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Office Order No 06 of 2020 
Dated 25.08.2020

Sub:  Handling  of  designated  official  email  id  for  communicating  with  Customs
Commissionerate, Ludhiana  – reg.

In view of the Office Order No. 03 dated 25.08.2020 launching eOffice - an electronic
application  to  carry  out  office  work  electronically  -  in  the  Customs  Commissionerate,
Ludhiana,  the  designated  official  email  id  of  this  Commissionerate  is  eoffice.cus-
ldh@gov.in.

2. Since, the eOffice Application has been launched in all the formations of CBIC, most of
the  letters  from other  Commissionerates/Formations  will  be  received  on the  above  cited
email.  In order to deal  with the bulk emails  received on the designated  email  id,  all  the
inspectors posted in Headquarter Office of Customs Commissionerate, Ludhiana will handle
this email on weekly basis. 

3. The Deputy Commissioner (Admn) will be the overall in-charge of the designated email
and the officer handling the email. The Superintendent (HQRS) shall prepare a roster of all
the inspectors of Headquarter branches and designate them to handle the email on weekly
basis by way of monthly office order issued by the DC (Admn).

4. The duties of the Inspector handling the email shall be as under:-

(i) The Inspector  shall  check the designated email  daily  on regular  basis  during his
weekly duty.
(ii) The emails on which no action is required shall be moved to a folder ‘No Action
Required’ under intimation to the controlling Joint Commissioner.
(iii) The emails on which action is required shall be dealt as under:-

(a) The Officer will forward that email to his/her official email address (@gov.in).
(b) Then, the officer will use Email & Diarize Option in eOffice application to diary
such email.
(c) Once the email has been successfully diarised, the officer shall send that receipt
to the officer to whom it is addressed through eOffice Application.
(d)  Thereafter,  the  officer  shall  move  the  Original  Email  from  Inbox  (of
eoffice.cus-ldh@gov.in) to a folder  ‘Diarised and Sent’. 
(e) On the last day of his weekly duty, the officer shall ensure that he has disposed
all the emails received during the week as per the steps detailed above and provide a
weekly report on work performed in respect of receipt and diarisation to the DC
(Admn). 
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5. The  Deputy  Commissioner  (Admn)  shall  ensure  that  the  designated  inspector  is
disposing the email as per the instructions above.

(ए. एसी. र गा�)
आर्या�क्त

(e-office generated document, no signature required)

Copy to:-

1. All the Joint Commissioner, Customs Commissionerate, Ludhiana.
2. All the Deputy/Assistant Commissioner, Customs Commissionerate, Ludhiana.
3. The Superintendent (HQRS), Customs Commissionerate, Ludhiana.
4. The Superintendent(EDI), Customs Commissionerate, Ludhiana.
5. Notice Board

आर्या�क्त
(e-office generated document, no signature required)
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