Income Tax Department

Pune Region

Aayakar Bhavan, 12, Sadhu Vaswani Road, Pune - 411001

This user guide will help you on how to fill the application form, how to make the payment
and how to submit it successfully.

To start filling the application form, users must be registered first to the application. The
user guide for how to register to the applicationis already provided in the other link. Once
youregister successfully, the application will navigate you tofill the form. In case you have

logged out, you can again login to the application and start filling it.

Personal Details Tab

The first step in the application process is to add our personal information.
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Personal Details

Personal & Address Details

The form requesting personal information and address details for the Recruitment Application Processing aims to collect essential data for eligibility assessment. It requires details of personal and

Personal Details:

address for income tax-related benefits or opportunities

First Name Middle Name Last Name email ID Mobile No. Aadhaar No.
rajdoot subhash herlekar

* Gender Nationality « Father Full Name + Mother Full Name

® Male  Female @ Indian  Other dhfh hdfhhth

+ Category Date Of Birth Age as on 01-01-2028
oBC 31-Dec-2008 [ vears [ monms | oars

| 1 | 0 | 1
Post Preferences:

First Preference Second Preference Third Preference
Tax Assistant(TA)

Current Address: Permanent Address : Clcopy in case soma as current addre
Address Line | 1250 Address Line | o250
fdfdsf fdidsf

%
Address Line 2 = Address Line 2 aj250
gsdg gsdg
4 “
« State/UTs = City Pincode StatefuTs City Pincode
Maharashtra dsgs 485655 Maharashtra dsgs 465655

Fill all the information in the Personal Details section.

Save & Next
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To be eligible to apply for any position, please ensure that you meet the following criteria:

1. Age Requirement: You must be above 18 years old.
2. Nationality: You must have Indian nationality.

Age Limit:
Sr. No. Name of the Post Age Limit (as on 01.01.2026)
2 Stenographer Grade-Il (Steno) Between 18 — 27 years
3 Tax Assistant (TA) Between 18 — 27 years
4 Multi-Tasking Staff (MTS) Between 18 — 25 years

Relaxation of age: As per Government of India instructions for meritorious sportspersons,
relaxation of upper age limit up to a maximum of 5 years (10 years in case of SC/ST
candidates) may be allowed.

Note: This relaxation will be admissible only to those sportspersons who satisfy all other
eligibility conditions related to education and sports qualifications, and furnish a certificate
in the prescribed form, from an authority prescribed in this instruction.

You can select the Post preferences in the next section. As per your eligibility, you can
select the preferences. Maximum 3 preferences are allowed.

Now in the address section, enter the Permanent and current address. If both are the
same, you can selectthe copy in case it is the same as the current address button and it
will copy all the data from current address to permanent address.

Once youfill all the information on the Personal Informationtab, click on the Save and Next
button. It will navigate to the Education and Experience section.
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Education & Experience
Once the Personal Details are filled, the Education & Experience details page will open as

shown in the image below.
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Pamen Deois

Education And Work Experience

ard. b ke e indormation Lo Ged Lo your Seucalion surmmany L prave you e th

An education surmmany should inciude aniy rlevant, o

Hama ol Eoond | Univarsity | institats

* Esaminaticon

* Possing Year & Month * Parcantoge Grode

Srhnei [ Collngn Mrms of Annard [ Uniunesity Presing Manth & Yaar Parerntagn | Grode

| Betian | £r W | Ewarminatien

| M GTTTYIRESN Caie it

B0 You Have Any Weorking Experience ?

Please enterthe required details in the respective fields. After filling the mandatory fields,

click on the Add button shown in the image below.

Income Tax Department 8 G
Pune Region vioo
Parsanal Datalls ducation &
Exparian
Education And Work Experience
U ade ficol: s, This o t I 0 o 3 tor ore
* Na Irvstit
fac o o E o
355 sor & Mont * Parcentoge/Grade
l Action I Sr.No. I Examination School [ College Name of Board | University Passing Month & Year Percentage | Grade |

Do You Have Aty Working Experionce ?

After clicking on the Add button, education datawillbe shownin the table as shown in the
image below. Like this you need to add the education details as per the preferences you

have selected in the personal details section.
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Parsanal Dabails Education &

Experianca

An educotion summary should include any ralavant ocodemic qualilications ha il add o pour ad mim pro o th
« Exarninatian + Marma of S=hoal|Callaga + Momna of Board | Univarsity | Institute
& P + Parcenboge/Grade
Action | 8¢ N | Exominotion | Seheal | Callege Hame of Board | University | Passing Month & Yeor | Percontage | Grode |
| | Gradualion i ay faculty | Or.l. L Mogdum college of engineering Jaysingpur Shiaji University kalhapur Feb- 2020 e |
D ¥ou Hawve Ay Working Expaiense P

The below table indicates which post preference requires maximum qualification:

Essential Educational Qualifications:

Sr. No. Name of the Post Essential Educational & Other Qualifications

1 Stenographer Grade Il (Steno) |[12th class pass or equivalent from a recognized Board
or University

2 Tax Assistant (TA) A Degree of a recognized University or equivalent
qualification

3 Multi-Tasking Staff (MTS) Matriculation or Equivalent pass
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In our application you can editand delete previously filled education using the Delete and
Edit options in the Action column.

Income Tax Department
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Parsanal Datalls Educotion &

Exparianca
Education And Work Experience
A education surnimiry should inchde only rele i Lo dached ben e s surtmary 1o g s
* Norme of Boand [ University | Irsiule
* Passing Yaor & Month * ParcantagaGracs
+ add
Action | Sr.No. Examinatian schoal [ Callege Home of Board | University Passing Manth & Year Percontoge | Grode
D D I Crogcticn in any foculy D2 Mogaum eollege al angnmering Jaysingpr Shisaji LUniversity kalnopur Fat-2020 RE%

Do ¥ou Have Any Working Experience ?

If you want to edit the data then click on the edit option as shown in the image below
and edit the information and then click on the update button given on the right side.

Your data willbe updated. Same in case of delete, if you want to delete the education
detail, just click on the delete button provided in the table.

[§.3) \ncome Tax Department
S Pune Region vioo

Education And Work Experience

v fo Koihapu
1] oge/ ]
T T
Action | sr.No. | Examination school | College Name of Boord [ University |~ PossingMonth& Year | Percontoge [ Orade

Do You Have Any Working Experience ?
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Now, after filling the educational details, if you have worked in any government company
before oryou are working in any government company, then on the same page check the
option "Do you have work experience?" as shown below. You will see work experience related

fields.

Income Tax Department
Pune Region v10.0

Pamen Deois

Education And Work Experience

FITalion Lo Gad Lo your Seucalion surmmany L prave you e th

* Excamiinaticn * barra of School| Callage Hama ol Eoond | Univarsity | institats
* Possing Year & Month * Parcentoge/ Grode
| Betinn | sr.Hn | Ewarminatinn Srhnei [ Collngn Mrms of Annard [ Uniunesity Presing Manth & Yaar Parerntagn | Grode |

| M GTTTYIRESN Caie it

B0 You Have Any Weorking Experience ?

After clicking on that option, the work experience field willappear as shown in the image
below, in which you have to fill in your experience details. Once you fill one record click
on the add button. You can add multiple records like this. If you are still working, then just

switch on is still working?

Income Tax Department
Pune Region v100
() o

Parsanal Datails Education &

Exparianca

+ Add
Action | 51,40, | Exarmination school [ Colloge Name of Board [ University Pagring Manth & Year Parcentage | Grade
Ma infarmation addad yat
B Do You Hove Any Working Experionce 7
arme ast b
and Sefha (N ER T L MT! [ F ) (PELI) o
Joning Dote Is Currently Working
18/12/2009 o o + Ak
| Action 51 Na. | Organization Nome Post Organization Type Joining Dete s Currently Warking ® Laast Warking Dete |
| Ma infarmation added yat |
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After clicking on the Add button, the work experience datayou filled in will be added to the
table as shown in the image below.

[§.3)) Income Tax Department
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Parsanal Datalls

wr .
+ Add
Action | Sr.Ma, | Exarmination Schoel [ College Hame of Beard [ University Passing Menth & Year Porcontage | Grade
Mo inlormation addad yat
Do ¥ou Have Any Working Exporionce ?
* Crgarizatian Harma: * Past Kama » Drgontzoticn Type
* Joining Date Is Currently Working * * Lost Working Date
+ ndd
| Aetisn | 8r Mo | Organizatian Ners Past Organization Type Joining Date | |a Curently Working® | Last Werking Date
| | i ujwilas Technologies ond Softwane Pvi. Lid {U¥techSoft) M5 Pubiic Sector Undertaking (F5U) afizf2019 | v 132023 |

If you want to update the data in the work experience table, click on the edit option
present in the action column in the table.

(&3] \ncome Tax Department

S Fune Region viso

Parsanal Datails

o v e
+ Ad
Action | 51, Mo, | Examinaticn schoo! [ College Mame of Board | University Papsing Menth & Year Percontage | Grade
Ma infarmatian addad yat
Do You Have Any Warking Experience T
* Cngarizatian Narme * Pt Mome: + Crgenizaiion Type
4 Joining Date 15 Currantly Working ¥ * Last Weorking Date
+ Add
| Actiony | Sr.No. | argonization Name Post arganization Type Joining Bate | Is Eurrently Working? | Last Working Dot

Ujwilas Technclogies and Softwone P, Lid {Uvtec hsalt) MTE Publiz Sector Undertaking (P5U) 18/izf209

@]

13f12/a0z3 |
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Once you update the information, click on the Update button as shown below. The data
will get updated.

Income Tax Department
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Parsanal Datails Eaucation &

Action l $r.No I Examination $chool [ Colloge Name of Boord [ University Passing Month & Year Porcontago [ Grode
Mo intarmation addad yat
B 0o You Have Any Working Experience ?
Qrgarization Name * Post Name * Crgonization Type
1 | 1 tach M1 Put 1 3 (F
15 ng
, Action ‘ Sr. No. Organization Name Post Organization Type Joining Date | is Currently Working ? | Last Working Dote

‘ ‘ J I UjViias Technologies ond Softwore Pvt. Lid {UvtechSalt) MIS Publkc Sector Undertaking {PSU 18fizj2m9 I 13122023 ’

In case you are still working in the Central government, state government or in the PSU
then you will need to attach the NOC from that company in the Document section
afterwards.

Once all the information regarding education and experienceis filled, click on the Save &
Next button. The records will get saved.
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Sports Events Details
Once all the education and experience, personal informationis filled, the application will
ask for the sports event's details. Users must add at least one event details in any of the
years 2026, 2025, 2024, 2023 or 2022 or they can add maximum 3 sports events details in
each year.

Piacss odd your top 3 parformance in 2026 year

i ) ™

) +) )
Faass ad your op 3 prformance i 2025 yoor
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stne. Achisvement n sport vent/came. Download

Click on the + sign as shown in the image above. It will ask for the details of the events.
Please fill in the details of the sports and save the form. You can also edit the details or
delete the details if you want.

% Add New Event Detalls

Event Nome

Sport Name

Lacation

Event Date Position

spacial Achieverent (if any}
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Please add your top 3 performance in 2026 year

Inter-University Tournament o2

Sport Name : Badminton
Rank : Second Event Date :04/01/2026 @
Location  : sangli

Special Achievement :

Please add your top 3 performance in 2025 year

You have to attach the forms also with the givendetails in the documents section. The form
download link is given in the bottom section of the Sports events details page. Please
download therespective form,fillit and uploadin the documents section of the application.

Sr no.

Achievement In Sport Event/Game

Download

If represented India at International Competition with the clearance of the Department
of Sports, Ministry of Youth Affairs and Sports.

Form 1

If represented a State/Union Territory in the Senior or Junior Level national
championships organized by the National Sports Federations recognized by the
Department of Sports, Ministry of Youth Affairs & Sports or National Games
organized by the Indian Olympics Association and have won medals or
positions up to 3rd place.

Form 2

If represented a university in an Inter-University competition conducted by the
Association of Indian Universities [ Inter-University Sports Board and have won
medals or positions up to 3rd place in finals.

Form 3

If represented the State Schools in the National Sports/Games for Schools
conducted by the All-India School Games Federation and have won medals or
positions up to 3rd place.

Form 4

If represented a university in Khelo India University Games conducted with authorization of
Department of Sports, Ministry of Youth Affairs and Sports and have won medals or positions
up to 3rd place or represented a State/UT in Khelo India Youth Games (age category above
18 years) or Khelo India Winter Games or Khelo India Para Games conducted with
authorization of Department of Sports, Ministry of Youth Affairs and Sports and have won

medals or positions up to 3rd place in finals.

Form 5



https://mumbai-itax-sportsrecr23.com/assets/form1.pdf
https://mumbai-itax-sportsrecr23.com/assets/form2.pdf
https://mumbai-itax-sportsrecr23.com/assets/form3.pdf
https://mumbai-itax-sportsrecr23.com/assets/form4.pdf
https://mumbai-itax-sportsrecr23.com/assets/form5.pdf
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Upload Documents

Now, as we have filled in our Personal details, Education and Experience, sports events etc.
Now the user needs to submit their required mandatory documents.

They need to submit a photograph, signature and all educational documents. In case they
are currently working, they need to submit a No Objection Certificate (NOC) from the
current organisation in case they are working for state government, PSU or central
government then caste certificate (if applicable), and sports/event documents in the

given restricted size and pixel.

Income Tax Department
Pune Region vioo

Upload Documents

ko proceed 1o the nest step, plecie moke sure qualily of documer

Sr.He. Decumant Ha e

Type size Action

, Prafile Fhoto

ulation Enarat Wor-2023

1 Athiletics 2023-01-01 Secand

curnament Athiatics 2023-11-01 Second

After uploading all mandatory documents, they need to click the "Save and Next"
button. In case they want to make changes, they should use the "Previous” button for

editing.
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Preview and Submit
After completing the documentation process, the user can view their filled application
form. They can check in case they wantto change any information by using the previous
button. Also, if all information is correct, they can submit the application form and print
it. But before submitting the form, user should be aware of the following points:

1. Once the form is submitted, no changes will be considered afterward.
Users will not be able to edit any information once the form is submitted.
Users cannot submit another form using the details already provided in
this application.

4. Usersshould ensure allinformationis accurate before submission as there is no
provision for modifications post-submission.

5. Usersshould double-checkthatthey have included all required documents and
details before confirming submission.

Below image shows how the form will look like at the Preview and Print stage:
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Personal Details Education & Sports Event Document Preview and Payment Detail:
Experience Details Upload Submit

Preview & Submit Form

Please review your details and submit your sports recruitment application. Ensure accuracy before submitting form.

PRINCIPAL CHIEF COMMISSIONER OF INCOME TAX (CCA), PUNE
APPLICATION FOR RECRUITMENT OF MERITORIOUS SPORTS PERSONS IN THE CADRE OF STENOGRAPHER, TAX ASSISTANT, MULTI-

TASKING STAFF -2026
(Please read through the instructions in the notification before filling up the application)

Post applied for:
Post Applied For Tick Order of Preference(1,2 & 3)
Stenographer Grade-1i(Steno) 1
Tax Assistant(TA) 2
Multi-Tasking Staff(MTs) 3
Note : Incase a candi ot tick any ):the 1l b rejected.

Personal Details Address for communication with Pin Code
Candidate Name : rajdoot subhash herlekar Address Line 1 :Gaobhag
Father Name : subhash Address Line 2 : haripur road
Mother Name : chhaya State : Maharashtra
Date of Birth(Db/MM/¥YYY) :01/07/2003 city sangli
Age as on 01-01-2026 : 22 years 6 months 0 days Pincode : 416416
Gender + Male Permanent Address with Pin Code
Nationality Indian Address Line | Gaobhag
Mobile No. B Address Line 2 + haripur road
E-mail Mg — state :Maharashtra
Aadhar No. city sangli
Category + General Pincode : 416416
Educational iInformation
Sr. No. Examination school [ College Name of Board [ University Passing Month & Year Percentage | Grade
1 Graduation in any taculty stsdl dsgsd Feb-2026 67
2 12th (+2 stage)/Diploma/intermediate sfsdgsd dgsdg Jan-2026 [}
3 10th Pass/Matriculation efewf we efwefwe Jan-2025 6
Experience Information
Sr. No. Organization Name Post Organization Type Joining Date Is Currently Working ? Last Working Date
No Data Found
Sports Events
Year 2026
Sr. No. Name Of Event Sports Name Date Of Event Place Of event Rank
1 Inter-University Tournament Badminton 04/01/2028 sangli Second
2
3
Year 2025
Sr. No. Name Of Event ‘Sports Name Date Of Event Place Of event Rank
1
2
3
Year 2024
Sr. No. Name Of Event Sports Name Date Of Event Place Of event Rank
1
2
3
Year 2023
Sr. No. Name Of Event ‘Sports Name Date Of Event Place Of event Rank
1
2
3
Year 2022
Sr. No. Name Of Event Sports Name Date Of Event Place Of event Rank
1
2
3
Documents
Sr. No. Document Name Is Attached?
1 Profile Photo ®
2 Signature
3 Aadhaar Card
a 10th Pass/Matriculation asfas Feb-2026 ®
5 12th (+2 stage)/Diplomaf Intermediate gsgd Jan-2026 @
8 Graduation in any faculty pune Jan-2026 ®
13 Certificate of Inter-Univarsity Tournament Badminton 2026-01-04 Second ©
14 FORM 3 For Inter- University Tournament Badminton 2026-01-04 Second @
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Payment Details
After previewing and submitting the form, click on the save and next button. The payment
details page will open as shown in the picture below.

Income Tax Department
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Parsonal Datalls

Datalts Upload

The subimission of your application form has been successiully precessed

Your ARN No. - 202312218407

i application is nol competed yet, Youre in the final steps of the application process
To procesd, kindly complete the payment by falowing the Instructions provkdec

Refer to the Instructions given in the user manual for detalls on how to pay your Submit Payment Details

applicotion foe online, Alternatively, you can watch the video guide for a step-by-stop

walkthrough. * Hetarence No. (As gven in Poyment Recept

®

oocess the Bharot Kozh website. ploaze cick on the button below

After opening the payment details page, you will see the user manual and video guide
option on the left side of the page. You can use it to see how to pay the application fee or

read the manual and follow the instructions.

Income Tax Department
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Parsonal Datails Educc

The submission of yout application lorm hos been successiully processed

Your ARN No. - 202312218407

i application is not completed yet, Youre in the final steps of ihe application process
To procesd, kindly completa the payment by tallowing the Instructions provkdec
Refer to the Instructions given in the user manual for detalls on how to pay your Submit Payment Details
applicotion foo online, Alternatively, you can watch the video guide for a stop-by-step
walkthrough. « Reterence No. (As gven in Fayment Recept

®

occess the Bharot Koth website. ploase cick en the button below

it Bharatkosh Wabsite
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Parsanal Datalls Educ ports £ t Fre nd tail
Expariance Datails ploos
The submission of your applicaticn ferm has been successiully processed
Your ARN No. - 202312218407
i application is not completed yet, Youre in the final steps of the application process
To proceed, kindly comgplete the payment by following the Instructions provided
Refer to the Instructions given in the user manual for details on how to pay your Submit Payment Details
pplication feo online. ively, you can watch the video guide for a step-by-step
walkthrough. * Referance No. (As given in Payment Recept

®

gk ca the buttan belon

ot Kosh website plagse cic
Visit Bharatkosh Website Subemit

Once the paymentis done successfully,come back to the payment details page, you will
see the submit payment details option on the right side of the page, in which you need
to upload the reference number (as givenin the paymentreceipt) and the image or PDF
of the payment receipt.

Income Tax Department
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The submission of your applicaticn feem has been successtully processed

Your ARN No. - 202312218407

Your application is not compieted yet, Youre in the final steps of the application process

o procesd, kindly compl

the payment by fallowing the Instructions provided

Refer to the Instructions given In the user manual for detalls on how to pay your Submit Payment Details
application foe online. Alternatively, you can watch the video guide for a step-by-step
walkthrough. « Referarce No, (As gven in Poymient Recept

)

e5 the Bharat Kosh webzite, please clck on the button belo

sit Bharatkosh Website Submit
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After filling in the payment details and submitting it, an alert message willappear where
you will see the option of Yes and No. After clicking on Yes, your final form will be
submitted.

Now the following page willopen. In which you can Logout form the application, or you
can print the form or you can view the payment receipt.

Income Tax Department @ @& G
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Sports Evant Dacument Frav

Prine Farm View Receipt logows

Thank You.



