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Standard Operating Procedure (SOP) for Institutional Email IDs 
 

 

This SOP is being formulated for smooth conduction of the procedures of Handling of Institutional Email IDs by 

IT Cell as per the email dated July 3, 2026 

To ensure smooth facilitation of the proceedings a step-wise channel is being proposed for the same. 

1. Creation / issue of Institutional Email IDs 

• For MBBS Students 

o Recommendation E-mail to be sent from the Office of the Registrar from the official email ID 

(domain - @aiimsdeoghar.edu.in) to IT Cell (it@aiimsdeoghar.edu.in) citing approval with 

batchwise list of Names.  

o The IT Cell shall then undertake further processing. 

SOP for Creation / issue of Institutional Email IDs 

Office Role / Action 

Office of the Registrar, AIIMS Deoghar 

↓ 

• Approval E-mail to IT Cell 

↓ 

IT Cell • Processing and creation of IDs 

 

 

• For BSc / MSc Nursing Students  

o Recommendation E-mail to be sent from the Office of the Principal, College of Nursing from the 

official email ID (domain - @aiimsdeoghar.edu.in) to IT Cell (it@aiimsdeoghar.edu.in)  citing 

approval with batchwise list of Names.  

o The IT Cell shall then undertake further processing. 

SOP for Creation / issue of Institutional Email IDs 

Office Role / Action 

Office of the Principal, College of 

Nursing, AIIMS Deoghar 

↓ 

• Recommendation Email with complete list of students to 

IT Cell (it@aiimsdeoghar.edu.in) , AIIMS Deoghar  

↓ 
IT Cell • Processing and creation of IDs 
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• For BPH / MPH / Paramedical Students  

o Recommendation E-mail to be sent from the Office of the respective Course Coordinators / 

Faculty In-Charge or Head of the Parent Department from the official email ID (domain - 

@aiimsdeoghar.edu.in) to IT Cell (it@aiimsdeoghar.edu.in)  citing approval with batchwise list of 

Names. 

o The IT Cell shall then undertake further processing. 

SOP for Creation / issue of Institutional Email IDs 

Office Role / Action 

Office of the respective Course 

Coordinator, AIIMS Deoghar 

↓ 

• Recommendation Email with complete list of students to 

the Office of the Registrar, AIIMS Deoghar 

↓ 
IT Cell • Processing and creation of IDs 

 

 

• For NO / SNO / ANS 

o Recommendation E-mail with scanned copy of filled and forwarded form for email creation 

(https://www.aiimsdeoghar.edu.in/Content/resources/document/download/Registration%20form

_03122021020241269.pdf) to be sent from the Office of the Nursing Superintendent from the 

official email ID (domain - @aiimsdeoghar.edu.in) to MS Office 

o MS Office may forward the same to IT cell (it@aiimsdeoghar.edu.in) citing approval through 

email only to IT Cell 

o The IT Cell shall then undertake further processing. 

SOP for Creation / issue of Institutional Email IDs 

Office Role / Action 

Office of the Nursing Superintendent, 

AIIMS Deoghar 

↓ 

• Recommendation E-mail containing signed and 

forwarded copy of Institutional email registration form 

to MS Office 

↓ 
Office of the Medical Superintendent 

↓ 

• Approval E-mail to IT Cell 

↓ 

IT Cell • Processing and creation of IDs 
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• For Faculties / Residents (PGs) / Junior Residents / Staff 

o Recommendation E-mail with scanned copy of filled and forwarded form for email creation 

(https://www.aiimsdeoghar.edu.in/Content/resources/document/download/Registration%20form

_03122021020241269.pdf) to be sent from the Office of the respective Head of the Department / In 

charge from the official email ID (domain - @aiimsdeoghar.edu.in) to to IT cell 

(it@aiimsdeoghar.edu.in) 

o The IT Cell shall then undertake further processing. 

 

SOP for Creation / issue of Institutional Email IDs 

Office Role / Action 

Office of the respective Head of the 

Department / In charge  

↓ 

• Recommendation E-mail containing signed and 

forwarded copy of Institutional email registration form 

to IT Cell 

↓ 
IT Cell • Processing and creation of IDs 

 

Note: The use of the email only for document forwarding in this isolated matter is to facilitate data 

compilation by the IT Cell.  

 

 

 

2. For Deactivation of Official Email IDs 
 

For Deactivation, the email IDs shall be deactivated at the time of processing of NO-DUES or if otherwise 

intimated by the competent authority. 

 

 

 

 

 

Dr Abhimanyu Ganguly 

IT Cell 
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