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Subject: Mandatory Use of Official Email and Compliance with NIC Email Usage Policy.

It has been observed that many officers /officials are not regularly accessing their official
email accounts, which are essential for timely and secure communication within the
organization. The official email 1D provided by NIC (National Informatics Centre) is the
authorized medium for all government correspondence.

2. In view of the above, all officers and officials are hereby directed to regularly use
their official email 1Ds for all office-related communication. It is mandatory to use the
official email for internal and external communication related to official matters.

As per NIC guidelines, users are required to log in to their email accounts at least

once in a week. Failure to do so may result in the account being marked as dormant

and subsequently deactivated.

4. Dormant user accounts are defined as email accounts that have not been logged into
by the user for a period exceeding one month, even though the account remains
technically active. Once marked dormant, the restoration of access may involve
procedural delays and require justification.

5. Non-compliance with this circular will be viewed seriously. Failure to use the official
email system or allowing it to become inactive may be treated as dereliction of duty,
and necessary disciplinary action may be initiated as per rules.
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All concerned are instructed to ensure strict adherence to the above directions. For any
clarification or technical assistance regarding email login or access issues, the IT Section
/Nodal Officer may be contacted.
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K.Saha
Deputy Director(IT)

Copy to:-

L. PS to Director.

2. PA to Addl. Direcot (HQ)/ PA to Addl. Director(OPS).
3. All JDs/DDs/ZAOs.

4. 1/C of All sections HQrs/CPRTI/POLNET Hub.

5.1/C of ALL ISPW Stations/ALL RPWTIs,
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