports, each officials 
should sign with Full name, 
designation and date. 
 

17.  02.06.2021 Periodic 
Inspection 
related to 
maintenance 
of physical 
files and 
record 
maintenance 
of files under 
Admin 
Department. 

Files were checked for their 
physical condition along with 
checking of noting and 
correspondence pages with 
systemic numbering, dates, 
signs etc.  

The following systemic 
improvements are required 
to be implemented: 

1. Executive should take 
due care in assigning 
the page number to 
noting pages and 
should ensure that the 
same is numbered 
sequentially. 

2. The correspondence 
pages should also be 



marked in sequence. In 
addition, important 
papers like bills/invoice 
should be given specific 
serial number. 

18. 02.06.2021 Periodic 
Inspection 
related to Lift 
failure and 
progress of 
rectification 
Job Card 
Records 
(Gurugram 
Office CO) 

Lifts Daily Check done by 
Outsourced Lift Executive 
(Gurugram Office CO) is 
regularly being entered in Lifts 
Daily Checklist Record. 

The following systemic 
improvement is proposed: 
 
All entries done by the Lift 
Operator (outsource) at 
Gurugram Office must be 
duly verified by concerned 
regular official of RailTel. 
 

19. 02.06.2021 Periodic 
Inspection 
related to 
Vehicle 
Register 
(Gurugram 
Office CO) 

Entries of vehicle number 
entering in RailTel Gurugram 
Office premises sequence wise 
are being done or entered in 
Vehicle Register for security 
and for record purpose.  

The following systemic 
improvement is proposed: 
 
Concerned persons who are 
making entries of vehicle 
number should enter full 
vehicle number to avoid any 
lapses. 
 
 

 

 


