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All projects that require computers to be provided also require internet e-mail through an internet service
provider as per Contract Section 5.35 ENGINEER'S FIELD OFFICE. Once an e-mail address is established,
the Resident Engineer (RE) must e-mail DDC Information Technology Services (ITS) (Michael Trager at
tragerm@ddc.nyc.gov) and request that the address be added to the DDC e-mail address book. Questions
regarding this procedure can be directed to the ITS Helpdesk at 718/391-3477. The field office e-mail address
can be in any format, but ITS must be requested to add the address under the Infrastructure standard format
which the RE has to provide to them. The standard format is "Field Office fld_Borough Initial_FMS ID". The
Borough initials are x - Bronx, k - Brooklyn, q - Queens, m - Manhattan, r - Staten Island. For example if your eﬂ
mail address is bed756@aol.com and your project name is BED 756 you would request that ITS add
bed756@aol.com to the DDC address book under "Field Office fld_k_bed756".

At the end of the project, the Resident Engineer is to send ITS an e-mail requesting that the project e-mail
address be removed from the DDC address book.
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