
 F.No. AIIMS/JAMMU/Admin/OM/2025/1106                                                   Date: 17th Jan, 2025 
 

OFFICE MEMORANDUM 

Sub: Instructions on timely submission of Annual Immovable Property Return by the officers/ 
employees of the institute. 

Reference is invited to Sub-rule 1(ii) of Rule 18 of the CCS(Conduct) Rules, 1964 stipulates 
that "Every Government servant belonging to any service or holding any post included in Group 'A' 
and Group 'B' shall submit an annual return in such form as may be prescribed by the Government 
in this regard giving full particulars regarding the immovable property inherited by him or owned or 
acquired by him or held by him on lease or mortgage either in his own name or in the name of any 
member of his family or in the name of any other person". 

2.  Accordingly, all Group 'A' and Group 'B' officers of the institute are required to file Annual 
Immovable Property Return of the previous year latest by 31st January of the following year invariably. 
The need for obtaining these returns regularly and making careful scrutiny of the same was reiterated 
from time to time by the DoP&T. 

3. Attention, is also invited to DOPT OM No. 11012/11/2007 dated 14.12.2007 and 27.09.2011 
as per which, vigilance clearance, for the purpose of (a) empanelment (b) any deputation for which 
clearance is necessary, (c) appointments to sensitive posts and assignments to training programmes 
(except mandatory training), shall be denied to an officer, if he fails to submit his annual immovable 
property return of the previous year by 31st January of the following year. All other relevant guidelines 
issued by DoPT/GoI on the subject matter are to be followed mandatorily. 

4. The officers need to fill their AIPR through electronic mode by accessing the HRMS portal of 
AIIMS, Vijaypur, Jammu (https://epravah.prd.dcservices.in/AHIMSG5/hissso/Login). For assistance, 
the officers may refer to the "AIPR user manual" enclosed herewith as Annexure-I. 

5.  HoDs/OICs of respective Departments are, therefore, requested to ensure that these returns are 
submitted by all Group A and B Officers under their control by 31st January, 2025.  

6. This issues with the approval of Competent Authority, AIIMS, Vijaypur, Jammu. 

 

 -Sd/- 
Administrative Officer 

 AIIMS, Vijaypur, Jammu 
 

To:  
1. Medical Superintendent, AIIMS, Vijaypur, Jammu. 
2. Dean (Academics/Examination/Research), AIIMS, Vijaypur, Jammu. 
3. All HoDs/OICs, AIIMS, Vijaypur, Jammu. 
4. Deputy Director (Admin), AIIMS, Vijaypur, Jammu. 
5. Financial Advisor, AIIMS, Vijaypur, Jammu. 
6. Registrar, AIIMS, Vijaypur, Jammu. 
7. All Officers/Employees, AIIMS, Vijaypur, Jammu. 
8. IT Section-with a request to upload this OM on the Institute’s website. 

 Copy for information to: 
1. PA to ED & CEO, AIIMS, Vijaypur, Jammu. 
2. PA to Medical Superintendent, AIIMS, Vijaypur, Jammu. 
3. PA to DD(A), AIIMS, Vijaypur, Jammu. 
4. Office Order File. 
 
 



 एफ.स.ं एàस/जàमू/Ĥशासन/ओएम/2025/1106                                                              Ǒदनाकं:17th  जनवरȣ, 2025 

काया[लय £ापन 

ͪवषय: संèथान के अͬधकाǐरयɉ/कम[चाǐरयɉ ɮवारा वाͪष[क अचल संपͪƣ ǐरटन[ समय पर Ĥèतुत करने के Ǔनदȶश। 

संदभ[ मɅ CCS (Conduct) Rules, 1964 के Ǔनयम 18 के उप-Ǔनयम 1(ii) का उãलेख ͩकया जाता है, िजसमɅ कहा 
गया है ͩक "कोई भी सरकारȣ सेवक जो ͩकसी सेवा मɅ शाͧमल है या समूह 'ए' और समूह 'बी' मɅ शाͧमल ͩकसी पद 
पर काय[रत है, वह सरकार ɮवारा Ǔनधा[ǐरत Ĥपğ मɅ हर साल एक वाͪष[क ͪववरण Ĥèतुत करेगा, िजसमɅ उसके ɮवारा 
ͪवरासत मɅ ĤाÜत या èवाͧम×व वालȣ अचल संपͪƣयɉ का ͪववरण होगा, चाहे वह उसके èवयं के नाम पर हो या 
पǐरवार के ͩकसी सदèय के नाम पर हो या ͩकसी अÛय åयिÈत के नाम पर हो। " 
ख. तɮनुसार, संèथान के सभी समूह 'ए' और समूह 'बी' के अͬधकाǐरयɉ को यह Ǔनदȶश Ǒदया जाता है ͩक वे 
ͪपछले वष[ का वाͪष[क अचल संपͪƣ ͪववरण अǓनवाय[ Ǿप से अगले वष[ कȧ 31  जनवरȣ तक जमा करɅ। DoP&T  
ɮवारा समय-समय पर इन ͪववरणɉ को Ǔनयͧमत Ǿप से ĤाÜत करने और उनकȧ गहन जांच करने कȧ आवæयकता 
को दोहराया गया है। 

ग. DoP&T के काया[लय £ापन सÉंया 11012/11/2007 Ǒदनांक 14.12.2007 और 27.09.2011 का भी उãलेख 
ͩकया जाता है, िजसके अनुसार, Ǔनàनͧलͨखत उɮदेæयɉ के ͧलए सतक[ ता मंजूरȣ (a) सचूीबɮधता (b) ͩकसी भी 
ĤǓतǓनयुिÈत के ͧलए िजसमɅ मंजूरȣ आवæयक है, (c) संवेदनशील पदɉ पर ǓनयुिÈत और Ĥͧश¢ण काय[Đमɉ (अǓनवाय[ 
Ĥͧश¢ण को छोड़कर) के ͧलए अèवीकृत कर दȣ जाएगी यǑद वे 31 जनवरȣ तक ͪपछले वष[ का वाͪष[क अचल संपͪƣ 
ͪववरण Ĥèतुत करने मɅ ͪवफल रहते हɇ। ͪवषय-वèतु पर काͧम[क एवं Ĥͧश¢ण ͪवभाग/भारत सरकार ɮवारा जारȣ 
सभी अÛय Ĥासंͬगक ǑदशाǓनदȶशɉ का अǓनवाय[ Ǿप स ेपालन ͩकया जाना है। 

घ. अͬधकाǐरयɉ को Ǔनदȶश Ǒदया जाता है ͩक व ेअपना AIPR इलÈेĚॉǓनक माÚयम से AIIMS, ͪवजयपुर, जàमू के 
HRMS पोट[ल (hƩps://epravah.prd.dcservices.in/AHIMSG5/hissso/Login) पर भरɅ। सहायता के ͧलए, अͬधकारȣ "AIPR 

उपयोगकता[ मैनुअल" का संदभ[ ले सकते हɇ, जो इस काया[लय £ापन के साथ अनुबंध-I के Ǿप मɅ संलÊन है। 

ङ. संबंͬ धत ͪवभागɉ के Ĥमुख/Ĥभारȣ अͬधकाǐरयɉ से अनुरोध है ͩक वे सुǓनिæचत करɅ ͩक उनके Ǔनयंğण के 
तहत सभी Ēुप 'ए' और 'बी' अͬधकारȣ 31  जनवरȣ, 2025 तक ये ͪववरण जमा करɅ।  

च. यह स¢म Ĥाͬधकारȣ, एàस, ͪवजयपुर, जàमू के अनुमोदन स ेजारȣ ͩकया जाता है। 
 
 

 -एसडी/- 
ĤशासǓनक अͬधकारȣ 

 एàस, ͪवजयपुर, जàमू 
सेवा मɅ: 
(क.) ͬचͩक×सा अधी¢क, एàस, ͪवजयपुर, जàमू। 

(ख.) डीन (अकादͧमक/परȣ¢ा/अनुसंधान), एàस, ͪवजयपुर, जàमू। 

(ग.) सभी ͪवभागाÚय¢/ओआईसी, एàस, ͪवजयपुर, जàमू। 

(घ.) उप Ǔनदेशक (Ĥशासन), एàस, ͪवजयपुर, जàमू। 

(ङ.) ͪवƣीय सलाहकार, एàस, ͪवजयपुर, जàमू। 

(च.) रिजèĚार, एàस, ͪवजयपुर, जàमू। 

(छ.) आईटȣ अनुभाग- इस काया[लय £ापन को सèंथान कȧ वेबसाइट पर अपलोड करने के अनुरोध के 
साथ। 

(ज.) सभी अͬधकारȣ/कम[चारȣ, एàस, ͪवजयपुर, जàमू। 

ĤǓतͧलͪप सूचनाथ[: 
(क.) Ǔनजी सहायक, काय[कारȣ Ǔनदेशक एवं मुÉय काय[कारȣ अͬधकारȣ। 

(ख.) Ǔनजी सहायक, उप Ǔनदेशक (Ĥशासन), एàस, ͪवजयपुर, जàम।ू 

(ग.) काया[लय आदेश फाइल। 
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For any queries, or issues, please feel free to write us at -  
hrms@jammu.edu.in  

Annexure-I



Chapter 1:- Login  
 
1. Enter valid Username and valid Password 
2. Enter Captcha 
3.Then click on Sign In 

 
 

4. Following page will be appear 

 
 

  



Chapter 2:- Filing Immovable Property Return 
 
 
2.1. Click on Human Resource  
 

 
 

2.2. Click on Property Declaration 

 

 

 

 

2.3. Click on Annual Immovable Property Return - Emp. Specific 

 



 
 
Following page will appear 
 

 
 
 
 

  



2.4.  Click on Add New 
 

 
 
Following page will be appear 
 

 
 
  



2.5 Filing AIPR for New / Existing Property 
2.5.1 Click on AIPR Type as shown below: 

 

 

2.5.2 Click on New Declaration and on Action on property  

 

 

 

 

 

 

 

Following screen will appear 



 

2.5.3 Fill all required fields of property  

 

 

2.5.4 Click on Save (scroll to the top to see the same) 



 

How to add Multiple Properties 
If you have multiple properties, then follow the steps below else continue with Step 
2.8 

2.5.5 - Click on arrow as shown below: 

 

 

2.5.6 Click on Add as shown below: 



 
2.5.7 Add the details of another property as explained earlier and click on Save. 

 

Multiple properties will be visible as shown below: 

 

Continue with step 2.8 



2.6 Filing AIPR for No Property Owned 
2.6.1 Click on AIPR Type and select “Nil Declaration” as shown below: 

 

2.6.2 Click on Save as shown below and go to Step 2.8: 

 

 

 

2.7 Filing AIPR for Property Sold 
2.7.1 Print the form given in “For Sold Property” section of the user manual. Click 
here to go to the same. Fill the form manually and ink sign it. 

2.7.2 Scan the printed form and create a PDF file of the same. 

2.7.3 On e-Pravah Portal, Click on AIPR Type and select “Sold Declaration” as 
shown below: 

 



 

2.7.4 Attach the saved PDF as shown below: 

 

 

 

 

2.7.5 Click on Save as shown below and go to Step 2.8 

 

 

2.8 AIPR form is now saved in draft state. A message will be displayed. Close the 
form as shown below: 

 



2.9 Click on the “Submit to Vigilance” as shown below: 

 

2.10 A message will be displayed confirming that an OTP will be received. Click on 
Ok. 

 

2.11 Enter the OTP received on Email and/or Mobile Number. 

 

 

In case if the OTP on email /SMS message is not send to the 
displayed mobile number or email , then please contact with the 
respective to Establishment Dealing Hand  



 

2.12 For the self records, you can also download the printed AIPR by clicking on the 
blue icon as shown below: 

 

                                 Chapter 3:- Rejected AIPR 
 
If AIPR get rejected in any case then, user can see their AIPR by following steps  

3.1 In case if vigilance cell reject AIPR then , it show Reject AIPR on user screen  

 

 

3.2 Click on the blue file icon as shown below: 



 

3.3: User can see the reject remark by which vigilance cell rejected their AIPR  

 

  


