
GOVERNMENT OF INDIA 
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OFFICE OF THE PRINCIPAL CHIEF COMMISSIONER OF CENTRAL TAX AND 
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26/1, Mahatma Gandhi Road, Chennai —600 034. 
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C.No.IV/16/452/2016-CCO(Tech IV) PF 

MASTER CIRCULAR 

Date: 23.06.2017 

    

Sub: Instructions for Transitioning into GST formations 

With a view to ensure a smooth transition into GST formations the following Instructions 
are issued. 

1. Office locations and Estate Officers: 

The Office locations have been specified vide Trade Notices No. 002/2017 dated 
13.6.2017 and Trade Notice No.003/2017 dated 16.6.2017. 

The list of Estate officers for office locations in Chennai Zone (Annexure I) and 
Coimbatore Zone (Annexure II) are enclosed. 

2. Successor formations for Infrastructure Purposes: 

The mapping of erstwhile Central Excise and Service Tax jurisdictions of Chennai 
Zone and Coimbatore Zone with the jurisdictions of reorganised formations is enclosed as 
Annexures III, IV and V. The successor field formations may take possession of the existing 
infrastructure. In case of new formations, Commissioner and his subordinates may ensure 
adequate infrastructure to all. 

3. Handling of Existing Infrastructure: 

3.1 	It is stressed that infrastructural resources such as furniture, computers and other 
equipment shall not be removed from their current locations. Further, the consumables such 
as stationery shall also not be removed. 



	

3.2 	The administrative staff of the existing field formations shall continue to be the 
custodians of the infrastructural resources and shall ensure that all the existing resources, as 
per the Dead Stock Register, are handed over, under acknowledgment to an officer who 
would be nominated by the Head of Office of the proposed successor field formations. 
Software licenses, if any should also be entered into the Dead Stock Register of the existing 
field formations. 

	

4. 	Formation of Nodal Despatch and Receipt Teams 

Please refer to letter C.No.IV/16/452/2016 CCO Tech IV PF dated 15.5.2017 and 
email dated 19.6.2017 regarding Smooth transition of legacy issues to the new GST 
formations and mapping of all Divisions/ranges to the newly forms GST 
Commissionerate/Division/ Range respectively. As directed the files may be transferred by 
forming a Nodal Despatch Team and a Nodal Receipt Team at Commissionerate level with 
adequate number of officers. The Nodal Despatch Team would receive all the files to be 
transferred by the existing field formations and then hand it over to the Nodal Receipt Team 
in each building under acknowledgement after verification. The officers of various 
formations of the successor field formations would receive the files from the Nodal Receipt 
Team. All the files containing issues of statutory limitation of time as instructed in the letter 
dated 15.05.2017, such as Show Cause Notices, Refund claims etc., should be prominently 
marked and separately handed over to the Nodal Despatch team who would carefully hand 
over the same to the Nodal Receipt team and in turn to the officers of the successor 
formations. 

5. 	Handling of Legacy Technical Files 

Once the officers have taken charge in the new formations, they may take over the 
files from the Receipt team. Any common file which cannot be transferred to a specific 
formation can be transferred to the successor formation. In case of files which do not require 
further action, the same may be sent to the Record room and a list of the same may be handed 
over to the Successor Commissionerate. Service Book of individuals shall be transferred 
along with the officers to their new formation. Vigilance/Confidential files should be 
transferred to the new formations only after the receiving Commissioner appoints the 
Vigilance/Confidential Superintendent and the incumbent takes charge. In respect of 
adjudication/ call hook cases, corrigendum should be issued regarding new adjudicating 
authority. Bonds/ Bank guarantees will be transferred taking utmost care and see that no 
document is misplaced. 



	

6. 	Handling of Administrative Files, Legacy Administrative files and Centralization 
of Administration and Accounts 

	

6.1 	For the purpose of all Administrative / Service matters in respect of those officers 
who retired from service from the existing formations the following table indicates the 
successor field formations who will maintain the records for the required time period as 
prescribed. 

SI. 
No. 

Existing Formation Successor Formation 

1 Pr. CCO, C.Excise Pr. CCO, Chennai GST 

2 Chennai — I & Service Tax — CCO & ST-I Chennai North 

3 Chennai-II & Service Tax-II Chennai South 

4 Chennai-III & Service Tax-III Chennai Outer 

5 LTU, LTU Audit Circle & Audit-I CX Chennai Audit-I 

6 Audit-II CX & ST Audit Chennai Audit-II 

7 Appeals-I CX Chennai Appeals-I 

8 Appeals-II & ST Appeals Chennai Appeals-II 

9 Puducherry Puducherry 

10 CCO Coimbatore, Coimbatore CX 
& Appeals Coimbatore 

Coimbatore 

11 Audit Coimbatore Audit Coimbatore 

12 Salem CX Salem 

13 Trichy CX Trichy 

14 Madurai CX Madurai 

Madurai 15 Tirunelveli CX 

For the Divisional Offices located in the various buildings across the Chennai 
City, the successor will be the new Divisional Office notified under GST which shall 
operate from their premise. 



61 	All pending papers of Administration section have to be attended to by the 
Administrative Officers of the Successor formations. 

	

6.3 	Pending TA Claims / LTC Claims / Medical Claims / Children Education Allowance 
etc., of the Officers may be processed and the bill may be forwarded to their new formation. 

	

6.4 	All other pending bills of the Commissionerate may be handed over to the successor 
formation. 

Transfer of Files / Registers 

	

6.5 	All Files & Registers pertaining to Establishment Section, Stores / Adnm Section, 
Service Book Section, Pay-Bill Section & GPF/EB Section are to be properly listed and 
handed over to the Nodal Officer of the Successor formation. 

	

6.6 	Files which do not require action shall be listed and sent to the Record Room and the 
list may be handed over to the Nodal Officer of the Successor Formation. 

	

6.7 	The Service Book of the all the Officers shall be transferred along with the Officers to 
their new Formations. 

	

6.8 	All the consumables, Dead Stock and Stationery items should also be properly listed 

and handed over to the Nodal Officer of the Successor formation. 

	

6.9 	The refund Cheque books held by the existing formations may be handed over to the 
Successor Formation. 

7. 	Sequence for Completion of Transition procedure 

	

7.1 	Handing over of files to Nodal Despatch teams by existing field formations 

	

7.2 	Relief of officers to join new formations except officers of Nodal teams. 

	

7.3 	Despatch of files by Nodal Despatch team and obtaining acknowledgment from the 
Nodal Receipt team 

	

7.4 	Taking over of files from Nodal Receipt team by field formations and relief of 
nodalofficers. 

	

7.5 	Completion of handing over of Infrastructure Resources 

	

7.6 	Relief of Administrative staff. 

The entire exercise should be completed by 30.6.2017 and compliance report may be 
submitted to this office. 



8. 	This being a very critical juncture in the taxation history of our country, it is 
impressed upon the senior officers to exhibit a positive attitude and excellent leadership and 
take the staff along in providing a smooth transition to the tax payers while keeping in mind 
the welfare of all the officers concerned as well. If any other issue has been left or if any 
additional concerns are to be addressed, it is requested that the same may be brought to the 
notice of the undersigned immediately for necessary action. 

(C.P RAO) 
PRINCIPAL CHIEF COMMISSIONER 

To 

All Principal Commissioners / Commissioners of Central Tax and Central Excise, 
Chennai North/South/Outer/Puducherry/Coimbatore/Salem/Madurai/Tiruchirapalli 

The Commissioner, 
Chennai Audit I/Audit II/Coimbatore Audit 

The Commissioner, 
Chennai Appeals I/Chennai Appeals II/Coimbatore Appeals 



ANNEXURE- I 
- Chennai & Puducher . LIDLIJI IJUI1U1115 i....m.s.a.....,......• •... ---- -- 	— 	_ _ 

A  CHENNAI 

SI 

No Building Location 	 Estate Officer 	 Name of Offices 

1 
No 26/1, Mahatma Gandhi Road, 

Nungambakkam, Chennai- 600 034 

Chennai North Commissionerate 

0/0 The Commissioner, 	Appeals I Commissionerate 

Chennai North 	 Nungambakkam Division & Ranges, CNC 

Commissionerate Triplicane Division & Ranges, CNC 

Myalapore Division & Ranges, CNC 

2 
MHU Complex, No. 692, Anna Salai, 

Nandanam Ch- 600 035 

Chennai South Commisisonerate 

Audit II Commissionerate 

0/o The Commissioner, Thyagaraya Nagar Division & Ranges, CSC 

Chennai South Alandur Division & Ranges, CSC 

Commissionerate Pallikarni Division & Ranges, CSC 

Thuraipakkam Division & Ranges, CSC 

Sholinganallur Division & Ranges, CSC 

3 

Newry Towers, No 2054, 111  Block, II 

Avenue, 12th Main Road, Anna 

Nagar - Chennai-600 040 

Chennai Outer Commissionerate 

Appeals II Commissionerate 	/ 
Madhavaram Division & Ranges, CNC 

Parrys Division & Ranges, CNC 
0/o The Commissioner, 

Chennai Outer 

Commissionerate 

Egmore Division & Ranges, CNC 

Thiru vi ka Nagar Division & Ranges, CNC 

Purasawalkam Division & Ranges, CNC 

Vadapalani Division & Ranges, CSC 

Valasaravalkam Division & Ranges, CSC 

Porur Division & Ranges, CSC 

4 
No 1775, Jawaharlal Nehru Inner 

Ring Road, Anna Nagar West 

0/0 The Commissioner, 

Audit I Commissionerate 

Audit I Commissionerate 

Anna Nagar Division & Ranges, CNC 

5 
Ananda Complex 459, Anna Salai, 

Teynampet Chennai- 600 018 

0/o The Deputy /Assistant 

Commissioner, 

,Thiruvottiyur Division 

Thiruvottiyur Division & Ranges, CNC 

Royapuram Division & Ran es, CNC g  

6 
R-40-A-1, 100 Feet Road, Mogappiar 

West, Chennai- 600 037 

0/0 The Deputy /Assistant 

Commissioner, 

Gummudipoondi Division 

Ambattur Division & Ranges, CNC 

Gummidipoondi Division, COC 

Uthukottai Range of Gummidipoondi Division, 

COC 

Ponneri Division, COC 

Manali Outer Range, Madhavaram Outer 

Range & Ambattur Outer Range of Ponneri 

Division, COC 

7 
EVR Periyar Maligai, No 690, Anna 

Salai, Nandanam, Chennai- 600 035 

0/o The Deputy /Assistant 

Commissioner, Guindy 

Division 

Guindy Division & Ranges, CSC 

Adyar Division & Ranges, CSC 

Perungudi Division & Ranges, CSC 

8 
No. 40, Ranga Colony Rajakilpakkam 

Chennai- 600 073 

0/o The Deputy /Assistant 

Commissioner, Tambaram 

Division 

Tambaram Division, COC 

Maraimalai Nagar Division, COC 

Tambaram Range, Chitlapakkam Range, 

Madambakkam Range, Guduvancheri Range, 

Kelambekkam Range of Tambaram Division, 

COC 

Maraimalai Nagar Range, Chengalpattu Range, 

Thiruporur Range, Walajabad Range of 

Maraimalai Nagar Division, COC 

9 
C-48, TNHB, II Avenue, I & II Floor, 

Anna Nagar, Chennai- 600 040 

0/o The Deputy /Assistant 

Commissioner, 

Poonamallee Division 

Poonamallee Division, COC 

Irungattukottai Division, COC 

Sriperumbudur Division, COC 

10 

No. 443, Guna Complex, III Floor, 

Anna Salai, Teynampet, Chennai- 600 

018 

0/o The Deputy / Assistant 

Commissioner, Pallavaram 

Division 

Pallavaram Division, COC 

Thirumudivakkam range, Kundrathur Range, 
 

Alandur Outer Range, Sholinganallur Outer 

Range of Pallavaram Division, COC 



SI 

No 	Building Location 	 Estate Officer Name of Offices 

Central Revenue Building, Barrack 0/0 The Deputy / Assistant 	Vellore Division, COC 

11 

000 

Maidan, Officers' Line, Vellore-632 Commissioner, Vellore 

Division 

Vellore Range & Katpadi Range of Vellore 

Division, COC 

0/o The Deputy / Assistant Villupuram Division, COC 

12 
No. 9A, Solai Nagar, Sudhakar Nagar, 

Villupuram- 605 602 
Commissioner, Villupuram 

Division 
Villupuram Range of Villupuram Division, COC 

0/0 The Deputy / Assistant Ranipet Division, COC 

13 
SIPCOT Industrial Complex, Ranipet-

632 403 
Commissioner, Ranipet 

Division 

Ranipet I , 11,111 & IV Range of Ranipet Division, 

COC 

14 

11/18 ALV Centre, 

Balakrishnapuram, By Pass Road, 

Gummidipoondi- 601 201 

0/o The Deputy / Assistant 

Commissioner, 

Gummudipoondi Division 

Gummidipondi I, II, 111,& IV Range of 

Gummidipoondi Division, COC 

15 
30 Railway Station Road, Ponneri 

601 204 

0/0 The Deputy / Assistant 

Commissioner, Ponneri 

Division 

Ponneri I & II Range of Ponneri Division, COC 

Poonamallee I Range, Poonamallee II Range, 

Maduravoyal Range of Poonamallee 

Division;COC 

16 
No 42, Trunk Road, Poonamallee, 

Chennai- 600 056 

0/0 The Deputy / Assistant 

Commissioner, 

Poonamalllee Division 

Irungattukottai I Range, Irungattukottai II 

Range, Irungattukottai III Range, Thandalam 

Range & Padappai Range of Irungattukottai 

Division COC 

Sriperumbudur Range, Mambakkam Range, 

Vallam Range, Sunkuvarchatram Range, 

Maduramangalam Range of Sriperumbudur 

Division, COC 

17 

No. 26/42, 2nd Floor, Gopal Pillaiyar 

Koil Street, Thiruvannamalai- 606 

601 

0/o The Deputy/Assistant 

Commissioner, Villupuram 

Division 

Kallakurichi Range & Thiruvannamalai Range 

of Villupuram Division, COC 

18 
No. 392/A2, Gokul Complex, C. L. 

Road, Vaniyambadi- 635 751 

0/o The Deputy / Assistant 

Commissioner, Vellore 

Division 

Vaniyambadi Range of Vellore Division, COC 

19 
No. 41-D, Goodanagaram Road, 

Thazayatham, Gudiyatham- 632 602 

0/o The Deputy / Assistant 

Commissioner, Vellore 

Division 

Gudiyatham Range of Vellore Division, COC 

20 
No. 46, Vallalar Street, Periaku ppam, 

Thiruvallur 602 001 

0/o The Deputy / Assistant 

Commissioner, 

Poonamallee Division 

Thiruvallur I Range & Thiruvallur II Range of 

Poonamallee Division, COC 

21 
No. 73/8, SS Avenue, By Pass Road, 

Ambur- 635 802 

0/o The Deputy / Assistant 

Commissioner, Vellore 

Division 

Ambur Range of Vellore Division,COC 

22 
No. 9, Abdul Maseed Street, 

Arakonam -631 001 

0/o The Deputy / Assistant 

Commissioner, Ranipet 

Division 

Arakonam Range of Ranipet Division, COC 

23 
No. D-75/64, Alagesan Nagar, 

Chengalpet 

0/o The Deputy / Assistant 

Commissioner, Villupuram 

Division 

Maduranthagam I & II Range of Villupuram 

Division, COC 

24 
Plot No. 428/7, Madam Street, 

Kanchipuram- 631 501 

0/o The Deputy / Assistant 

Commissioner, Maraimalai 

Nagar Division 

Kancheepuram Range of Maraimalai Nagar 

Division, COC 

B PUDUCHERRY 

1 No. 1, Goubert Avenue, Puducherry - 

0/0 The Commissioner, 

Puducherry 

Commissionerate. 

Puducherry Commissionerate 

No. 14, Azeez Nagar 0/0 The Deputy / Assistant 

Puducherry I Division of Puducherry 

Commissionerate 

2 Reddiayarpalayam, Puducherry- 605 

010 Division. 

Commissioner, Puducherry I 
Puducherry II Division of Puducherry 

 
Commisisonerate 

Puducherry III Division of Puducherry 

Commisisonerate 



SI 

No  Building Location Estate Officer Name of Offices 

3 

2nd Floor, RS 48/1, Azeez Nagar 

Main Road, Reddiayarpalayam, 

District: Pondicherry 

O/o The Deputy / Assistant 

Commissioner Puducherry I 

Range IA, Range IB, Range IC, Range ID & 

Range IE of Puducherry I Division. 

Division. Range IIIE of Puducherry III Division. 

4 
No. 1, III Cross, Brindavan, 

Pondicherry- 605 013 

010 The Deputy / Assistant 

Commissioner, Puducherry 

II Division 

Range 11A, Range IIC, Range IID & Range IIE of 

Puducherry II Division. 

5 
6,Main Road, Ellaipillaichavadi, 

Pondicherry-605005 

0/o The Deputy / Assistant 

Commissioner, Puducherry 

II Division 

Range IIB of Puducherry II Division. 

8 

3rd Floor, RS 48/1, Aziz Nagar Main 

Road, Reddiarpalayam, District 

Pondicherry 

O/o The Deputy / Assistant 

Commissioner, Puducherry 

III Division. 

Range 111A, Range IIIB, Range IIIC & Range IIID 

of Puducherry III Division. 

10 
No. 1, Noolkadai Street, karaikal- 609 

602 

0/0 The Deputy / Assistant 

Commissioner, Karaikal 

Division. 

Karaikal Division of Puducherry 

Commissionerate 

11 
No. 1, C.R. Building, Beach Road, 

Karaikal- 609 602 

0/o The Deputy / Assistant 

Commissioner, Karaikal 

Division. 

Karaikal-1 Range of Karaikal Division. 

12 
No. 14 Tajkudil, Kazhiar Street, 

Karaikal - 609 605 

O/o The Deputy / AssistantKaraikal-II 

Commissioner, Karaikal 

Division. 

Range & Karaikal III of Karaikal 

Division. 

13 
Central Revenue Building, Customs 

Road, Tellicherry- 670 101 Kerala 

0/0 The Deputy / Assistant 

Commissioner, Karaikal 

Division. 

Mahe Range of Karaikal Division 

14 
3-231, Venkalanam Lake, Yanam-533 

464 

0/o The Deputy / Assistant 

Commissioner, Karaikal 

Division. 

Yanam Range of Karaikal Division 
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GOVERNMENT OF INDIA 
MINISTRY OF FINANCE 

OFFICE OF THE PRINCIPAL CHIEF COMMISSIONER OF CENTRAL TAX AND 
CENTRAL EXCISE 

26/1, Mahatma Gandhi Road, Chennai —600 034. 
Phone No.: 044-28331010/5012 

	

	 Fax No. 044-28331015 
Email• ccu-cexchn@nic.in  

C.No.IV/16/452/2016-CCO(Tech IV) PF 	 Date: 23.06.2017 

CORRIGENDUM TO MASTER CIRCULAR DATED 23.06.2017 

Please refer to the Master Circular of even number dated 23.06.2017. Para 6 of the 
circular may be read as enclosed. 

Yours faithfu 

(MANASA GANG TRI KATA) 
JOINT COMMISSIONER 

To 

All Principal Commissioners / Commissioners of Central Tax and Central Excise, 
Chennai North/South/Outer/Puducherry/Coimbatore/Salem/NIadurai/Tiruchirapalli 

The Commissioner, 
Chennai Audit I/Audit 11/Coimhatore Audit 

The Commissioner, 
Chennai Appeals I/Chennai Appeals II/Coimbatore Appeals 



	

6. 	Handling of Administrative Files, Legacy Administrative files and Centralization 
of Administration and Accounts 

	

6.1 	For the purpose of all Administrative / Service matters in respect of those officers 
who retired from service from the existing formations the following table indicates the 
successor field formations who will maintain the records for the required time period as 
prescribed. 

Sl. 
No. 

Existing Formation Successor Formation 

1 Pr. CCO, C.Excise Pr. CCO, Chennai GST 

2 Chennai — I & Service Tax — CCO & ST-I Chennai North 

3 Chennai-II, Chennai — IV Headquarters & 
Service Tax-II 

Chermai South 

4 Chennai-III & Service Tax-III Chennai Outer 

5 LTU, LTU Audit Circle & Audit-I CX Chennai Audit-I 

6 Audit-II CX & ST Audit Chennai Audit-II 

7 Appeals-I CX Chennai Appeals-I 

8 Appeals-II & ST Appeals Chennai Appeals-II 

9 Puducherry Puducherry 

10 CCO Coimbatore, Coimbatore CX 
& Appeals Coimbatore 

Coimbatore 

11 Audit Coimbatore Audit Coimbatore 

12 Salem CX Salem 

13 Trichy CX Trichy 

14 Madurai CX Madurai 

15 Tirunelveli CX Madurai 

For the Divisional Offices located in the various buildings across the Chennai 
City, the successor will be the new Divisional Office notified under—GST which shall 
operate from their premise. 
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