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Annexure–I                                                                                                                   Date    

 
Format for Creation, Transfer, Deactivation, and Updation of eOffice and eMail Accounts 

Information Submitted By: 

Name: ___________________________________________________________________ 
 
Designation: ______________________________________________________________ 

Mobile No:  _______________________________________________________________ 

Department: _______________________________________________________________ 

Official address: ____________________________________________________________ 

Reporting Officer: __________________________________________________________ 
 

Type of Account (✓ tick the appropriate option):   eOffice      eMail      Transfer eOffice      

Transfer eMail      Updation in eMail     Updation in eOffice       eMail Deactivation       

eOffice Deactivation  

In case of transfer, the office and place where the transfer is to be made along with the name and designation of 
the concerned officer/employee may kindly be specified: 
 
__________________________________________________________________________________________ 
 
 

 
User Signature 

 
Certification by HoD / In-Charge 
 
This is to certify that the information submitted above has been verified by this office and is found to be correct. 
 
 

 
 

Signature with Official Stamp 
Head of Department/In-charge 
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