
No. L.253.AC.155/lnsp. 

Sr. DEE TROICSMT, BSL, NGP 
Sr.DME OP/PA 

DME O&C/SUR 

c/ 

c/ 

Has.AT.4Z. 400001. 

CEE/OP Instruction No. 04/2023 (Revised) 

Date: 05.04.2023. 

Sub: Revised inspection format for Running Room and Crew Booking Lobby 

Please find enclosed herewith Revised inspection format for Running Room and 

Crew Booking Lobby. These are the guidelines, which can be used during inspection of 

Running Room and lobby by Officers/Supervisors. 

Ref: This office letter No. L.253.AC.155/Insp. Others dtd. 03.03.2023 

PCEE/CR: For kind information, please. 

(H.M.Sharma) 

Chief Electrical Engineer/Operation 

DRM/CSMT, BSL, NGP, SUR & PA: For kind information. 



1 Date
2 Lobby
3 Staff on duty
4 SIGN ON & OFF  is being done through CMS or not
5 Whether CMS is integrated with beathanalyzer or not
6 Whether CMS is having Bio-matric facility or not
7 BA instrument along with diposable straw is avl/not avl. Spare BA avl./not avl.
8 % of Sign ON as per fetch  rule in CMS 

9
Manual Sign ON & Sign OFF register is available or not and remarks related to manual Sign
ON/OFF are available or not.

10 No of KIOSKS available and working properly or not
11 Whether All safety circulars,Instructions for Loco Running Staff are fed in CMS. 
12 Whether caution orders are fed in CMS. 
13 Whether caution orders copy issued to both LP & ALP.
14 Whether 25 points for prevention of SPAD displayed
15 Whether 20 points for prevention of SR violation displayed
16 Whether CBC (Computer Based Counselling) available/not available
17 Display list of recent SPAD cases
18 Status of attention of abnormalities referred by crew in CMS.
19 Bio-data of Loco Running Staff  is properly updated in CMS.
20 Month wise lobby utilization
21 9 hrs bursting % of lobby

22
Whether illuminated caution order boards displays caution order imposed sectionwise as per
caution order

23 PDD & PAD monthwise available or not

24
SPM analysis is being carried out or not. At least ONE SPM analysis should be done personally
by Inspecting Officer

25
Whether Signal defects/Engg defects/Loco defects are properly entered in CMS or not. 
Corrective action taken on defects or not and whether they communicated through which 
means to concerned LP

26
Check safety meeting register and find out whether safety meeting is being conducted every
month

27
Whether counselling is being carried out by Officers and CLIs and its records are available or
not

28
Whether G & SR, Accident Manual with the latest correction slips posted upto date are 
available with lobby in charge

29 Whether list of accident prone staff is available with lobby incharge
30 Whether list of staff addicted to alcoholic drinks is available with lobby incharge

31
Whether list of Screened Loco Pilots who are fit to run passenger trains is available with lobby
incharge

32
Whether list of Loco Pilots who are fit to run High speed trains ( above 130Kmph) is available
with lobby incharge

33 Record related to PR % for LPG & ALPs availablel/not available

34 Provision of Self learning module 

35 Availability of Walkie-talkie ,condition of Walkie-talkie ,Spare Batteries

36
Availability of Inspection register and remarks by CCCOR  on irregularities registed by 
inspecting officer/supervisors

37 Availability of FOG SAFE Device and its working status

38
Availability of Safety posters/Trouble shooting boards/Instructions related to latest guidelines
issued by Railway Board/HQ on BMBS  

39 System of LP & ALPs  personal store checking

40
Availability of RS Flap valve model and its register indicating number of ALPs trained to opearte
RS Flap valve

INSPECTION OF CREW BOOKING LOBBY                    



41

LRD registers of Loco Running staff :
a. LRD overdue register
b. Yard layout/signal layout/station layout countersigned by CLI/Lobby incharge/Controlling 
officer or not.
C. Any yard/station layout made by ALP during sign off.

42 No of fit Loco Running Staff used for stationary duty and its reason

43 Condition of furniture which is available in lobby

44 Whether rest room available or not. Beds are available in rest room or not

45 Whether power back up facility is available for lobby or not

46
Whether Good work done by Loco Running staff and unusual/failure on crew account was
displayed daily 

47 Whether 100% mileage generated through CMS/not

48 Whether working on CMS outsourced /not

49 Board indication staff wearing glasses displayed in lobby available/not available

50 Surprise inspection register by Sr.CC available/not available

51 Troubleshooting module of conv. Loco and 3-phase loco is available/not available

52 PME/Refresher overdue register available/not available

53 Provision of AC and its working

54 Availability of first aid box with proper medicines, its validation.

55 3D graient chart available/not available

56 Staff grievances register available/not available. Checking by Welfare Inspector /not.

57 Availabilty of Speed Guns



1 Name of Running Room /Station
2 Date of inspection                   Time    

Staff on duty

Bearer 

Janitor

Cook
4 General cleanliness of premises incl. bedrooms/reading rooms/toilet/Dining 

room/kitchen  
5 Accommodation-Adequate/Congested/Short. Any proposal to formulated for 

overcoming shortages

Sufficient no. of beds available

Sufficient no. of blankets available

Sufficient no. of mosquito nets available

Sufficient no. of table & chairs available

Adequacy of stock of linen

Availability of crockery, cutlery, cooking

Adequate provision of light, fan, night lamp, water cooler, desert cooler
6 Condition of cots-sagging/old/good
7 Condition of mattress, pillows
8 Condition of linen-bedsheets, pillow covers, mosquito net with frequency of 

changing
9 Condition of blankets and whether it is being washed periodically

10 Condition of kitchen
11 Condition of bathroom
12 Whether 25 points for prevention of SPAD displayed
13 Whether 20 points for prevention of SR violation displayed
14 Are newspapers being supplied
15 Is there any nuisance from outsiders
16 Are the cook and bearer clean and hygienic
17 Complaint book available or not
18 Availability of safety posters and fire extinguishers
19 Any suggestions to improve the condition of Running Room
20 Improvement  required to make it best                                                           

a) Engineering side                                                                                      
b)  Electrical (G) side                                                                                  
c) TRO side                               

21 Power supply back-up
22 Reception system
23 Furniture, cots, linen needs replacement (indicate in details)
24 Action taken by division for improvement
25 Centralized cooling system
26 Condition of toilets and improvement required
27 Subsidized meal supply available/not
28 Door, window condition
29 Drain system
30 Roof leakage, wall condition
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31 Boundry wall condition
32 Bottom light  in rooms
33 Partition in running room
34 Recreation rooms condition including sofa, newspaper,  magazine  etc
35 Provision of foot Messager
36 Yoga room condition and facility
37 Air dryer in toilet
38 Elaborate complaints recorded
39 View of LP, ALP  and Running Staff about running room be recorded
40 Grading of running room A,B,C
41 Whether Mobile phones are being taken in custody by R,Room supervisior at the

time of entry in R,Room

42 Proper lockers available with R.Room Supervisors for keeping Running Staffs
mobile.

43 Rain harvesting system available or not

44 Meditation room available or not

45 Whether any sytem is available to keep recordes of subsidized meals coupons and
it was cross checked by inspecting Officers and R.Room incharge.

46 Whether CCTV cameras are provided in R.Room and any records available
regarding checking of CCTV footage.Inspecting Officer /Supervisor must chcek
CCTV footage for availability of R.Staffstaff as per the occupancy register.

47 Whether maintenance facility and food facilities are outsourced.
48 Board displaying Contractors name along with duration of contract,availability of

contractor staff per shift

49 PME certificates of contractors staff

50 Whether payment details of Contractors staff available along with PF details



 

dz-la 
                   

1. 
 izR;sd flxuy

2. 
 flxuy ds 

3.  flxuy ds 

4.  fdlh vkSj xkM+h ds fy;s fn;s x;s flxuy dks viuk flxuy le>ukA

5. 
 

flxuy dks vfUre {k.k rd u ns[kuk rFkk 
gh flxuy gSA

6. 
 yky flxuy ls mfpr nwjh ij xkM+h dks [kM+k u djukA

7. 
 

XkkM+h ds izLFkku ds fy;s fn;s x;s izkf/kdkj dks Hkfy&HkkWfr u le>uk] mfpr izkf/kdkj dk u gksuk 
vFkok izkf/kdkj dk mYy?kau djukA

8. 
 czsd dUVhU;qfV] czsd Qhy ,oa czsd ikoj VsLV dks

9. 
 

xkM+h lapkyu ds nkSj
lapkyu ij /;ku u nsuk

10.  ’kafVx ds nkSjku] yksdks 
,oa dehZny jfgr ¿

11. 
 

yksdks Vªcy ds nkSjku 
vogsyuk djuk

12. 
 vfr vkRefo’okl ds dkj.k xyfr;kW djuk

13. 
 

LVs’ku ls xkM+h ds pyus ds ckn rFkk LVs
ls fudkyuk@j[kuk ;k blh rjg dk dksbZ vkSj dk;Z djuk

14. 
 

xkM+h lapkyu ds nkSjku okdh&Vkdh ij O;FkZ dh ckr djus ds dkj.k /;ku dk caVuk

15. 
 

yksdks@xkM+h lapkyu ds nkSjku eksckbZy ij ckr djus ds dkj.k /;ku 

16. 
 

xkM+h lapkyu ds 
O;FkZ@vuko’;d dh ckrphr djuk

17.  xkM+h lapkyu ds nkSjku >idh vkukA

18. 
 

M~;wVh ij iw.kZ foJke djds u vkukA

19. 
 Ekknd inkFkZ dk lsou dj M~;w

20. 

 

vkWu M~;wVh ds fy;s vfUre {k.kksa 
ykch esa mifLFkr gksus ij
dk iwjk le; feysxk vkSj dk;Z ds nkSjku vkRefo’okl jgsxkA

21. 

 

dk;Z ds le; ÅtkZoku eglwl u djuk
tk;sa ftlls vki u dsoy 
csgrj gksxhA

22. 
 Xkfr izfrcU/kksa ds izfr ltx u jguk ,oa mudk vuqikyu djus esa 

   

23. 
 

ALP }kjk
fuxkg@lrdZrk

24. 
 ALP }kjk

25. 
 

ALP }kjk lrdZ
[khapukA 

 

e/; jsyos fe’ku

 SPAD

 
 

                 SPAD ds eq[; dkj.k           
flxuy dks izHkko’kkyh rjhds ls dkWy vkmV u djukA 

flxuy ds igyw ¿AspectÀ ds vuqlkj xkM+h dh xfr dks fu;fU=r u djuk

flxuy ds igyw ¿AspectÀ dk iwokZuqeku djukA 

fdlh vkSj xkM+h ds fy;s fn;s x;s flxuy dks viuk flxuy le>ukA

flxuy dks vfUre {k.k rd u ns[kuk rFkk संतçुट u gksuk fd tks flxuy yksvj gqvk gS og gekjk 
flxuy gSA 

yky flxuy ls mfpr nwjh ij xkM+h dks [kM+k u djukA 

XkkM+h ds izLFkku ds fy;s fn;s x;s izkf/kdkj dks Hkfy&HkkWfr u le>uk] mfpr izkf/kdkj dk u gksuk 
vFkok izkf/kdkj dk mYy?kau djukA 

czsd dUVhU;qfV] czsd Qhy ,oa czsd ikoj VsLV dks izfdz;k ds vuqlkj u djukA

xkM+h lapkyu ds nkSjku gj le;] yxkrkj vR;ar ltx@lrdZ u jguk rFkk lajf{kr xkM+h 
lapkyu ij /;ku u nsukA 

kafVx ds nkSjku] yksdks dk lapkyu fiNyh dSc ls djuk rFkk yksdks dks lgh ls
ny jfgr ¿unmannedÀ NksM+ukA 

yksdks Vªcy ds nkSjku TSD/ Vªcy’kwafVx esa O;Lr g®dj flxuy ls /;ku gVkdj flxuy dh 
vogsyuk djukA 

vfr vkRefo’okl ds dkj.k xyfr;kW djukA 

s xkM+h ds pyus ds ckn rFkk LVs’ku ij igqWpus ls igys vius O;fDrxr lkeku 
ls fudkyuk@j[kuk ;k blh rjg dk dksbZ vkSj dk;Z djukA 

xkM+h lapkyu ds nkSjku okdh&Vkdh ij O;FkZ dh ckr djus ds dkj.k /;ku dk caVuk

yksdks@xkM+h lapkyu ds nkSjku eksckbZy ij ckr djus ds dkj.k /;ku 

xkM+h lapkyu ds nkSjku dSc esa yksdks ik;yV ,oa lgk;d yksdks ik;yV ds }kjk vkil esa 
O;FkZ@vuko’;d dh ckrphr djukA 

xkM+h lapkyu ds nkSjku >idh vkukA   

;wVh ij iw.kZ foJke djds u vkukA  

Ekknd inkFkZ dk lsou dj M~;wVh ij vkukA GR 2.09 dk ikyu u djukA

Vh ds fy;s vfUre {k.kksa esa Hkkx nkSM+ djuk && vkWu M~;wVh ds le; ls 15@20 feuV iwoZ 
ykch esa mifLFkr gksus ij xkM+h lapkyu ls lEcf/kr funsZ’k@ldqZyj bR;kfn dks bfReuku ls i<+us 
dk iwjk le; feysxk vkSj dk;Z ds nkSjku vkRefo’okl jgsxkA 
dk;Z ds le; ÅtkZoku eglwl u djuk && IkzR;sd vkWu M~;wVh ds iwoZ Luku djds gh M~;w
tk;sa ftlls vki u dsoy rkt+k ,oa ऊजा[वान eglwl djsaxsa cfYd dk;Z {kerk rFkk lrdZrk
csgrj gksxhA 

Xkfr izfrcU/kksa ds izfr ltx u jguk ,oa mudk vuqikyu djus esa pwd gksukA

}kjk] xkM+h lapkyu ds nkSjku LP dh xfrfof/k;ksa rFkk alertness
xkg@lrdZrk u j[kukA 

}kjk] xkM+h lapkyu ds nkSjku LP dks xfr izfrcU/kksa ds ckjs esa le; jgrs vkxg u djuk

}kjk lrdZ u jgus ij] vksoj LihfMax ;k LiSM dh lEHkkouk gksus ij le; jgrs

fe’ku     ‘’kwU; SPAD  

SPAD ls cpko gsrq 25 fcUnq 

            

vuqlkj xkM+h dh xfr dks fu;fU=r u djukA 

fdlh vkSj xkM+h ds fy;s fn;s x;s flxuy dks viuk flxuy le>ukA 

u gksuk fd tks flxuy yksvj gqvk gS og gekjk 

XkkM+h ds izLFkku ds fy;s fn;s x;s izkf/kdkj dks Hkfy&HkkWfr u le>uk] mfpr izkf/kdkj dk u gksuk 

izfdz;k ds vuqlkj u djukA 

u jguk rFkk lajf{kr xkM+h 

ls djuk rFkk yksdks dks lgh ls lqjf{kr u djuk 

j flxuy ls /;ku gVkdj flxuy dh 

ku ij igqWpus ls igys vius O;fDrxr lkeku dks cSx es 

xkM+h lapkyu ds nkSjku okdh&Vkdh ij O;FkZ dh ckr djus ds dkj.k /;ku dk caVukA 

yksdks@xkM+h lapkyu ds nkSjku eksckbZy ij ckr djus ds dkj.k /;ku cV tkukA 

nkSjku dSc esa yksdks ik;yV ,oa lgk;d yksdks ik;yV ds }kjk vkil esa 

dk ikyu u djukA 

Vh ds le; ls 15@20 feuV iwoZ 
k@ldqZyj bR;kfn dks bfReuku ls i<+us 

u M~;wVh ds iwoZ Luku djds gh M~;wVh ij 
axsa cfYd dk;Z {kerk rFkk lrdZrk Hkh 

pwd gksukA 

alertness ij yxkrkj 

dks xfr izfrcU/kksa ds ckjs esa le; jgrs vkxg u djukA 

dh lEHkkouk gksus ij le; jgrs RS dk u 

 e/; jsyos 




