
^-
l/

WESTERN MILWAY

P.S.No. 118/2013 Headquarter Office,
Churchgate, Mumbai-20

No. E(R&T)l136/0 App.N/lvol.ll Date:16.01.20'14

To,
All DRlvls / CWMS & Units lncharge,
C/- cenl. Secy., WREU-GTR / WRMS-BCT.
Cl- ZG-All lndia SC/ST Rly Employees. Assn,'W Zone, Mumbai
Cl- ZG-All lndia OBC Rly Empl. Assn, lvlumbai.

Sub: Revision of Training period for Commercial Clerks (Booking

Parcel & Goods)

A copy of Railway Board's letter No.E(NIPP)2009/'ll34 Pt. dated
20j22013 (R. B.E. No.134/2013) is sent herewith for in{ormation, guidance
and necessary action.

Encl: As above.

.,.MM\Y
APO(R&T)

For General Manager (E)
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GOVERNMENT OF TNDIA (SnTd rrfiR)
MtNrsiRY Ot RA .WAYS (td dT-drc)

RATLWAY EOARD (hri atg)

New Dethi,

RBE No.i39120t3

doted:20.12-2013No.E {MPP) 200911l34 Pt.

*,#e ceneroi Monogers,
Alllndiqn Roiwoys.

SLlbi Revision of Troining pedoclfor Commerciol Clerks (Booklng,
porcel & Goods.J

ln view of the chctnged iob requiiemenis of Commerciol Clerks, and with the
opprovgl_of. Boord {MT & MS) it hqs been decided to revjse ihe exisjinq jro nrng
schedule forlhe Commerciol Clerk os under:

S-No Course Delo;k No- of Dov\ Ploce of Ttolninq
Coochinc Theorv I Concerned ZRTI/Tro-Cenlre

2. Coochinq Proclicol 2 Anv Roilwov Siolion
3. P(jrcel/Goods Troinino I Concemed ZRTI/Trq.Cenlre
4. Porcel/Goods Proclicol 2 Any Roilwoy Stotion

Tolol lroininq Derlod 20

2. the 2A doy ltoining modute Wlj provide the retevont lnpuls perioining 10 iickel
sole throogh UTS/PCT, cosh hondling, detoils of vorious MtS & repor,fs, p.ep;roion oJ
teturns,. concessions, aefuno3, relevoni rules of Comn-lbrc;oj Monuol ond Cocching
lorlffs, inpuls irom UTS monuoi ond some salieni feolues ol cuslomer core ond relevonl
inputs perioining io fcrwording noles. p.Wdy bilts, Roitwoy Receipts, Coochinq toriff.
Porcel Monagemenl System, leminal Monogemeni System qnd deioils of vbrious
Reiurns, Bolqnce Sheeis & MlS.

3. The 20 doys lroihing progromme on Cooching ond porcel/coods coNshls of t6
doys theory ond 4 doys ol prociicol iroin:ag os indlcoied obove. The Course'o' e' rs/|.o n ag .nodLle:s erc o ec o. Ann€ru'e-A.

4. Fc 4ovs olc re?LJeo ro _1pe'']err, I i5 evr-cl lroi.rq sc.lFo-q;1 respeel o,
newl/ recrurted Commerc io Clerks {Booting, Porcel/coodsl ioining hereoiier, ofter lheir
Oppo In-enl o-l -1e Roil,o)s.

5. \ild v' oc(no4 ooge .e-e p..

DA:Troining Module (Annexure 'A'J

j,/
\ffifi,)t>

lanurooni sinol)i
Directo(MPPj
Roilwoy Boord.
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ANN.E'XURE 'A'

iRelevonl rules of Cornmerciqi Monuol &gooching Toriff
ii.lJn-reserved Tickeiing Syslem & olher
lypes of ficket\
iii.Concept of Efl/BpT ohd othermonev
volue book, worronls elc.
Iv.Concession & Refunds
V. Detoils of vorious MIS & ReDods
vi.Paeporolion of Relums E Coochin.r
Bolonce Sheel.
vii.lnpuls from UTS monuot
viii.Solient features of Cuslomer Core &
ViqllOnCe Aworc^Fcc

Concelned ZRTl/l.g.Centre

i doy

I doy

I dqy

I dqy
I doy
i dqy

I doy
I doy

Coochlnd procf,col

Procticol hqnds-on jroining Al Any Bqilwoy Stdtion

Lconcepl of Forwording Note, p.Woy Bills &
r<o woy Receipts
jl.Relevqnt inputs of Commerciol Manuol
xr.Cooching Torift {porcel & LLJooooel
iv.N.filijory Todff
v.Red loriff
vi.Porcel Monogemeni Svstem
vii.Ierminoi Monogemeni sysiem
viii.Detoils of vorious Returns, EolonceSheeJ
& Mls

I dov!

I doy

I dqy
1 doy
I doy
I doy
I doy
I doy
'I doy
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tqq: qrBfua frM qADT, ci+d !d I$r1 * R(' cft}arq rafr C.dsfrrrar

q|fitu{ frffi + 614 ff E-re F$ s{i{?it *} isi w aqr *6 (g{s
ffirllrr qii F{s Frfi-O * gr_ddaa t q:fiFqq Rffi * dl-{dT qftIfrsr {r+fi.q
6i 6raq'rn dqies *l* at Rfrsqs frqr ?rqr t:

lTrcit{6r{
td dflF{
(H*f)

*. +F-d{ff) 2oosr1t34 \tt.

a-6rcdE6,

c?fr ,{r$q tS:

$r{fi {. €qr2ot3

dg eF*, fraifi: ao- 12-2013

2. 20 frti t qtrmTq #sqd * {}r'g^l$& * e&:q"q t ffi f,r BSt, &?T

ffifrr, RBd aasr$r'e ra M +r q?n, ft-e* *qR q..[i, ft-qrrrd ii, R.drd fl+.
afiGq-o lMr aqr a1€ier tRF *' i-rrd M, €qll ffit S ww gaSc

fr?n *q*'*sr $ mifi-a qo qe ful*ac,fi'd *liF-d d"rir 5aga:ltr grlqq;M,
fr-t fnd', d {ffi, *iBzr tftq., fr-{ eiilrq cvn-&, zfi-4d ldtra yqrfr aqr

EBc' fr.d, **q rftd lti sa3i€('s + aqtd t {rifud d"rd gagc .1t+r arr*r
3Iq{I I

g. a\fi'rr aw ur*aqelr t Siifud 20 ?Fn * cffltTol i6d-irq { r'or sa}s ftrr
rra'$EsR 16 BdJ. fr ralt dqr 4 frnt or lR-rco cRiffqr ftql ql('rnl qqqtrq €r

hsq-a€/ cfirHur FirqE 3r Frfiifi 5 c{ dTtd tt
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F-'I g. cr€c*'F m {-qt{i ffi€rdsr cFtirqr 6I Fna
1. *iftir drt 8 {*e-a +srm-e+r*eFm!r #il
2. 61Fi4 SRErd 2 Rdd*raq{

cr+irr{r-s i?*!r 8 litifua +sat&{rEr rFwq +fr
4. crfdf{ss ifiFc*-{ 2 HtHd:lraqt

q-o vftteq $qfr 20
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YrftttA)'t''
FT-*trh

Aierr (!rS41
Hd3

' q6'ai'df, GAia zo.t2-2013

1. 
"swf{,('a{crii${q, 

s +qsi6 fu, € er* +i qq-.dr* gs $frk*-d cffi
sR-sr

z. E-orsBq, <'snfu{r€6, +, r*s t"* +s, rS eF* s} q.Ead ss 3{ftft-fi cffi
sFdr

r. r5wfu*, *!rn, ms ri. 2seq, td s{ea6} q{dr{ F 3rBttr cfr{f qf€-d'

+. qErsfuE, $*q, fr-fir ;i. 26s, l-{ rd-a, a{ €rdt si qfir{ 5 sfrk€ sffi
Effd
{r{rq qftq-d&s{Fffq cftc-d * €rff TctT €qr €ffc, g,ffi cH, 1a'*, ffirerr
11-s. a+ ldRft sI 90 sffftfi sFd qtrdl

aFTsR-{, r'rtT$rnctqq qdR{'an', 6qirT ri 2ss* tc a-qa, a5 Gd qt

I
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4. d t 3{trr fr srdt e B,i W wfigfu # arq srGsq $ Rr5a ari Er}

T *d k''rrrt qr&Fqc, Rffi qt*iT., qoiiarSqg) * *fu * deitud cRwq a,{

s. ?qqT cr+fr ft

t'iarrc: yFtnq *rd-*-a lnEcrr4, '*,1

ri f{vcCr*) 2}Osr1ts4 ctt.

cRRft ttua :

5.

6.

5 3+frfoff cfui €Fdt
7, Fdr€Fd, 3rtufr 8{R-&q 3EqA-d qifr eii 3rfifud' ila-frrfr tdd q;ffi

r'$Rqrrd, 171/fi-3, E{a d{, H afd*, T* ffi (15 $RiIfr cffi sFd-d)

*frq A"fge##tlYrff'



"rtvlfu6, 
rdrqfiT 11l-6-.T. cr5fi aE Tlisr fi' rdq €enfua sREJur 4'r{Fff
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ffi g. qFftiur d-sqfi 3.dfu FTlfi'

1, alFfrr tififr
i. ErftGq-6' Frqql{di !?i
fi)fu4 tltF + €'rrd Fqq

ii. :ranf,Fa fu{c cqt-& q?i

3r;q fug A A6t
iii, ffiH+& dtn s.q 'r*

€-dC. g+., Eriz 3nfr €r
SiIqRqT

:v l{{s-a iff (rti ft{rs si..ar

v. trft-a' r'ca{riw ad ffireJ

vi. Rrrt lti +1ff4 d-Ss rtrc

tqr F{frr
vii.TtRrs ffi C ffF

gaF
viii. 7Jrds' tEr !d ffi4nT

ald]T+-dr t m*fr-a qu
freM

8

{{trg *$fia3fftrfirtq{sr ar.s

1Ffi

1fud

'r ?d

1Fd
1 16r

1Fd

1 lfrr

1e4

2. 6lfr{ *er*,-fi
*Rr+-d Sgs-3ia cRIsroT

ifi:ff Tfi ldri TIII{ Y{
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qr*frfrl-'€ drft

i. 3rrsvr drdi, fi i-ieit lri
d {*d fr i{aqflqr

ii. arff'trTtr A-4fiia-S *
*m g*"1-c

iii. q*ftir tfts' tqd'aran-sl
iv. *;qx tfts'
v. ts tftct
vi..nf* xitra ;rgtrdt

vi'.e*ra iiEtra cqrdt

viii. &Ba ?{e;if, f$s rH
11i r.qSTrS("g sr id{r

8kr

iiie. d!3rrrar{fifflHqr #6

1F;r

I tqi

I lq.l

I iqrl

1Fd
1 fqa

1Ad

4. cr*dl rrf€ iFrcid 2F{ fr;S*Rrtravr

g"c rfitttut ra$ 20 fra


