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 However it has been noticed that several associate institutions are cre

using email addresses without the proper approval of the Director for official 

communications eventhough all institutions are allotted with email addresses in the 

ihrd.ac.in domain. Usage of such email 

address for official communications may lead to severe legal and administrative 

consequences which may affect institutional interests adversely and hence cannot be 

allowed. All heads of associate institutions a
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 In view of the technical limitations of the 
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considered as official henceforth.

address for his/her exclusive official use under intimation to this office. 
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mail has become an important component of any office communication system. 

It expedites exchange of information, speeds up the decision making process and reduces 

paperwork, resulting in increased productivity, reduced costs and better delivery of 

services and programmes. An e-mail message, including all electronically attached 

documents containing information created, collected received or transmitted in the 

normal course of business, sent via an e-mail system is a record and to be dealt with the 

seriousness of handling paper based records.  

However it has been noticed that several associate institutions are cre

using email addresses without the proper approval of the Director for official 

communications eventhough all institutions are allotted with email addresses in the 

domain. Usage of such email addresses which may look alike official email 

address for official communications may lead to severe legal and administrative 

consequences which may affect institutional interests adversely and hence cannot be 

allowed. All heads of associate institutions are hereby instructed to stop usage of such 

email addresses with immediate effect.  

In view of the technical limitations of the ihrd.ac.in domain, to make it convenient 

it has been decided to create and approve one more email 

address in the public domain, which may be used for official communications. In 

addition to the already allotted email address in the ihrd.ac.in 

institutions may use this additional email address for official communications. Messages 

sent from an email address other than these two approved email addresses shall NOT be 

considered as official henceforth.  The head of institution may reserve any of these email 

address for his/her exclusive official use under intimation to this office. 
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However it has been noticed that several associate institutions are creating and 

using email addresses without the proper approval of the Director for official 

communications eventhough all institutions are allotted with email addresses in the 

addresses which may look alike official email 

address for official communications may lead to severe legal and administrative 

consequences which may affect institutional interests adversely and hence cannot be 
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institutions may use this additional email address for official communications. Messages 

sent from an email address other than these two approved email addresses shall NOT be 

y reserve any of these email 

address for his/her exclusive official use under intimation to this office.  



 It has also been noticed that several institution heads are not checking their emails 

regularly and/or have assigned the task with casual employees in the cadre of data entry 

operators etc. It is hereby instructed that since email messages are equivalent to paper 

records, the heads of institutions shall restrict such access to institution email by 

unauthorised employees. Responsibility of all emails delivered out of these two email 

addresses shall be vested with the head of institution concerned and no other person 

shall draft and send email messages from these email addresses unless the message is 

meant to transmission of official documents as attachment or he/she is holding the 

temporary charge of head of institution under specific orders.  The head of institution 

may also assure that both these email addresses have been checked in the morning, 

afternoon and evening on all working days. 

 The head of institutions shall also assure that all email messages for the purpose of 

official transmission of information which may become part of office documents for 

conducting normal business activities shall have a file number, date, name and 

designation of the sender like that in a paper file. In the case of emails received, since the 

office activities are not undertaken electronically, a print out of the email with all relevant 

details like details of sender, date, time etc. shall be taken and handled as any other paper 

files.  

 The list of approved email addresses and the above instructions and guidelines are 

circulated herewith for strict compliance.  

           Sd/Sd/Sd/Sd/----  

                                                                                                                      DIRECTORDIRECTORDIRECTORDIRECTOR    
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