
No.6/12 /2013-PER/Vacancy/ 3-1-"

Administration of Daman & Diu,
Department of Personnel &
Administrative Reforms,

Secretariat , Daman - 396 220

Dated : c/ 01/2014

CIRCULAR

Sub : Use of Electronic Communication - Reg.

Attention of all Heads of Office is invited to the meeting held on 26-12-2013 under the

Chairmanship of Development Commissioner to review the status of vacancies in Group A, B and C

(including Multi Tasking Staff) posts etc. in the UT Administration of Daman & Diu, wherein it was

decided that Personnel Department with the help of NIC shall create official e-mail ids of all the

departments / offices.

2. Electronic mails (e-mail) provides an effective and expeditious means of communication

between two entities. The purpose of using emails in Government Departments is to

• Disseminate information

• Share records and reports with and between Work Groups

• Share Agenda and Minutes.

• Circulate draft document.

• Coordinate meeting, appointment and work schedule, and

• Support informal / formal approval process.

3. In view of above and to encourage e-communication between Departments in the UT

Administration of Daman & Diu, e-mail ids have been created for all Heads of Office / Secretaries in

and are enclosed herewith. To check emaili 1. ' if
the Administration on NIC server

type mail.gov
.in in your web browser and enter your username and password. The password has been

sent to your mobile number as indicated in the Annexure-I. The email ids of all the departments /

offices is annexed herewith as Annexure-I. All concerned officers are further advised to change their

password immediately.

Cont...2/-



4• The Administrator, UT of Daman

that ; & Diu and Dadra & Nagar Haveli is further pleased to order

(i) All Circulars / Orders / Office Memorandum

& Administrative Reforms, Finance, Plannin (OM's), etc. issued by Department of Personnel

henceforth be only through e g & Statistics, Law,
mails and no hard copies will be sentetc. from secretariat shall

(ii) All Meeting Notices and Agenda from Secretariat shall henceforth be only through email.

(n1) Othercoordinatin D

g Departments such as Collectorate, Daman
communication only for issuing Diu, etc, shall also adopt email

g Circular/ Order/Meeting Notices, etc.

Ov) All Officers shall make conscious and earnest efforts to use emails and
subordinate to also use emails.

encourage their

5' Any clarification
/ guidelines regarding use of emails may be sou(utpal . mehta@nic . in / dddam @nic in) ght from SIO, NIC, Daman

This issues with the approval of the Hon'ble Adminis
dated z._,, trator, Daman`^ . & Diu vide

diary No. t S q g

Encl : As above

To,

All Heads of Office,
Daman & Diu

(S.K. Varma)

Deputy Secretary (Pers.)

Copy to

1• All Secretaries/ Special Secretaries in the UT
2. The SIO, NIC, Daman with a request to upload on Admrainisson of

Administration Dwebn& Diu.mbsite.
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