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Commissioner (FW) & NRHM-Mission Director  

Before launch of e-file system… 

 

 

After launch of e-file system… 
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Background 

 

 The need for effectiveness and transparency in Government processes and 

service delivery mechanism is a long-felt one. Moreover large volumes of files are being 

managed and processed in all the Government offices which include documents like 

policies, forms, decisions, circulars, guidelines and standards, annual reports, office 

orders, office memorandums, manuals and so on. The physical file movement of these 

documents incurs a lot of time and requires a continuous monitoring from desk to desk 

before the final decision is made by the senior officials. Consequently, many crucial 

decisions get delayed due to the low movement of files and/or non availability or 

absence of the senior officials in the office for clearing these files. Theft and missing of 

files is also not uncommon in most of the government offices. The immediate need in 

this scenario was to have a system where an authorized employee can locate the 

required documents and/or files in the shortest possible time, update and share them 

with other relevant users and eventually store them with proper reference. This will 

make the system not only efficient by speeding up the decision making process but also 

make the office virtually paperless.  

 

 Impressed by the initial project of e-filling by NIC at The Lal Bahadur Shastri 

National Academy of Administration (LBSNAA), Mussoorie, the Commissioner (FW) and 

Mission Director of National Rural Health Mission, Mumbai (commonly abbreviated as 

NRHM) immediately arranged an initial presentation for the NRHM officials followed by 

a discussion on various issues like security, record keeping, audit, language, data 

corruption etc. All these issues were resolved through continuous meeting and training 
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sessions and sensitization and motivation of the staff. Eventually the advantages 

outweighed the inadequacies and finally the decision to initiate and implement the e-

filling project at NRHM, Mumbai and Pune was taken. 
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Introduction 

 
 To augment the operational efficacy of the Government offices and for 

decreasing the overburden of piling documents, the e-file system has been launched. 

The main aim of this project is to create smart office environment by doing away with 

the cumbersome load of documents and files and move towards a transparent and 

accountable system. Streamlining of the workflow and effective monitoring to reduce 

the processing delays is also at the core of the e-file system.  

 

 Considering these benefits, the Government of Maharashtra has approved the e-

file system vide GR dated 15 Feb. 2012 (GR attached in Annexure). As this is a totally 

secured web based system, the Government has also given permission to preserve the 

financial documents electronically. Government of Maharashtra is one of the pioneers in 

promotion of Information and Communication Technology and e-governance in India. 

National Rural Health Mission is at the forefront in launching this system in order to 

give transparency and access to information on public administration processes which 

has been the thrust area of e-governance in the State.  

 

This system is an initiative of Honorable 

Additional Chief Secretary-Public Health Shri. 

Jayantkumar Banthia, Secretary 2 Public Health 

Shri. Bhushan Gagrani and Commissioner 

Family Welfare and Mission Director-National 

Rural Health Mission (NRHM) Mumbai, Shri. 

Vikas Kharage. In addition to the NRHM Mumbai and Pune office, this system will be 

Pune 

Mumbai 



e-filing – Reduce paper…Save trees! Page 13 
 

gradually launched in other offices of the public health department, govt. of 

Maharashtra in Pune, like National Vector borne Disease Control Programme, Leprosy 

Control Programme, Tuberculosis Control Programme and IEC Bureau. In the next 

financial year it has been planned to cover the entire Public Health Department at the 

State and divisional Level. 
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E-file inauguration on 13th March 2012 at Mantralaya, Mumbai 

at the hands of Hon. Shri Suresh Shetty Minister for Public Health and F.W. 

 

Hon. Shri Suresh Shetty Minister for Public Health and F.W. and Hon. State Minister for 

Public Health and F.W. Prof. (Smt.) Fauzia Khan, Additional Chief Secretory Public 

Health Shri. Jayantkumar Banthia, Commissioner F.W, Mr.Bhushan Gagarani, Secretary 2 Public Health 

and Mission Director NRHM Mumbai Shri. Vikas Kharage  at the E-file inauguration in 

Mantralaya,Mumbai. 

 

 
Hon. Commissioner F.W. and Mission Director NRHM Mumbai Shri. Vikas Kharage at the E-file 

inauguration in Mantralaya,Mumbai. 
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What is e-file system? 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



e-filing – Reduce paper…Save trees! Page 16 
 

What is e-file system? 

 

E-file System comprises of a systematic and stepwise process of distribution of 

day-to-day correspondence, managing the Inward/Outward documents, movements of 

files followed by remarks & decision making by the senior officials - all through an 

online computing system. Being a secured web based system; it enables the officers to 

clear the files even if they are on tour. It saves their time as well as enables faster file 

movement & brings transparency in the office procedures unlike the usual manual 

system which piles up the files day after day. This leads to a faster decision making 

process. 

 

 

The e-File supports the complete lifecycle of the electronic file creations and 

transparent movements from one officer to the other and thus speeds up intra-office 

communication. It creates a Central Document Repository of documents that can be 

accessed by all users based on their roles and access privileges. It also helps fast 

movements of the files and the urgent files can be cleared within a short period of time. 
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Even file from the other offices or other districts can be received within fraction of 

seconds. This helps the seniors officials continuously monitor the file movement which 

in turn reduces the pending time of the document with the other officers. The system 

has the powerful search option which enables the search of any file or receipt by putting 

the relevant keyword. It is a workflow based application for enabling an end to end 

electronic file movement across the office. Using e-File, the user can create electronic 

files, add noting to the files, create draft for approvals and attach correspondences in an 

easy and user friendly way. 
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Objectives of e-File system 

e-File 
Objective

Efficient

Effective

Accountable

Transparent

Employee 
convenience

 

The objectives of an e-file system can be described precisely in the following bullet 

points- 

 An efficient e-File System 

i) Individual Efficiency 

a) Speed in Decision making 

b) Error free output 

ii) Organizational Efficiency 

a) Speed in Decision making 

b) Collaborative work Environment 

c) Speed in Communication 

d) Optimal utilization of resources 

e) Scalability 

iii) Efficiency from External Perspective 

a) Minimum interaction 

 An effective e-File System 

i) Result / Outcome orientation 

ii) Quality of output 
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iii) On – time Delivery 

iv) Cost effectiveness: Value for money 

v) Culture of discipline 

vi) Soft skills development 

 An accountable e-File System  

i) Traceability of decisions 

ii) Adherence to service levels 

 A transparent e-File System 

i) Accessibility and Availability of information 

ii) Set procedures/ norm followed 

 Employee convenience 

i) Ease of use 

ii) Trusted digital environment 

iii) Reduction of efforts 

iv) Ease of retrieval of files 

v) Remote functioning 

vi) Employee benefit/ Administrative activities 

vii) Personal growth/ Skilled workforce 

viii) Online help/assistance (Help Desk) 
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Implementation of  
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Different phases of implementation of e-office 

 

1. Discussion regarding implementation 

Implementation of e-File in NRHM office of Maharashtra has been done in the following 

three stages:  

1. Planning (or e-file Deployment Planning)  

2. Execution (or e-file Deployment Execution)  

3. Adoption (or e-file Adoption)  

Before the actual implementation, comprehensive discussion on the following issues 

was conducted - 

Awareness presentation -IEC 

NRHM made an initial presentation to the department highlighting the key features of 

the application and outlining the deployment plan.  

Deployment handbook  

NRHM also provided a set of guidelines to the department for assistance during 

deployment, which it can use as it, is or customize. This has been described in the 

deployment handbook.  

Department project team  

Every department then appointed a nodal officer along with other officers to form a 

project team (Core committee) that will drive implementation in the department.  

Preliminary study  

NRHM in some cases conducted a brief study of the department to understand its 

structure, functions, processes, and any special features, with a view to assessing the 

readiness and any potential roadblocks.  
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Allocation of funds  

Departments needed to allocate funds primarily for covering any gap in their IT 

Infrastructure. It was decided that NRHM, as the nodal department for this project, will 

provide the software, training and hand-holding support for the initial period of six 

months.  

Assessment of infrastructure requirements  

Our technical team carried out an infrastructure gap assessment study to identify the 

required infrastructure to be procured for the installation of the e-file system.  

Procurement and installation of necessary hardware and software  

Once the infrastructure required was frozen, the process of ordering and delivery was 

initiated. See the section ‘Infrastructure Procurement’ for more details.  

Digitization of active records  

Since most decision-making will now be processed through the system, the department 

will have to convert its physical files to electronic format. Any new files will also have to 

be opened in electronic format and receipts scanned and uploaded into the system. This 

process is called digitization.  

It involves two basic steps:  

1. Scanning of paper documents (e.g. letters, circulars, guidelines, reference)  

2. Tagging them with certain meta data prescribed in the system (based on certain 

guidelines)  

1. Scanning  

Since scanning could involve handling a large volume of documents, the department can 

decide to digitize them in one lot or stagger the scanning in phases.  
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2. Tagging and loading into the system  

Scanned documents need to be loaded into the system. e-file provides a user interface 

for this purpose. The tagging methodology will be covered in the user training.  

User setup  

This is the process of identifying the users, loading all relevant master data for e-file, 

setting up security privileges, and carrying out any other basic configuration required to 

get the product operational.  

Providing handholding support to address deployment issues  

Teams deputed from NIC will handhold users during deployment to make the transition 

to an electronic environment as seamless as possible.  

Manage user training  

We have arranged repeated user training sessions on the e-file application to all the 

users.  

Post-deployment support  

The handholding team positioned by the NIC team will provide support to the 

department for six months after it is made live. During the deployment, NIC will set up a 

cell to provide online and call-based support to users.  

Conduct detailed change management  

Working in an electronic environment is a major change to users at all levels. The 

NRHM/ department shall initiate suitable awareness and counseling sessions as well as 

suitable communication mechanisms in order to streamline the process of change and 

encourage users to adopt the new system enthusiastically. 

3. Preparation of proposal 
 

Initial proposal was prepared taking into account the number of users and the available 

infra-structure. In the beginning it was decided to restrict the e-file system only to MD 
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NRHM, Mumbai office but considering the large number of files from Pune and other 

NRHM sections it was decided to extend the facility to the entire NRHM offices in 

Mumbai and Pune. Accordingly the initial proposal was sent for about 250 users. 

 

4. Fulfilling the Basic Requirements for implementing the E-File 

system 

Strong infrastructure and efficient manpower forms the backbone of any effective 

technical system. To implement the e-file system in our organization, some basic 

requirements of Infrastructure and Manpower had to be fulfilled. 

Manpower requirement 

At the outset of the initiation and implementation of the e-file system, the most 

important step was the identification and the decision about the number of users who 

would be actually using the system .This facilitates the process of sending the request to 

NIC for the DSC (Digital Signature Certificate) Tokens or the Dongle. The bare minimum 

requirement for the user of e-file system is that he/she must be a computer literate. One 

nodal officer for the office was appointed who was given all the responsibilities for the 

issues related to the system and a technical team was appointed to solve the related 

technical issues.  

Technical support 

For functioning of the e-file system the National Informatics Center’s Network (NICNET) 

is required. The bandwidth of lease line was decided according to the no. of users (at 

least 2Mbps).Apart from this a router and a structured LAN in the Office was also 

needed. An Alternative (Failure) Link is required in case of failure of the existing link in 

order to avoid inconvenience and delays. 
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Infrastructure procurement  

This section prescribes the categories of technical infrastructure that we have provided 

the users for effective e-file operation. 

These Infrastructure categories can be broadly specified as - 

a. Computers (PCs)  

b. Scanners  

c. Internal network connectivity  

d. External network connectivity  
 
a. Computers systems 
 
We have provided separate and compatible computer systems to all the e-file users. The 

minimum PC specifications, which were used in the e-file project were:  

Hardware (Minimum Recommended)  

Processor speed: 2.0 GHz 

RAM: 1.0 GB 

USB 2.0 controller (for Digital Signature Certificate) 

Software (Minimum Recommended) 

Windows XP, Windows Vista, Windows 7 or Linux 

Ethernet card (Port) 10/100 Mbps and above 

Internet Explorer (6.0 and above) or other browsers 

Adobe Reader 9 (downloadable-free of cost) 

Any Antivirus 

    Note:  

1. These specifications are optimal for the use of e-file alone (or co-located with basic 

PC-based office software). If the department is using or planning to use other special 

purpose applications (e.g. project management systems) that could consume sizable 

computer resources, then the specifications might need to be re-defined bearing the 

consolidated PC workload in mind.  

2. NIC will provide the final specifications as part of the gap analysis they will do for 

each ministry/ department.  

 

b. Scanners  

We have deployed 12 Scanners required for digitizing the following:  
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1. Currently active files (including their contents)  

2. Files that could become active (including any relevant content)  

Paper receipts from outside the department, books or other documents that need to    

form part of the e-file knowledge base. The number of scanners was based on the 

following considerations:  

 Estimated documentation load (in pages per day)  

 Organizational units (Divisions or sections) that need to maintain  

 confidentiality  

 Officers who have special confidentiality needs  

 Geographical spread of the department  

The general recommendation is the following:  

 One heavy duty scanner in the CRU  

 One medium-duty scanner for every section or at least one per floor  

 One light-duty scanner per official including and above the rank of DS.  

 However one medium-duty scanner per floor  

 

 

HP Scanjet Scanner 7500 

 

c. Internal network connectivity  

All computers with e-file were connected together in a modern LAN configuration with 

the standard configuration of cables, switches, and other networking equipment.  

 

d. External network connectivity  
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The Department/Ministry will be connected to the e-file servers located in NIC data 

centres over the Web. This required primary and a standby lease lines.  

 

                    

 

     Router for internal to external connectivity     

    

              

              Mux unit - Lease line end 

 

Procurement process  

The procurement of any gap infrastructure by the Department was done as per existing 

government rules and procedures. 

 

Financial Expenditure incurred for the implementation of e-file system  

Our organization has incurred a fixed cost towards e-filling software, hardware, up 

gradation of LAN connectivity and end to end Lease line connectivity. The e-file 

customization and Technical services includes training and hand holding, project 

management cost with post implementation support charges and DSC charges @ Rs.555 

per user. The lease line connectivity charges mentioned above are recurring on the 

annual basis. The details of the financial expenses have been given in the following 

table. 
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Total Expenditure for e-office System 

Sr. No. Description Location Expenditure      
(In Lakhs) 

1 NIC e-file Mumbai & 
Pune 

19.47 

2 Connectivity between State Health 
Society Arogya Bhavan to NIC 
Mantralaya Mumbai 

Mumbai 3.7 

3 Scanner (HP scanjet 7500) Mumbai & 
Pune 

6.04 

4 LAN Connectivity Mumbai 1.99 

5 Router Mumbai & 
Pune 

3.4 

6  Connectivity  Pune 2.68 

Total 37.26 

 

Fulfilling the other e-file pre-requisites  

E-mail ids for the entire staff were created. Templates for file movements and heads of 

each section were prepared. Identification and training of nodal officers for preparation 

of templates for file movements of each section was then done. Employee master 

database (EMD) was then created for each section and finally listing of employees for 

the digital signature certificate (DSC) was carried out. 

5. Creating awareness 

In order to create awareness, a message through mobiles was sent every alternate 

day. IEC pamphlets were distributed and displayed on the notice boards. A lot of 

mouth to mouth publicity was also given so as to spread the concept and advantages 

of e-file system among the employees. 

6. Training and motivation of the staff  

Post implementation of the software, the entire staff was trained through repeated 

training and handholding sessions. Individual training was also imparted to highlight 

the advantages and benefits of using e-filing. Personal handholding was done at all 
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levels, queries were resolved immediately and suggestions were welcomed thereby 

enhancing the comfort level of the employees and facilitating continuous modification of 

the system. 

 

e-file system training session of NRHM employees  

 

 
e-file system training session of NRHM employees  
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The Complete e-file process 
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Flow chart of e-file system 
 

 
 

The complete e-file process  
 

Login window of e-file system 
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  Scan all inwards documents and diaries and store on hard  

  drive and upload it through the e-File system  

-   

-   There is a  facility to  scan directly from e-File System 

 

 

 

 

First receiver 
Scans 

Scan directly to 
e Office 

application 
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 Details of the receipts e.g. document/letter/receipt date, mode  

 type, Sender name, Sender address etc. 
 

 

 This is automatic unique e-File system generated  

 number. E-File system maintain the generation of  

 sequence of the receipts number.   

Receipt Number : 5048/2012/MD Cell 

File No. : 
 

Subject : Regarding E-file tra... 

From : UmehsMohod 

Date : 26/03/12 
 

 Send receipt to the concern officers. 

 

        File Section:- 

       All users in the department for  

       processing the files will use this  

       module. The file manager will  

       handle the workflow, right  

       from the initiation to the final  

       approval and issuance of drafts. 

 

Enter 
Meta Data 

System Creates sequential 
Diary Number for each 

receipt 

Create a new 
efile 

Attach to 
current efile 

Open efile and start Noting, 
create draft/edit draft/approve 
draft/issue draft, referencing to 

drafts & correspondence 

sections within e-file 

System Creates 
a efile Number 

Enter Meta 
Data 

Send e Receipt to Section, 
in case of CRU as first 

receiver 
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File Creation : An electronic file similar to the physical file is created, with different 

options as per the priorities, due date etc. 

  The observations on the file are captured in the file as notings. 
 

Digital Signature: 
    
     e-File uses Digital Signature Certificates for signing a  

     file thus  providing high level security to the users of  

                                                        this application. 

 

 

Actual e-file view 

 

 

 

 

Digital Sign and send 
efile to next user 
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Correspondence attachment & File Movement 

 

The correspondence can be attached to the file and moved for different action purpose. 

 

       Here the journey of e-file begins… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

e-file moves through the 
Channel of Submission 

on the system 
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Our Journey so far… 
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E-file system: Our Journey So far …………. 

 
 

 Honorable MD-NRHM cleared the 360 important files remotely from 

Unao district of UP when he was on election duty for 21 days in the 

month of February 2012. 

 

 

 Successfully implemented the project with in very short duration. 

 e-File system was operational within three months with continuous 

          monitoring,  follow up and motivation from senior officials. 
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The program-wise e-file system output of the file and receipt creation till 

28th March 2012 is as below: 
File Register Quarterly Report for Mumbai & Pune Office till 28th March 2012 

Sr. No Name of Section   January February March 

1 PMU 5 34 10 
2 Sickle Cell  11 7 9 

3 CASH(SFWB) 0 0 1 

4 Office of JD (Procurement)-DHS 3 28 11 

5 Office of Joint Director(T) 2 0 0 

6  Office of JD (Hospital)-DHS 0 14 6 

7 RCH 8 49 36 

8  Grievances 2 19 20 

9 MMU 0 8 13 

10  Office of DD.Dir-DHS 0 2 0 

11  Office of JD (PDE)-DHS 0 8 0 

12  ASHA 8 26 27 

13  Office of JD (NVBDCP)-NRHM 0 4 15 

14 Finance 17 50 69 

15  HR 2 12 8 

16  Office Maintenance 0 1 6 

17  Budget SFWB 0 0 5 

18  Store Section 0 41 21 

19  DCP 5 24 12 

20 PCPNDT & Gender 7 23 7 

21  Hospital 0 0 1 

22  IDW 0 11 22 

23 NPCB 1 13 5 

24  PCPNDT 0 2 21 

25  PPP 12 23 32 

26  SHP 10 14 12 

27  Office of JD (Leprosy and TB) 0 2 16 

28 MIS 9 54 64 

29  Office of JD 0 3 2 

30  JSY 0 0 3 

31  AYUSH 17 16 27 

32 Office of JD(NT) 5 67 60 

33  MCTS 0 5 15 

34  FW 0 0 17 

35  CBM 1 15 10 

36  EMS 4 15 20 

37 IPHS 14 29 127 

38  Procurement 14 62 61 

39  NGO 0 10 20 

40 Training 25 52 52 

41  Nav Sanjeevani 0 2 23 
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Total 182 745 886 

Grand Total 1813 

Receipts Register Quarterly Report for Mumbai & Pune Office till 28th March 
2012 

Sr. No Name of Section   January February March Total 

1 PMU 3 25 8 36 

2 Procurement  35 62 91 188 

3 Sickle Cell  6 2 0 8 

4  NGO 0 9 76 85 

5 Training 16 44 35 95 

6  Nav Sanjeevani 0 1 16 17 

7 Office of Joint Director(T) 3 0 0 3 

8 Office of JD (Procurement)-DHS 0 6 8 14 

9 RCH 3 2 7 3 2 7 12 

10  Grievances 1 24 33 58 

11 MMU 0 0 2 2 

12  ASHA 2 0 2 4 

13  Office of JD (NVBDCP)-NRHM 0 0 20 20 

14  Finance 15 29 77 121 

15  HR 3 3 2 8 

16  Budget SFWB 0 1 2 3 

17  Office Maintenance 0 2 7 9 

18  Store Section 1 14 7 22 

19  DCP 2 7 5 14 

20  PCPNDT & Gender 5 10 2 17 

21  IDW 1 1 9 11 

22  NPCB 6 19 6 31 

23  PCPNDT 0 2 9 11 

24  SHP 4 7 7 18 

25 PPP 0 11 24 35 

26 Office of JD (Leprosy and TB) 2 4 14 20 

27 MIS 12 41 63 116 

28  Office of JD 0 7 11 18 

29  JSY 0 0 1 1 

30  AYUSH 7 19 37 63 

31  MCTS 2 1 1 4 

32  Office of JD(NT) 3 41 13 57 

33  FW 0 0 8 8 

34  CBM 1 2 11 14 

35  EMS 10 15 42 67 

36 IPHS 74 175 108 357 

Total 217 586 764 1567 
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 E-file system at NRHM Mumbai office is functional from 11th Jan 2012.       

 Hands on Training provided to all employee From 5th of Jan to 8th of Jan 2012 

 NIC Technical Staff is positioned at Mumbai and Pune office for post 

implementation support and handholding for six months to solve the queries 

related to e-filling . 

 Training session have been arranged in batches for 5 days.  

 Buffer server data was kept on server for 2 days for hands on practice of all 

employees.  

 Flushing of the buffer data & application went live from 11th January 2012 

 After implementing the application all the files (old file & newly created file) are 

dealt electronically. 

 Repeated training sessions were organized for the whole month of  January in 

Mumbai Office for enhancing the comfort level of the staff 

   E-file system at the Pune office started functioning from 1st February 2012 

 Hands on Training provided to all employee From 24th  January to 28th  Jan 2012 

 Buffer data kept in server for 2 days for hands on practice of all employees.  

 Flushing the buffer data & application went live from 1st Feb. 2012 

 Repeated training sessions were organized for the whole month of February in 

Pune Office for enhancing the comfort level of the employees. 
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 Till today 1813 Nos. files are created and the decision is taken on more than 700 

e-files.   

 Daily more than 100 hardcopies of Letters are getting scanned and converted 

into e-file receipts. 

Replicability of the system in other departments 

The basic requirement of the e-file system is primarily related to the infrastructure and 

training as the software is available free of cost. This model can therefore be easily 

replicated in other government departments provided the employees have the 

openness to accept the technological change in handling the routine office chores. This 

can be easily done by motivating the staff through repeated training and handholding 

sessions. Looking at our successful launch of the e-file system many other organizations 

like the Forward Market Commission (FMC), MMRDA and the Directorate of Health 

Services, Mumbai have approached us for the information and the initiation procedure. 

This system would also be implemented soon in different department of Mantralaya, 

Govt.of Maharashtra. 
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Challenges we faced…! 

 Due to lack of clarity in the technical issues like bandwidth requirement and 

specifications of equipments like scanners, the implementation was delayed. 

 Lease line connectivity on OFC (Optical fiber cable) - After consultation with 

various lease line providers, it was difficult to initiate the project due to lack of 

commitment from a few. 

 There was a delay in getting lease line due to issues related to permission for 

road digging from the concerned Municipal Corporation. 

 Transportation issues - Delay in initiation and implementation of e-file system 

due to transportation issues of scanners from Delhi. 

 Motivation and hand holding of users-Initially there was resistance from office 

staff due to fear and anxiety of technical skills required to handle the system. 

This was overcome by providing frequent training and hands holding to 

individual users. 

 Overcoming the security issues -Security of finance, purchase and tender file was 

questioned. The role of Digital signature Certificate was informed to all and 

demonstrated during training. In addition, fire wall was installed at NIC and 

server locations for enhanced security reasons. 

 Language compatibility-Initially e-File was compatible with English language 

only, but considering users in Marathi language e-File system was modified with 

Marathi font. Now this is the first model of e-File system having bilingual 

(Devnagari, English) language compatibility. 
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Advantages of e-filling 
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Advantages of e-file system 

 

 Being a secured web based system; it enabled the officers to clear the files 

even if they were on tour. It saved their time as well as facilitated faster file 

movements & brought transparency in the office procedures. This led to a 

faster decision making process.  Due to faster file movements, MD NRHM who 

could tackle merely 25-30 files per day started receiving around 75-80 files in 

his inbox for clearance.  

 

 E Banking: This e-file system has played a vital role in linking the financial 

aspects of public health organization with E banking. With the manual 

system, clearing the financial physical files and cheques used to take more 

time because of desk to desk file transfer between officers. E banking has 

facilitated real time fund transfer including employee salary, paying the 

vendors online etc. This has not only led to better and timely utilization of 

funds but also enhanced the efficiency in decision making.  

The added advantages of E-file system are:-  

 Virtually Paperless office - Due to electronic movement of files and /or 

receipts the usage of paper reduced considerably and virtually the office has 

become paperless. 
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Dr.Satish Pawar, Joint Director (Technical), NRHM clearing the files through the e-file system 

 It is totally secured system as the database is maintained on NIC server. 

 Records management – A unique file /receipt id is automatically generated so 

we could maintain different files and receipts from different 

departments/sections easily. 

 Monitoring pending files – Tracking of pending files by the senior officials can 

now be done in a single click. That has put a check on the number of pending 

files to be cleared by the staff. 

 Enforced a Uniform working procedure – This application is based on Central 

Secretariat manual Office Procedure (CSMOP) which has standardized work 

flow of the entire organization. 

 All the inwards letters can now be monitored electronically therefore the 

search is very easy. 

 Because of electronic movement of files/receipts from different locations, a 

lot of time, manpower and other resources are saved. 



e-filing – Reduce paper…Save trees! Page 48 
 

 The E-filing system provides all necessary links such as inward, outward & all 

necessary proformas on one single screen, which saves time in searching the 

information at different locations. 

 This system provides the ability to quickly create pre-defined templates for 

draft for approval. 

 The entire department can now trace & view E-file at any stage. Employees 

can trace any order file/document of his section through search engine. 

 We can categories the file like: Out today, most immediate, Immediate and 

ordinary etc.  

 

 We can tag the file like :   

 The files from other districts can be received with in fraction of seconds, 

which previously use to take number of days. This has also reduced the 

financial burden related to transport expenditures of the staff moving to and 

fro with the documents. 
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Words of Appreciation …! 

The initiative of a paperless office, particularly taken up for the first time at the public 

health department of NRHM, Mumbai office in the state of Maharashtra has been highly 

appreciated and valued by all. 

 

 
Hon. Shri Suresh Shetty Minister for Public Health and F.W. greet Mrs. Sanghamitra (NIC) with 

Commissioner F.W. and Mission Director NRHM Mumbai Shri. Vikas Kharage at the e-file inauguration



                              
       Marathi News-Paper Lokmat dated                The Indian Express News-Paper dated 14th March 2012 

       14th March 2012 

                                                    
      Marathi News-Paper Dainik Sakal  

           dated 14th march 2012 

Marathi News-Paper Maharashtra Times dated  

19th March 2012 
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Future Plans 

 

In addition to National Rural Health Mission, Mumbai office, this system will be 

gradually launched in other offices of Health Department in State of Maharashtra in the 

following stages :-  

1) National Vector borne Disease Control Programme Pune. 

2) Leprosy Control Programme Pune. 

3) Tuberculosis Control Programme and IEC Bureau Pune 

4) Public Health Department offices of8 Deputy Director Circles 

5) Public Health Department offices 33 districts the State (i.e CS and DHO Offices). 

 

A meeting with BSNL Officers in this regard has already been initiated for proper and 

smooth implementation of e-file system throughout the public health department 

The State Health Society Office, Mumbai and State Family welfare Bureau, Pune now 

goes to the second level of the e-governance .i.e. now e-file goes converted in e-office 

system which having following features.  

 Establish a Single and Central Government Information Repository: 

 Access to common and shared documents and data based on roles. 

 Information sharing across departments files, documents and data. 

 Establishment of Global Directory for Inter Government files movement. 

 Single Authoritative Employee Directory for maintaining employee information. 

 Management will be centralized with option for de-centralized updating. 
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Various modules of e-office 

 

 

E-Office:| Application Components 
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Annexures 

GR dated 15th February about e-file implementation 
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List of Abbreviations 
 

ACS ADDITIONAL CHIEF SECRETARY 

    

ANC ANTE NATAL CARE 

    

ANM AUXILIARY NURSE MID-WIFE 

    

ASHA ACCREDITED SOCIAL HEALTH ACTIVIST 

    

AYUSH AYURVEDA YOGA UNANI SIDHA HOMEOPATHY 

    

AWW ANGANWADI WORKER 

    

BCC BEHAVIOUR CHANGE COMMUNICATION 

    

BEMOC BASIC EMERGENCY OBSTETRIC CARE 

    

BPL BELOW POVERTY LINE 

    

BPMU BLOCK LEVEL PROGRAMME MANAGEMENT UNIT 

    

CBM COMMUNITY BASED MONITORING 

    

CAN COMMUNITY NEEDS ASSESSMENT 

    

CBOS COMMUNITY BASED ORGANIZATION 

    

CHC COMMUNITY HEALTH CENTER 

    

CTC CHILD TREATMENT CAMP 

    

CPR COUPLE PROTECTION RATE 

    

CSSM CHILD SURVIVAL AND SAFE THERHOOD 

    

DEO DATA ENTRY OPERATOR 

    

DALY DISABILITY – ADJUSTED – LIFE – YEARS 

    

DCP DISEASE CONTROL PROGRAM 

    

DHS DIRECTOR OF HEALTH SERVICES 
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DHIS DISTRICT HEALTH INFORMATION SYSTEM 

    

DH DISTRICT HOSPITAL 

    

DHO DISTRICT HEALTH OFFICER 

    

 DPMU DPM 
DIVISIONAL PROGRAM MANAGEMENT UNIT DISTRICT 
PROGRAM MANAGER 

    

DAM DISTRICT ACCOUNT MANAGER 

    

DMO DISTRICT MALARIA OFFICER 

    

DP DEVELOPMENT PARTNER 

    

DPT DIPHTHERIA PERTUSIS TETANUS 

    

DT DIPHTHERIA TETANUS 

    

DTO DISTRICT TUBERCULOSIS OFFICER 

    

EAG EMPOWERED ACTION GROUP 

    

EC EUROPEAN COMMISSION 

    

EMOC EMERGENCY OBSTETRIC CARE 

    

EMPC EMERGENCY PEDIATRIC CARE 

    

EMS EMERGENCY MEDICAL SERVICE 

    

FOGSI FMG 
FEDERATION OF OBSTETRICIAN & GYNECOLOGISTS SOCIETY 
OF INDIA FINANCE MANAGEMENT GROUP 

    

FRU FIRST REFERRAL UNIT 

    

GRC GRIEVANCE REDRESSAL CELL 

    

GOI GOVERNMENT OF INDIA 

    

GOM GOVERNMENT OF MAHARASHTRA 
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GTZ 
DEITSCHE GESELLSCHAFT FUR TECHNISCHE 
ZUSAMMENARBEIT 

    

HACC HEALTH ADVICE CALL CENTRE 

    

HDP HUMAN DEVELOPMENT PROGRAMME 

    

HFWTC HEALTH AND FAMILY WELFARE TRAINING CENTER 

    

HMIS HEALTH MANAGEMENT INFORMATION SYSTEM 

    

HIV/AIDS 
HUMAN IMMUNO DEFICIENCY VIRUS/ ACQUIRED IMMUNO 
DEFICIENCY SYNDROME 

    

HQ HEAD QUARTER 

    

HQAC HEALTH QUALITY ASSUARANCE CELL 

    

HRC HUMAN RESOURCE CELL 

    

HRD HUMAN RESOURCE DEVELOPMENT 

    

ICDS INTEGRATED CHILD DEVELOPMENT SCHEME 

    

ICPD 
INTERNATIONAL CONFERENCE ON POPULATION AND 
DEVELOPMENT 

    

IDSP INTEGRATED DISEASE SURVEILLANCE PROGRAMME 

    

IDW INFRASTRUCTURE DEVELOPMENT WING 

    

IEC INFORMATION, EDUCATION, COMMUNICATION 

    

IFA IRON FOLIC ACID 

    

IMA INDIAN MEDICAL ASSOCIATION 

    

IMNCI 
INTEGRATED MANAGEMENT OF NEONATAL AND CHILDHOOD 
ILLNESSES 

    

IMR INFANT MORTALITY RATE 

    

IPDP INTEGRATED POPULATION AND DEVELOPMENT PROJECT 
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IPHS INDIAN PUBLIC HEALTH STANDARDS 

    

IPPI INTENSIFIED PULSE POLIO IMMUNIZATION 

    

ISM INDIAN SYSTEM OF MEDICINE 

    

IUD INTRA UTERINE DEVICE 

    

IUGR INTRA UTERINE GROWTH RETARDATION 

    

JSY JANANI SURAKSHA YOJANA 

    

JSSK JANANI SHISHU SURAKSHA KARYAKRAM 

    

LFA LOGICAL FRAMEWORK ANALYSIS 

    

LHV LADY HEALTH VISITOR 

    

LSCS LOWER SEGMENT CESAREAN SECTION 

    

MCH MATERNAL AND CHILD HEALTH 

    

MCTS MOTHER AND CHILD TRACKING SOFTWARE 

    

MCI MEDICAL COUNCIL OF INDIA 

    

MDG MILLENNIUM DEVELOPMENT GOALS 

    

M & E MONITORING AND EVALUATION 

    

MHSDP MAHARASHTRA HEALTH SYSTEM DEVELOPMENT PROJECT 

    

MHU MOBILE HEALTH UNIT 

    

MIS Management Information System 

    

MMR MATERNAL MORTALITY RATE 

    

MMU MOBILE MEDICAL UNIT 

    

MNGO MOTHER NON GOVERNMENT ORGANIZATION MODTT 
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MOV MEANS OF VERIFICATION 

    

MPW MULTI PURPOSE WORKER 

    

MSACS MAHARASHTRA STATE AIDS CONTROL SOCIETY 

    

MTP MEDICAL TERMINATION OF PREGNANCY 

    

NFHS NATIONAL FAMILY HEALTH SURVEY 

    

NGO NON-GOVERNMENT ORGANIZATION 

    

NICU NEO NATAL INTENSIVE CARE UNIT 

    

NIDDCP NATIONAL IODINE DEFICIENCY DISORDER CONTROL PROGRAM 

    

NLEP NATIONAL LEPROSY ERADICATION/ ELIMINATION PROGRAM 

    

NMCP NATIONAL MALARIA CONTROL PROGRAM 

    

NMR NEONATAL MORTALITY RATE 

    

NPCB NATIONAL PROGRAM FOR CONTROL OF BLINDNESS 

    

NRHM NATIONAL RURAL HEALTH MISSION 

    

NSV NON-SCALPEL VASECTOMY 

    

NVBDCP NATIONAL VECTOR BORNE DISEASES CONTROL PROGRAMME 

    

ORS ORAL RE-HYDRATION SALT/ SOLUTION 

    

OT OPERATION THEATRE 

    

OVI OBJECTIVELY VERIFIABLE INDICATOR 

    

PA PROGRAM ASSISTANT 

    

PDE PLANNING, DEVELOPMENT AND EVALUATION 

    

PEM PROTEIN ENERGY MALNUTRITION 
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PH PUBLIC HEALTH 

    

PHC PRIMARY HEALTH CENTER 

    

PIP PROGRAM IMPLEMENTATION PLAN 

    

PMP PRIVATE MEDICAL PRACTITIONER 

    

PHU PRIMARY HEALTH UNIT 

    

PMU PROJECT MANAGEMENT UNIT 

    

PNDT PRE NATAL DIAGNOSTIC TECHNIQUE 

    

PO PROGRAM OFFICER 

    

POL PETROL-OIL- LUBRICANTS 

    

PPH PPC POST PARTUM HEMORRHAGE POST PARTUM CENTRE 

    

PPI PULSE POLIO IMMUNISATION 

    

PPP PUBLIC PRIVATE PARTNERSHIP 

    

PPTCT PREVENTION OF PARENT TO CHILD TRANSMISSION 

    

PRI PANCHAYAT RAJ INSTITUTION 

    

QAP QUALITY ASSURANCE PROJECT 

    

RCH REPRODUCTIVE AND CHILD HEALTH 

    

RH RURAL HOSPITAL 

    

RNTCP REVISED NATIONAL TUBERCULOSIS CONTROL PROGRAMME 

    

RMO RESIDENT MEDICAL OFFICER 

    

RKS RUGNA KALYAN SAMITI 

    

SBR STILL BIRTH RATE 
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SC/ST SCHEDULED CASTE/TRIBE 

    

SC SUBCENTRE 

    

SDH SUB DISTRICT HOSPITAL 

    

SFWB STATE FAMILY WELFARE BUREAU 

    

SHG SHS SELF HELP GROUP STATE HEALTH SOCIETY 

    

SHP SCHOOL HEALTH PROGRAM 

    

SHSRC STATE HEALTH SYSTEMS RESOURCE CENTRE 

    

SN STAFF NURSE 

    

SMP SUBSIDIZED MEDICAL PRACTITIONER 

    

SRS SAMPLE REGISTRATION SURVEY 

    

 SPKKY  SAVITRIBAI PHULE KANYA KALYAN YOJANA 

    

SPMU  STATE PROGRAM MANAGEMENT UNIT 

    

SPM STATE PROGRAM MANAGER 

    

SAM STATE ACCOUNT MANAGER 

    

STD SEXUAL TRANSMITTED DISEASES 

    

STI/RTI SS SEXUAL TRANSMITTED INFECTION / REPRODUCTIVE TRACT 
INFECTION SENIOR STATISTICIAN 

    

SI STATISTICAL INVESTIGATOR 

    

TBA TRADITIONAL BIRTH ATTENDANT 

    

THO TALUKA HEALTH OFFICER 

    

TFR TOTAL FERTILITY RATE 

c    

TMP TRADITIONAL MEDICAL PRACTITIONERS 

    

TOR TERMS OF REFERENCE 
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TSC TOTAL SANITATION CAMPAIGN UNFPA 

    

USAID US AGENCY FOR INTERNATIONAL DEVELOPMENT 

    

VHSC VILLAGE HEALTH AND SANITATION COMMITTEE 

    

VCDC VILLAGE CHILD DEVELOPMENT CENTRE 

    

WCD WOMEN AND CHILD DEVELOPMENT 

    

WHO WORLD HEALTH ORGANIZATION 
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Our e-file Team 

 


