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- (Nomenclature)
(Guidelines) ( -)

) “ ] ”

) - ] .‘ ’

"Delegated Admin Console" ( -

) - “ - ”

) «“ _ " & -
"’ ( )
) ] “ y

- (http:/ivpn.bcc.gov.bd)
/
(http://support.bcc.gov.bd) datacenter@bcc.gov.bd -

AUG23-ICT-BSCCL Page 4 of 17



- (A-Z
- (az )
- ( @’#1’ $l %l Av &1* )
- (0-9 )
)
) /
(http://support.bcc.gov.bd) datacenter@bcc.gov.bd -
(Data Retention):
- (Inbox), (Sent Mail),
(Trash) (Junk) (Spam)
(Data Backup):
) - (System) (Failure)/ (Crash) /
(Loss) -
)
] | -
) - (like: Outlook/Eudora/Thunderbird etc.)
- | -
) -
) (Disaster)/ (Calamity) - (Data)
H / - H
/- (Data) -
(Password Reset):
) -
( - 13
" "Delegated Admin Console"
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(http://[support.bcc.gov.bd) datacenter@bcc.gov.bd -

) . .
(Deactivation of Accounts):
(Deactivation) (Deletion)
) : -
- /
- (http://support.bcc.gov.bd)
datacenter@bcc.gov.bd -
) ( / ) - /
- (http://support.bcc.gov.bd)
datacenter@bcc.gov.bd -

) : (Lock)
(Deactivate)

- ( - 13

" "Delegated Admin Console" )

(http:/support.bcc.gov.bd) datacenter@bcc.gov.bd -

(http://support.bcc.gov.bd)
datacenter@bcc.gov.bd -

) : , - :

%
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) , ,

(Recommended Best Practices) -

(Recommended Best Practices):

) (Disclosed)
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)

(Malicious Contents)

)
)

SSL Certificate

(Auto Complete)

(Authenticity)
URL

Certificate

(Phishing Attacks)

(Attachment)

(Attachment) -
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(Guidelines)

(Nomenclature)

BSCCL Employee’s Email Naming Convention
The domain name will be @bsccl.gov.bd represented as @domainName and will be hosted

at BCC following “ -

and

A. Email that is being under the designation:

1. Designation to Short Form

Example: md@domainName

Total Person as in

Designation Short Code .

Chairman chairman@domainName -
Managing Director md@domainName 01
Project Director pd@domainName -
General Manager gm@domainName 04
Company Secretary cs@domainName 01
Deputy General Manager dgm@domainName 11
Manager manager@domainName 17
Deputy Manager dm@domainName 15+4
Security Officer so@domainName 01
PS to MD pstomd@domainName 01
Assistant Security Officer aso@domainName 02
Assistant Manager am@domainName 28
Deputy Assistant Manager dam@domainName 14
Front Desk fdesk@domainName 01
PA to MD patomd@domainName 01
Office Assistant Cum Computer Operator com.op@domainName 14
Accounts Assistant acc.a@domainName 04
Technician tech@domainName 03
Electrician elect@domainName 03
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Driver dri@domainName 15
Cook ck@domainName 02
Office Helper ofh@domainName 15
Assistant Cook ack@domainName 02
Security Guard sg@domainName 16
Mali mali@domainName 04
Cleaner clnr@domainName 08
Total Employee as per BSCCL Service Rule 2018 187

2. Short form of post name:
This will be added to designation short forms like >>
designation_short.post short@domainName
Example: gm.anf@domainName

Total Designatio
Perso 9 Post Post Short Final Formation

n n short

01 chairman | X X chairman@domainName

o1 md X X md@domainName

01 Ccs X X cs@domainName
agm Admin & Finance anf gm.anf@domainName

o gm Planning & Development pnd gm.pnd@domainName

4
gm Operation & Maintenance onm gm.onm@domainName
am Marketing & Sales mns gm.mns@domainName
dgm HR&A hra dgm.hra@domainName
dgm Customer Care cc dgm.cc@domainName
dgm Planning & Development pnd dgm.pnd@domainName

11
dgm Procurement & Logistics pnl dgm.pnl@domainName
dgm Finance & Accounts fna dgm.fna@domainName
dgm Marketing & Sales mns dgm.mns@domainName
dgm Internal Audit ia dgm.ia@domainName
dgm ﬁgeratlon & Maintenance, ipt dgm.ipt@domainName
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dgm gﬁc?rritsion & Maintenance, kkt dgm kkt@domainName
dgm ggsli_a;ion & Maintenance, COX dgm.cox@domainName
dgm Bandwidth Planning bwp dgm.bwp@domainName
manager HR&A hra manager.hra@domainName
manager Development dev manager.dev@domainName
manager Bandwidth Planning bwp manager.bwp@domainName
manager Finance & Accounts fna manager.fna@domainName

7 manager Estate est manager.est@domainName
manager Customer Care cc manager.cc@domainName
manager Share & legal snl manager.snl@domainName
manager Procurement & Logistics pnl manager.pnl@domainName
manager Marketing & Sales mns manager.mns@domainName
manager Internal Audit ia manager.ia@domainName
manager Operation, Remote Location | rl manager.ri@domainName
manager ?Igeration & Maintenance, ipt manager.ipt@domainName
manager Operation, COX LS opcox manager.opcox@domainName
manager Operation, KKT LS opkkt manager.opkkt@domainName
manager Maintenance, COX LS mtcox manager.mtcox@domainName
manager Maintenance, KKT LS mtkkt manager.mtkkt@domainName
manager Board & Corporate Affairs bnca manager.bnca@domainName
dm HR & Admin hra dm.hra@domainName
dm Public Relation pr dm.pr@domainName
dm Development dev dm.dev@domainName

15 dm Operation, Remote Location | rl dm.ri@domainName
dm Router and Switch rns dm.rns@domainName
dm Billing & Customer Care bncc dm.bncc@domainName
dm SMC, Marketing & Sales mnssmc dm.mnssmc@domainName
dm 11G, Marketing & Sales mnsipt dm.mnsipt@domainName
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dm NOC noc dm.noc@domainName
dm Tra_nsmission & tnm A TR AN AT
Maintenance
dm Operation, COX LS opcox dm.opcox@domainName
dm2 Operation, COX LS opcox dm2.opcox@domainName
dm Operation, KKT LS opkkt dm.opkkt@domainName
dm Maintenance, COX LS mtcox dm.mtcox@domainName
dm Maintenance, KKT LS mtkkt dm.mtkkt@domainName
dm Accounts, SMC smc dm.acsmc@domainName
dm Accounts, IIG acipt dm.acipt@domainName
o dm Accounts, KKT LS ackkt dm.ackkt@domainName
dm Accounts, COX LS accox dm.accox@domainName
o1 SO Head Office & 11G hoipt so.hoipt@domainName
aml-5 Operation, COX LS opcox aml-5.opcox@domainName
am1-3 Operation, KKT LS opkkt aml-3.opkkt@domainName
aml Operation, Remote Location | rl am.rli@domainName
28 am2 Operation, Remote Location | rl am2.ri@domainName
am1-3 NOC noc am1-3.noc@domainName
am Bandwidth Planning bwp am.bwp@domainName
am Procurement & Logistics pnl am.pnl@domainName
am Internal Audit ia am.ia@domainName
am SMC, Marketing & Sales mnssmc am.mnssmc@domainName
aml 11G, Marketing & Sales mnsipt am.mnsipt@domainName
am2 11G, Marketing & Sales mnsipt am2.mnsipt@domainName
am ICT ict am.ict@domainName
am Development dev am.dev@domainName
am Billing billing am.billing@domainName
am Customer Care cc am.cc@domainName
am Human Resources hr am.hr@domainName
am Administration admin am.admin@domainName
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am welfare and funds wnf am.wnf@domainName
am Share & legal snl am.snl@domainName
am Accounts, SMC smc am.smc@domainName
aso Assistant Security Officer, cox aso.cox@domainName
COXLS

02
aso ﬁls%s_irs;c_?t Security Officer, kkt o MGG BTN T

01 PS PS to MD pstomd pstomd@domainName
dam Corporate Affairs ca dam.ca@domainName
dam Transport trans dam.trans@domainName

14 dam Accounts, II1G aciig dam.acipt@domainName
dam Billing bill dam.billing@domainName
dam 11G, Marketing & Sales mnsipt dam.mnsipt@domainName
dam Maintenance, COX LS mtcox dam.mtcox@domainName
dam Maintenance, KKT LS mtkkt dam.mtkkt@domainName
daml NOC noc dam.noc@domainName
dam?2 NOC noc dam2.noc@domainName
daml Operation, KKT LS opkkt dam.opkkt@domainName
dam2 Operation, KKT LS opkkt dam2.opkkt@domainName
daml Operation, COX LS opcox dam.opcox@domainName
dam2 Operation, COX LS opcox dam2.opcox@domainName
dam3 Operation, COX LS opcox dam3.opcox@domainName

01 Front Desk fdesk fdesk@domainName

01 PA to MD patomd patomd@domainName

14 Office Assistant Cum Computer Operator | com.opl-14 | com.opl-14@domainName

04 Accounts Assistant acc.al-4 acc.al-4@domainName

03 Technician tech1-3 techl-3@domainName

03 Electrician electl-3 electl-3@domainName

15 Driver dril-15 dril-15@domainName

02 Cook ck1-2 ckl-2@domainName

15 Office Helper ofhl-15 ofhl-15@domainName
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02 Assistant Cook ack1-2 ackl-2@domainName
16 Security Guard sgl-16 sgl-16@domainName
04 Mali malil-4 malil-4@domainName
08 Cleaner clnrl-8 clnri-8@domainName

NB: For more than one person the email will be same but it will add a sequential number
from 1/null to till the required & it will be served as First Come, First Served (FCFS).

B. For Email that is being used for special purposes (Project)

e For Short time uses it is necessary to construct email as required like submarine
projects or others projects.

Example: pd.smw6@domainName

Name

Designation

Short Code

Project Director

SMWE6 Project

pd.smw6@domainName

“/Name” Project

pd.ProjectShortCode

Project Manager

SMWSE6 Project

m.smw6@domainName

“/Name” Project

m.ProjectShortCode

Project Deputy Manager

SMWS6 Project

dm.smw6@domainName

“/Name” Project

dm.ProjectShortCode

Project Deputy
Manager (Accounts)

SMWE6 Project

dm.acsmw6@domainName

“/Name” Project

dm.acProjectShortCode

Project Assistant Manager

SMWSE6 Project

am.smw6@domainName

“/IName” Project

am.ProjectShortCode

C. For Email that is being used for general purposes:
Example: admin.webportal@domainName

Title Short Code Admin/User Dept.
BSCCL web portal admin admin.webportal@domainName ICT/HRA
BSCCL govt. Portal admin admin.govtportal@domainName ICT/HRA

BSCCL mail server admin

admin.mailserver@domainName

ICT/HRA/IIG(NOC)

BSCCL social media

admin.social@domainName

HRA/PR/MNS/CA

11G portal

iig.portal@domainName

G
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BSCCL zoom admin Admin.zoom@domainName ICT/HRA

11G monitor monitor.iig@domainName G

BSCCL billing billing@domainName CCiBilling

BSCCL monitor monitor.ict@domainName ICT/HRA

11G support support.iig@domainName G

ISP support support.isp@domainName G

PNI support support.pni@domainName G

BSCCL info info@domainName HRA/PR/PAtoMD
Smw-4 noc smw4.noc@domainName COX NOC/SMW4 NOC
Smw-5 noc smwb5.noc@domainName KKT NOC/SMW5 NOC
Smw-6 noc smw6.noc@domainName COX NOC 2/SMW6 NOC

Project-name-noc

ProjectName.noc

Project Name NOC

Smw-4 contact Email

smw4.contact@domainName

Responsible persons

Smw-5 contact Email

smwb5.contact@domainName

Responsible persons

Smw-6 contact Email

smwo6.contact@domainName

Responsible persons

Project- contact Email

project.contact@domainName

Responsible persons

11G noc iig.noc@domainName G

BSCCL tender tender@domainName P&L

BSCCL e-gp tender egp.tender@domainName P&L/Estate
BSCCL share share@domainName S&L/CS

BSCCL agm agm@domainName S&LI/CS

BSCCL divident div@domainName S&L/CS

BSCCL grievance redress system | grs@domainName BSCCL GRS Team

BSCCL right to information

rti@domainName

BSCCL RTI Team

BSCCL innovation

innovation@domainName

BSCCL Innovation Team

BSCCL national integrity

nis@domainName

BSCCL NIS Team

BSCCL citizen charter

citizen.charter@domainName

Citizen Charter Related
Personal

BSCCL annual performance apa@domainName BSCCL APA Team
BSCCL cloud storage admin.storage@domainName ICT/ IG/HRA
BSCCL software admin admin.software@domainName ICT/IIG/HRA
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BSCCL billing software

admin.billingsoft@domainName

CCICT/HRA/IG

Support desk

supportdesk@domainName

HRA/IIG/ICT/CC/Billing

Customer support

support.cc@domainName

CC/Billing

Sales inquiry

sales@domainName

MnS/CC/Billing

NB: In addition to these emails, if there are any other requirements, they will be created after obtaining

permission from the MD, BSCCL.
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(11 ”

[URL: www.bsccl.com/lawact_bsccl/ or www.ictd.gov.bd/site/view/policies/]

e - ”

[2] - (- , -
y

[3] https://ictd.gov.bd/site/view/policies/Policy/
[4] 1ISO/NEC 27001 - Security guidance for specific applications
[5] www.cirt.gov.bd

[6] Bangladesh Cyber Security Strategy 2021-2025

AUG23-ICT-BSCCL

Page 17 of 17



	14_34_0000_124_40_002_23_30-2023-08-24-1692883931
	বিএসসিসিএল এর দাপ্তরিক ই-মেইল একাউন্ট পরিচালনা, কার্যকরী ই-মেইল ব্যবহার এবং ই-মেইল একাউন্ট গঠনের নির্দেশিকা

