
No.1606/ FD/ F3/ 2017 

Government of Puducherry 


Finance Department 


**** 
Puducherry dtl.0/ 03/ 2018 

1.0. NOTE/OFFICE MEMORANDUM 

Sub: 	 FD - E-mail Creation Guidelines for Government Buyers on 
GeM Portal- Communicated. 

*** 
A copy of the " E-mail Creation Guidelines for Government Buyers on GeM Portal " 

issued by Govt. of India is communicated herewith for reference. 

-/ By Order/ ­

J~ . ~~ ..0~1~\lll 
(K. G·A~AN) 

Under Secretary(Finance) 
Encl .: As above. 

To 


All Secretariat Departments 

All Heads of Departments/Offices. 


Copy to 


The Director(IT)-cum­

Nodal Officer (GeM Portal), 

Directorate of Information & Technology, 

Puducherry. 
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1. Introduction 
The government uses e-mail as a major mode of communication. 
Communications include government of India (Goi) data t hat travels as 
part of mail transactions between users located both w ithin the country 
and outside. 

For registration on the GeM portal by Gow~rnment: Ministries and 
departments bot h at the Centre and State it is mandatory to have a 
Government email id i.e @nic.in /@qov .in . For cletails on eligibility for a 
Government email id , refer to eMail policy of the Government of India at 
URL https://webmail.nic .in/docs/newpolicy/E-majl policy of Government of India.pdf 

These guidelines lay down the process with respect to creation of e-mail 
ids for PSUs, local bodies and similar organizations which are not eligible 
for the @nic.in/@gov.in email id and need to register on the GeM portal. 

The Implementing Agency (IA) for offering eMail service to Government 
of India is National Informatics Centre (NIC)r under t he Ministry of 
Electronics and I nformation Technology . 

2. Objective 
The objective of this document is to desc~ibe the process to be adopted 
for creating E-mail m s on NIC platform for on-boarding of PSU, Local 
bodies and similar organizations on GeM portal. Creation of E-mail IDs 
based on designatior is recommended . 

The E-mail ids for State/Central PSUs and similar organizations will be 
given on payment bcsis. 

3.Scope 
This document is aJplicable to all the buyers belonging to PSU, local 
Bodies and similar organizations. The directives cont ained in this 
document must be followed by all of them with no exceptions. 

The E-mail ID for such buyers will be cre~1ted under the domain 
"gembuyer.in". 
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4. Eligibility 
i. 	 Applicants who are eligible for government E-mail ID as per the 

approved E-mai l policy of government of India and currently do not 
have an E-mail account can get the same created by IA (NIC) 
(@nic.in/ @gov.in etc) and use the same to register on the GeM 
portal. 

ii. 	 As per the E-mail policy of Goi "All services under e-mail are 
offered free of cost to all officials under Ministries I Departments I 
Statutory Bodies I Autonomous bodies of both Central and 
State/ UT Governments." [Reference : Approved E-mail policy of 
Government of India at URL httos ://webmail.nic. in/ docs/ newpolicy/ E­

mail 	policy of Government of India.pdfl 

iii. 	 Organisations that: do not fall under the approved category of 
the E-mail policy ( like PSU, local bodies etc) ca n get the E-mail 
accounts created for their designated person on the domain 
"gembuyE!r.in". The prscess for the same is described in point no. 
5 below. 

5. Process ofllon-Bbarding on GeM Portal 
i. 	 The designated applicant of the organ i ~ation wi ll get the duly f illed 

and signed form (ava ilable at 
https://msqapp.emailgov .in/ On lineForms/) endorsed/ approved by 
t he head of his/ her organization. The same will be countersigned by 
an officer of level Under Secretary or above in Central/ State govt. 
The scanned form will be mailed from the govt. E-mail ID 
(@nic.in/ @qov .in ) of the same under secretary/ above t o the GeM 
SPoC at gemapplicant@gem.gov.in . The mail should ca rry all 
deta ils of t he officer i .e name, designation, contact phone number 
etc. 

ii. 	 However, if t he applicant is the head of the organization and has a 
NIC/ Gov E-mail ID (@ nic. in/@gov .in) , then he/ she ca n send the 

'· 
self-approvedj endorsed form to GeM SPoC directly f rom his/ her 
exist ing government E-mail ID. 

iii. 	 On receipt of the form, GeM SPoC will create the E-mail ID for on­
boarding 0 ~1 GeM ortal under the domain "gembuyer.in". 

iv . In case, the GeM ppllcant does not have E-rriail ID on NIC platform , 
and is eligible fo th same, then refer to pbi nt (i) under heading 

" Eiigibi lifY"~ above 
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i. 	 The user is respo Isible for any e-mail th t is ransmitt~d using the GoI 
e-mail system wi ~h his e-mail address, c~eat:ed for user on GeM Portal. 
All e-mails sent through the mail server are the sole responsibility of 
the user owning the account. 

ii. 	 If a user forgets the password , the same can be reset by using 
PASSAPP application which is available at 
https://passapp .emailgov .in/passapp/asking the OTP ..,sent on the 
registered mobi le number. It can also be done by sending a request to 
GeM SPoC tochange the password.Any request for change of mobile 
number should be sent to the designated SPoC of GeM. 

iii. 	 The user w ill use the e-mail services on https://mail.gov. in. The email 
created under jomain "gembuyer.in" wil l not be given access on 
POP/ IMAP. 

7. Glossary 
i . 	 Users-All persc ns who are on-boarded on GeM portal as government 

buyers. 
ii. 	Implementing agency (IA)-For the purpose of t his document, the 

implement ing agency is "National Informatics Centre" under the 
Ministry of Electronics and Information Technology, Government of 
India. 
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