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Dated: 06.03.2020

rAllHeads of Circles

Guidelines for use of social Medlb for promotion of products and services of the Department.

Kindly find enclosed guidelines for use of Social Media for promotion of products and services

the Department for kind anformation and necessary action please
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Principal Director of Audit (Postal)' Delhi - lloo54'
Addl. Director 6eneral, Army Po(al Service Coprs. Sena Dak Bhawan' Rao Tula Ram

Marg, Delhi Cantt I l0O1O.
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ctor, CEPT, Mytore for uploading on the lndia
No.3-3l2O19 SocialMedia

Po5t Webeite.

n,."Mil,w
Assistant Oirector

for information to:-
PPi to Secretary (Ports)/ DC (Portt
PPS to Member (Banking & RB)/ (Plg.)/ Crech.)/ (P)/ (O)/ (PLl)'

5r. DDG (PAF), Department of Potts' Dak Bhawan. New Delhi'

Addt. DG (Ponal Service)/JS&FA,/Secretary (PSB)/ ccM (BD)/ cGM (PLl)/ cGM (PD)/

All DD5G
Director, Rafi Ahmed Kidwai National Postal Academy' 6haziabad-

All Directors/ Dy. Directort of Accounts (Po(al)
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Technology, ysore.570 010
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Subr cuidelines for usc of Social Media for promotion of products and services of the Department.

Ref: 8D&MD lt. No. 18 0712017 BD&MD dared 21.03.2017

lh 5 i5 rcg.rdrrl] promot on ol prodLrcts.nd \crv ccs oi thc l){-partrncnt throri8h Socral Mcd,r

D ,rtlorms. Lar i.r, Instruclrons w{'r(, issued to Crrclrs v de the abov(' \ubj-"ct and ( l('ron(:e, reg.rd nJl

llfpartrncnt ol Posl\ Socia Mcdirh,rfdcs
The h.ifdlc\ nrc qu te populnr and d5 on drlc lhcre are ovor 2 10lakh'Likr!'on our Faccbook

p.rll{';nd over 1.6) Inkh Fo lowor1,'orr Twitter.

It is observ.d that Dcpartnr( rt of Post hns fol bcen .b c lo properly levr'r,r11r, the powcr oi

b.

d

Socral Media platlorm for Lts publ c outreach protjr.rmme. arrv.rr rtr chdtur.ler\1i.5 of in)nredi.tr,

outreach and 24*7 enilagements, Socidl Media ol{('rs d unique opportunity to lhc Depa.trnent o[
Posts to engage with public and other stakeholders and crcate awareness about its products &

services and maior contributions made by the Departmeot in deliverang postal, tinancial and citizen

centric services to the public. The Ministry of Electronic and Intormation Technology has issued

"Frame work & 6uidelines for usc of Social Media tof Govcrnmenl Orfldnis;tion!" which is available

on nel. lhe Circlcs may kindly lollow the guidel n('s for usc ot social Iredia. Somc of key caveats that

the guidclines hiChlight and musl bc kcpt in mind include:

All accounts nrLrst be crcat.'d .rnd operated irr oftici.rl cnp.( ily only.

Associni m('diir demand! 241l nteraction!, somc rcsponsrv(,ncrs criteria nrry bc d€f ned rnd.i
dedicatcd tcim m;y be put n p acc to monitor nnd respond.

There slrould bc congruenco bclrveen respon!(,t on 5ocia modr,r and trad 1ion.r media

Relevant provrs ons ot I nct ,000 nnd RTI A(t rrrust bc ndh('rod to. De1.I r,d dcscr ption .rnd

expldnaliofs nrc given in llro Gu de incs scctior ol the do.unrcnt

:1. llcdds 01 (:ir(l€5 nray open lwitter and Fac.book.ccolrnt I not y€t do|c, siIcc thc C rcles nre

doinll a large nLrmbor of activ/ti('.' whlch deserve lo bc sharcd with public for f(]rthcr improving rh{,

lrLr!t.nd eoodw ll ol the Deparlmcnl .nd its ernployees.

4. ln order to u5c Soclrl Medi.r cxtcnsivcly irnd eet benefits, lol owing actlont ilrc rcquired to bc

lakcn by th. tlircl('s

llcads o{ (ncle should imnr.diately actrvalc lheir Social Mcdia accounts .nd start po\1 nll

photos.rnd mos!irges ol thc 5iSnilicant .ctivities done by them. Whofcvor, lhey post.l
message, thcy shoLrld ti! it to Directoratc/ al Circlcs .nd other iItport.nt acco|1|ts



?Y'a'tL

mandatorily. Jhe account oetails of Directorate are Facebook: @Posroffice lN and TwittPr:

@lndiaPostoffice.

b. A suitable official may be identified as a nodal point by all circles making him/ her responsible

for posting messages on social media on daily basis The email of nodal points shall be shared

with Marketing Division for coordination at ddsmarketinPadindiapost qov in and

admark€tingdivision@email.com.

c, Share/ Re-tweet the posts/ comments of other Circles/ Directorate.

d. t se ot locallanguage.

fi{y' regular press conference at thd levbl of CPMG to inform media about the activities of the

of promdional activities alon8 with description may be aent to Marketin8

.i! and admarketingdivision@Email.com.

b the Inttructiont by 20.03.2020 and send compliance

,,,*U,r,l}u,
Assistant Diredor General (FS ll)


