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OFFICE MEMORANDUM

Sub: Distribution of laptop received at Hyderabad, O/0.The Pr Chief Commissioncr of
Income Tax, Hyderabad - Reg.
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Laptop along with one carry case (Laptop Bag) will be supplied to all officers and the Laprop

serial number mentioned on the Laptop is required to be properly verified before acknowledging the

receipt of Laptop. The Laptop User ID and other details have been mentioned on sticker pasted below
Laptop.

The details of Laptop are to be entered on officers Service Book on ITBA and copy of printout
to be pasted in physical copy of Service Book of Officer. | As per para.9 of attached SOP for distribution
of laptop issued by Directorate of Infrastructure in F.No. ADG(Infra) / Admin / Laptop
Distribution/2019-20,  dated. 17.03.2020]. Afier disiribution of Laptops to individual officers,
distribution list will be circulated and on the basis of said list, a compliance report of entering details of

Laptop on officers service book on I1BA has to be submitted to this office along with copy of 11BA

screenshotl and copy of paee of physical service book within 07 days of circulation of distribution list by

this office.

'The use of Laptops are to be strictly followed as per Cireular / GGuidehines issued by Board from

time to time. For resolution of any Hardware and Software issuc following are the contact numbers of

service provider and officers are required to contact them directly through their official name based

Email ID.
HARDWARE ISSUE 7 SOFTWAREISSUE
M/s HP India Sales Pvt Ttd IBM Helpdesk
Toll free No: 18002387270 /
18002587271 (Code- 9705) Toll free No:
Hemanth Kumar (Executive): 7827297304 1200110015
Telephone No: 040-23425217

N

(SARISH IRUEULLA)

Addl Commissioner of Income Tax(Hqrs & Admin)

Nodal Officer for Laptop Distribution

O/o0.The Pr Chief Commissioner of Income Tax, Hyderabad
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Boom no. 154, 2r4 F 3 JLragativibar, New Delhi-110003
AT L elhi-
F. No. ADG(Infra)/Admin/Laptop Distribution/2019-20 Dated: 17/03/2020

To

The Pr. Chief Commissioner of Income Tax
Bengaluru/Chennai/Kanpur/Mumbal//New Delhi/Kochi
NWR—Chandigarh/Lucknnw/Kolkata/Jaipur/NER~GUWahati/Patna/Ahmedabad/thpal

Ehubangshmgr[Hydg@b_a_d[ﬂ_a_gpurngug,

The Chief Commissioner of Income Tax/Commissioner of Income Tax
Colmbatore/Madurai/Dehradun/T hane/Vadodara/Surat
Ghaziabad/Panchkula/Indore/Ludhlana/Shimla/tiruchirappalli
rhiruvananthapuram/ Raipur/Jodhpur/Bareilly/Vijayawada/Panaji-Goa/Allahabad

Amritsar/ Nashik/Raijkot/Rapchi/ Visakhapatn illon ipur.

Sub : Standard Operating Procedure - Supply of Laptops to the eligible officer(s) of the
department after procurement made against Bid no. GeM/2019/B/413815.

Sir/Madam,

I am directed to Inform that the Directorate of Infrastructure has published a Bid no.

GEM/2019/B/413815 for procurement of 10321 Laptops, with custornized technical
specifications to be delivered at forty four (44) locations to prefixed consignees / nodal

officer(s). The Bid is awarded to vendor named — M/s. HP India Sales Pvt. Ltd. for supply of
Laptops. Presently, the vendor has been asked to supply the 10342 laptops at these
locations as per the list enclosed herewith., The supplies are initiated by the vendor and wil}

be reaching consignee locations shortly.
I am further directed to forward herewith a ‘Standard Operating Procedure’ for

distribution of Laptops required to be supplied to the respective authorized nodal officer of
the consignee locations to bring in uniformity in process of distribution and record

maintenance. .

Encl : As above. \ (l
| 03

(SHAILENDRA LODHA)
ADIT(Infra), Unit-III/Co-ordination
New Delhi
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STANDARD QOPERATING E&OQEDuRE_EOBﬁmML APTOPS

Initially the Vendar will supply the laptops factory box packed. The same is
required to be stored at safe dry place.

The executives from M/s. HP India Sales P itd. will.contact, nodal officérs and will
install Kaspersky Antivirus, and ‘Libre Office’ package Individually in each and
every laptop. A carry case (Laptop bag) will also be supplied.

Upon receipt of the prescribed goods as per revised Contract / Purchase Order,
the consignee / nodal officer Is required to submit online ‘Provisional Receipt
Certificate (PRC) through the GeM portal; within 48 Hours in PDF format which
will contain details of the quantity received and date of Receipt of the
Consignment.

After verification of laptops delivered Including assessment as to compliance with
the guality (including Technical Specitications, Physical Damage etc,) and
guantity, the Consignee wili Issue on-line digitally signed Consignee's Receipt &
Acceptance Certificate (CRAC) on GeM portal, for that stage within 10 days of
date of issue of PRC. The CRAC would clearly indicate:

» The Order quantity

s Rejected quantity (if any, with reasons for rejection
Including shortages/ damaged /unaccepted quality)

* Quantity accepted and cieared for payment

A register needs to be prepared with following detaiis :

&, | leptop | Leptop | Handedoverto I
No. | Model | Sr.No. | Name [ Designation | Date | Signature_

This register must be kept in safe custody of officer authorized by Pr. CCIT/ CCIT
of each consignee location, once distribution is completed.

All officers of the level ol ITOs & above, excluding those working as
Administrative Officers, Sr. PS, PS and Official Language Officers but including the
ellgible EDP officers (DPA Grade ‘B’ & above) are to be provided one laptop each
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on working strength basis. No officer to be supplied more than one laptop.

7. The Pr. CCIT/CCIT should ensure that proper entries are mandatorily made in
Physical Fixed Asset register maintained in Pr. CCIT office and E-asset register
under existing rules.

B. The Pr. CCIT/CCIT should ensure that the details of the Laptop issued to the

employee (with employee code) are entered in the Asset management Module of
HRMS of ITBA.

9. Detalls of Laptop are to be entered on officer’s service book on ITBA and a copy
of printout in physical copy of Service Book of the officer indicating *Period of
useful life’ of !‘aptﬂb as per ‘Information Technology Procurement, Obsolescence
and Disposal policy ~ Laptops’ as circulated vide F. No. DIT(Infra)/Unit-II/FM-
21/2012-13/(Pt. File)/180 dated: 23/04/2015.

| oy
(SHAILENDRA LODHA)
ADIT(Infra), Unit-I11I/Co-ordination
New Delhi
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