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Technology as the Game Changer

• ICT as an important instrument for 
improvement of public service delivery
– Railways– Railways

– Airlines

– Banks

– Commerce

– Government



E-Office at LBSNAA

• Creation of e-files and e-receipts

• Complete migration to a paperless office

• Easy for all the staff to identify with e-files 
and e-receipts – look alikeand e-receipts – look alike

• Leave ,Touring, Supplies & Services  and 
Feedback into work flow automation



The Road Map

• Commitement of LBSNAA management to introduce e-office
• Development of e-office software by NIC
• Commitment of NIC
• Gap identification and Procurement
• On site support by NIC 
• Training of officers and staff• Training of officers and staff
• Scanning of files
• Installation and testing of the new system
• Migration to e-office
• Follow up
• Clearance from CAG for e-files and scanned vouchers
• Upgradation of the system
• Computerised accounting and inventory management



How the system works

• Scanning of receipts in CRU
• Forwarding electronic receipts to superiors
• Marking of receipts to subordinates with remarks 

(margin notes)
• Creation of file by the dealing clerk/attaching the e-

receipt to an existing e-filereceipt to an existing e-file
• Noting by dealing assistant/superiors
• Draft preparation by assistants – editing by superiors –

approval of draft
• FC for signature and dispatch
• Scanning of dispatched letter and e-letter sent to 

concerned assistant for attaching in the concerned e-file





































Gains
• Enables working from anywhere in the campus

• Editing of drafts made easy

• Movement of files immediate

• Saving of manpower e.g. role of Personal Staff including peons

• Reports of pending files and receipts generated with ease

• Possible to immediately see files pending with subordinates

• Monitoring and control of file work immensely enhanced

• Better archiving and control of records/data

• All notices on dashboard

• All circulars, rules, standing orders, office orders on KMS with search 
facility through key words

• Leave and tours approved and accounted for through work flow system

• Indents and planning of inventory through e-system


