Office of the Pr. Chief Commissioner of Income Tax
Andhra Pradesh & Telangana
10" Floor, Income Tax Towers, AC Guards, Hyderabad-500 004
Tel No. 040 23425475, Fax: 23241427/23240403

F.No. Pr.CCIT/Estt./CCD/2020-21 Date:05-01-2021
To

All HODs of,
Andhra Pradesh and Telangana region,

Sir/Madam,

Sub :- Scanning and Uploading of Service Books in the cadre of Group A,
Group B and Group C officers and officials on PIS Module of HRMS
-Uploading of leave balance on Leave Management Module —Calling
for report - Regarding.

Ref- 1. Pr. CCIT, A.P. & TS, Hyderabad in F. No. Pr. CCIT/Circular/
2020- 21dated 24.07.2020. )

Kind reference is invited to the above.

2. It is communicated to the HOO/AO/DDOs to complete the task of Scanning and uploading of
written pages of Service Books along with their enclosures in respect of Group “A” Cadre, Group B
cadre & Group C cadre in their office. Updation of leave and Leave Balance may also be uploaded in
Leave Management Module in the HRMS, ITBA Portal. In this regard, information is sought by this
office as per Annexure-I enclosed to this letter on or before 26.02.2021 positively.

3 The AOQ/DDOs are required to follow the provisions of SR199 and SR 202 related to nature of
entries in Service Books and Periodical Inspection of Service Books by the Govt. Servant to avoid

delay at the last hour.

4 Further, It is informed that for Issue of service verification certificate on completion of qualifying
service above 18 years, after 30 years and also Syears before retirement of an employee may be done at
DDO level as per the provision required in Form 24 (under Rule 32 of the CCS(Pension) Rules, 1972)
and then forwarded to the Office of the Zonal Accounts Office, CBDT, Hyderabad or PAOs concerned
for concurrence. (Copy of Form 24 enclosed).

The above instructions are to be followed scrupulously. The work may be supet vised by HODs
and a Compliance Report is to be sent by 05/03/2021.

This is issued with the approval of the Pr. Chief Commissioner of Income Tax, A.P.& Telangana,
Hyderabad.

Yours faithfully,

D somdro

(PEEYUSH SONKAR)
Commissioner of Income Tax
(H.Qrs)(Admn. & TPS),
A.P. & Telangana , Hyderabad.

Encl:. Form 24

Copy to : All HOOs/DDOs.
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