






DOC. NO.: ISD/IV/04

E-mail Account Creation Form
(This form has to be submitted to ISD. Please fill the details in block letters only.)

   Company: _________________________________        (Kindly write your correct company name)
   Date Applied: __________      Department Name / CC No.:  _____________________/___________      

   Name:  _________________________   _______________________   ________________________ 

      

      First Name    
                         Middle Name                         Last Name        


   Employee No.:________________    Grade:_____     Designation: ___________________________
                 Ext. No. / Cell No:_______/____________ Personal E-mail Address: _________________________
   Reporting To: _____________________   Asst. / Colleague Name: __________________________
   Residence Address: ________________________________________________________________

   Contact No. (R): __________________

Posting At: _____________________________
   Tel. No. with S.T.D. code if located outside:  ____________________________________________
   P.C. / Laptop Identification: FML________________________ P.C. Location: _________________
   Purpose: _________________________________________________________________________
Name & Signature (Sanctioning Authority)

         Signature of Employee 


(To be filled in by the ISD)

Signature (HOD ISD)

     Email ID:
         Created 
    FML Add           Installed / Informed.                       Date:

---------------------------------------------------Cut from  here  and  submit the form----------------------------------------
Note:

1) All information in the email request form should be filled (mandatory) in totality and duly signed by concerned department GM and above.

2) Incomplete email request forms will not be processed.

3) As per policy, Email id is allotted only to M1 and above.
4) Email allocation for grades T0 and S1-S6 done only for Field Engineers of Sales /Service depts. and Buyers.
5) In other cases for Grades T0, S1-S6, a proper justification needs to be submitted along with the form and signed by dept. approving authority. 

6) Users can opt to submit scan copy of the email request to isdsupport@forcemotors.com or hard copy to ISD Dept.

7) Pithampur users can send scan copies of email request form to Pithampur ISD. Pithampur  ISD will forward same to Pune ISD. Pune ISD will inform Pithampur ISD about the email id allocation.

P.S: 

The company provided e-mail account should be strictly used for
 ‘Official correspondence’ only and not to be used for any other purpose
