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Subject : Maximum usage of CGDA Mail Server (Zimbra) for official e-Correspondance.

The CGDA Mail Server is fully operational, installed and configured on CGDA WAN for
e-Correspondence. It is requested to take all out efforts to maximize its use for official
correspondence purpose thereby reducing the need for hard copy letters within the
Department henceforth. This mail server can be accessed through WAN at URL

https://cedamail.org or http://10.48.153.18.

2. Mail IDs of offices/sub offices/sections have been created. User guidelines and
instructions booklets of CGDA Mail Server have been placed on CGDA WAN
(ftp://10.48.152.109/CGDA MAIL ). For further creation of new user IDs of offices and

sections, HQrs EDP Centre may be contacted.

3. It is, therefore, enjoined upon all concerned that with immediate effect, all
correspondence with HQrs office and between PCsDA/CsDA, should be done through CGDA
Mail server only. Further, all reports and returns from all offices/suboffices shall be received
in HQrs office/Main Office only through the CGDA mail server. If any enclosure required it

may be scanned and attached with the E-mail.

4. Each and every correspondence through CGDA Mail Server, should be specifically
endorsed with Name/Designation/phone no. of the sender at the bottom of the E-mail. In
all correspondence done through Zimbra Mail, Original letter in ink signed copy need not be

required to be sent by any other mode, ie fax/post.

This issues with the direction of CGDA.
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