
Memo No. ACCT-SAL0ITAX/1/2024-ACCT  Dated 
C I R C U L A R

Subject: Exemption of Schedule Tribe from Income Tax – regarding

With reference to the subject  mentioned above,  kindly  find enclosed herewith the Standing Circular 
No.NEIGR-Accts(A)/26/2014/Pt-I Dt 04.05.20 for submission of  Income Tax Exemption Certificate for the  F/Y 
2026-27.

It  is  requested  that  all  concerned  Schedule  Tribe  employees  to  submit  the  Income  Tax  Exemption 
Certificate on or before 30th November, 2026. 

Anticipated Annual Gross Salary will be issued by Accounts Section w.e.f the 31st August 2026 onwards.

However, if an employee is not able to collect the Anticipated Annual Gross Salary in person they may 

authorised any person in writing to collect it on their behalf and also provide a self-certified copy of the Institute  

Identity Card address to the undersigned.

It may be stated that the delay in issuing of Anticipated Annual Gross Salary is due to the fact that there  

has  been an update in  the portal  of  income tax  website  and in  the online  steps  for  applying  of  Exemption 

Certificate has been replaced by other sections. As the matter has been clarified and tested for the same, hence  

the new online steps are attached herewith for necessary action.

All sections/departments are requested to re-circulate the Standing Circular mentioned above amongst  

their staff for information and necessary compliance. Failing which the institute will not be held responsible for 

any lapse in future.

Deputy Director(Admn)

Memo No. ACCT-SAL0ITAX/1/2024-ACCT                                                                     Dated 

1. PA to Director, NEIGRIHMS for kind information of the Director.
2. PS to DD(A), NEIGRIHMS for kind information of DD(A).
3. PS to Financial Adviser, NEIGRIHMS formation of FA.

ACCT-SAL0ITAX/1/2024-ACCT I/23571/2026



4. PA  to  Medical  Superintendent,  NEIGRIHMS  for  kind  information  and  wide  circulation  in  the 
Department/Sections/Unit under the direct control of MS.

5. PA to Dean, NEIGRIHMS for kind information and wide circulation in the Academic Department.
6. All  HODs/Section  Heads/In-charge  for  kind  information  and  necessary  circulation  amongst  all  the 

Faculty/Doctors/Officers/Staff in their respective Department/Sections/Unit.  It is also requested that as 
and when newly appointed employees join in the Department(s) / or on leave, contents of this Circular  
may be brought immediately to their notice for necessary compliance.

7. Principal, College of Nursing, NEIGRIHMS for kind information and wide circulation in the College.
8. Shri. Shambhu Nath Lal, Programmer, IT Cell, NEIGRIHMS for uploading in the Institute’s website.
9. All Notice Boards (Administrative Block/Hospital/College of Nursing/MRO Hostel).

Deputy Director(Admn)
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Steps for Income Tax Exemption 

 
1. Open "https://traces.tdscpc.gov.in/  

2. Click on Login as shown below 

 

 

3. Click on “Taxpayer” and enter your User ID, Password and Verification code and then click on “Login”. 

 

 

 



4. A pop up window will appear asking to verify and update your profile. Click on Verify And Update Profile 

 

 

 

5. Enter the address details in all the mandatory fields marked * required and click Submit 

 

 

 

 



6. Enter your contact details and click Submit 

 

 

 

7. Apop up window for OTP verification will appear. Enter the OTP received in your email and mobile number 

then click Verify 

 

 

 

 

 



8. Click on “Update Info from PAN Database” 

 

 

9. After verification a pop up window will appear indicating that the details has been saved successfully. Click 

on Save And Proceed to continue 

 

 

 

 

 



 

10. From the 'e-File & View' dropdown menu, select“File Forms” 

 

 

11. On Form No. 128 click “File Now” 

 

 

 

 



 

12. Select“Resident & Ordinarily Resident”from the “Category of Resident” dropdown menu. 

 

 

13. Click on “Proceed” 

 

 

 



14. On the next page, the applicant’s details will be displayed in three sections: “A”, “B”, and “C”. To update the 

information in Part A, click the provided link.  

 

 

15. Enter the details in all the mandatory fields marked *. After making the necessary changes, click “Proceed”. 

 

 

 

 



 

16. Part B will be displayed. Under “Application Filed By” and “Details of Request”, select the appropriate check 
boxes as shown below. Then scroll down to continue. 

 

 

17. Click on Proceed 

 

 

 



18. Once Part C of the form appears, click on “Add/Update Existing Liabilities,” as shown below. 

 

 

19. A new window will appear. In the “Tax Year” drop-down menu, select “2025–26.” Then, enter “0” in all the 
remaining fields and write “NA” in the Remarks field and click SAVE 

 

 

 



20. Under No. 5, "Particulars of Income and Other Relevant Details (for the relevant tax year)", in (a) estimated 

total income enter the total income as stated in the Anticipated Certificate in item (a), and enter "0" for all 

other fields i.e (b & c) and d(i,ii&iii). 

21. In the Acknowledgement Number field (e) for each tax year, enter "NA" as illustrated below and then Click 

proceed. 

 

 

22. The Annexure Details page will appear. Click on "Provide Details" to continue. 

 

 

Enter Anticipated salary here 



 

23. Select “Add Details”. Select “392” in the drop-down box of Section of Income Tax and enter the TAN number 

“SHLN00458D” (fifty and sixth character is numerical zero).  

24. Enter the anticipated income amount in Sl No. 5 and enter “0” (zero) in Sl No. 6. 

 

 

25. Click Save and then Save & Proceed 

 

 

 

 

Enter Anticipated salary here 



 

26. Click onTemplate of No.1 as shown in the picture below. 

 

  

27. A pop-up window will appear. Under Sl No. 1 & 2 enter the anticipated salary plus 1 (e.g. If anticipated salary  is 

123456 enter 123457 in Sl No 1 & 2). Then enter “0” in Sl No 12, 13 and 14 and click “Submit” as shown below. 

 

 

 



28. After step 27, click on Template No.2   

 

 

29. Another pop-up window will appear. Under this step click the check box “Income details for the Tax Year is 

not available” for each of the past four Tax Years i.e T.Y. 2025-26, T.Y. 2024-25, T.Y. 2023-24, T.Y. 2022-23. 

After the Tax Year for the past four years has been checked and highlighted as green click “Submit and 

Proceed”. 

 

 

 

 

 

 



 

30. After submitting the details in both the Templates, a green check mark indicating that the templates have 

been filled will appear, as shown below. Then scroll down to continue. 

 

 

31. Click the Browse File button for No. 8 

32. Select and upload your ST (Scheduled Tribe) Certificate (in original) in the supported format as mentioned. 

33. Click the Browse File again, Select and upload the Anticipated Certificate. 

34. After both documents are uploaded successfully, click “Save & Proceed” to continue. 

 

 

 



 

35. A declaration page will appear. Tick the two declaration checkboxes and enter "SHILLONG" in the Place field, 

and click "Save & Proceed" 

 

 

 

36. A preview of Form No. 128 will appear. If any changes are required, you can edit any part of the form by 

selecting Edit Details. 

 

 



 

37. Once everything is confirmed then click on ”Submit” to complete the process 

 

 

 

38. E-verification part of the form will appear and select “OTP on registered Mobile Number”. Then click 

“Proceed” 

 

 



 

39. Enter the OTP and click “Proceed” 

 

 

40. The Form No.128 has been submitted successfully and can be downloaded by clicking the Download button 

 

 

 

 



 

Steps for downloading of Exemption Certificate 

1. Open https://traces.tdscpc.gov.in/ 

2. Log in into your Traces account 

3. Scroll down and you will find Lower/No deduction/collection Certificate (s) statistics. 

4. After approval by income tax click on Form 128 Filed. 

 

 

 

5. Another window will appear, then click on View Details 

 

 

 

 

 

https://traces.tdscpc.gov.in/


6. Click on Lower/ No deduction certificate 

 

 

 

7. Click on initiate download, a pop up window will appear and then download both the consolidated and 

deductor-wise certificate. 

 




