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Section 1 
INTRODUCTION 
 

 
1. The Directorate of Training has been assigned the responsibility for 

training all the officers and officials of the Income Tax Department.The 
training is imparted through the National Academy of Direct Taxes, which 
conducts training primarily for the Group A cadres, ten Regional 
Campuses which conduct training for Group A to C cadres, and the 46 
Ministerial Staff Training Units (MSTUs) across the country addressing the 
training needs of Group C cadres.  

2. These training programs include"Induction Program" for the newly 
recruited personnel, "Orientation Program" for newly promoted ones and 
specialized courses on specific domain competencies determined based on 
training needs analysis undertaken from time to time.Training of 
Induction Program and Orientation Programs are conducted by NADT 
(for Group A officers) and DTRTIs (for Group B & C) in accordance with 
the pre-determined syllabus.This syllabus, also referred to as the "National 
Training Syllabus", which is revised from time to time according to 
changing needs of the organization. 

3. The Planning & Research Division of NADT is responsible for undertaking 
research related to the Department's training needs and suggesting 
appropriate measures to address these training needs.It also 
coordinatesthe planning of training activities across the country and 
suggestsstandardization or diversification of training in accordance with 
such requirements for different cadres.  

4. This report relates to the Induction Training Course for the newly 
recruited Inspectors of Income-tax.  

5. During the Annual Training Reviewundertaken by the Directorate for the 
financial year 2019-20 held in February & March 2020, a decision was taken 
to review the National Training Syllabus (NTS) for Group B and C officials 
of the Income-tax Department.This decision was taken keeping in view the 
recent changes in law & tax administration, particularly those relating to 
technological advances and changing business processes.The objective of 
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the review process was to fine-tune the syllabus with the evolving legal 
framework and modern practices of tax administration. 

6. Given the above developments and considering the changes in the law, 
technologyand business processes, as well as the changes being proposed 
during the review mentioned above of different cadres within the 
Department, a need was also felt for a review of Induction training for the 
Inspector of Income-tax.Accordingly, an exercise was initiated in the 
Planning & Research Division of the Directorate of Training at NADT to 
analyse the work allocated to the officials in this cadre, their training 
needs, the impact of changes in law, technology and business processes 
and suggest measures to address the same.Areview of the existing syllabus 
of the Induction Course for newly recruited Inspectors was undertaken as 
part of this exercise. 

7. For this purpose, vide order dated 6th May 2020, a committee was formed 
under the chairmanship of Ms. Susan D George, ADG DTRTI, Bengaluru 
to examine all aspects related to the Induction training course keeping in 
view the contents of the current curriculum with the changing 
environment of tax administration and emerging challenges arising 
therefrom and suggest recommendation for modification in the existing 
syllabus.Copy of the order is placed in AppendixA of this report. 

8. Before sending its recommendations for modifications in the existing 
syllabus the committee had conducted a Training Need Analysis (TNA) 
wherein it had sent a questionnaire to the ADGs of the Regional Campuses 
of NADT. It had also circulated a survey questionnaire to the supervisory 
officers for evaluating the efficacy of the Induction Training. The 
committee had also considered the feedback of the trainees of the 
induction coursesheld during the previous 4 years. Thereafter, the 
committee submitted its recommendations on 29thJuly 2020.  

9. The committee's recommendations were circulated to all ADGs within the 
Directorate of Training.Subsequently, an online meeting of all ADGs of 
NADT and DTRTIs, presided by the Principal Director General (Training) 
was held on 28.7.2021 wherein inputs were received from all participants 
and various issues under consideration were discussed in detail.A 
summary of suggestions received during the meeting is placed in 
Appendix-B of this report.  
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10. Subsequently, another online meeting was held on 16/08/2021 to discuss 
the inputs received from the participants during the meeting held on 
28.7.2021 and to incorporate them in the final report.The observations and 
recommendations have been made in the remaining part of this report 
after taking all these inputs into account. 

11. While the report of the Committee was under examination, there were a 
number of developments, due to which it was decided not to proceed 
immediately with the revision of the new syllabus. The first of these 
developments was the shifting of training to online mode, and the 
emergence of online training, with its pros and cons, as an option that was 
widely adopted during the Covid19 pandemic. The second development 
was the launch of Mission Karmayogi, and on-boarding of NADT 
thereupon as one of the seven Champion Central Training Institutes with a 
mandate to develop Massive Open Online Courses (MOOCs) that were 
expected to play an important role in capacity building, specially of 
subordinate cadres, which may not get adequate opportunities of training 
otherwise.  

12. However, from the perspective of the Department, the third and probably 
the most significant development was the adoption of Faceless Initiatives, 
which included reorganisation of the Department and redefining the 
procedures, in addition to the amendments in the statute. In view of this 
very significant change, the teething troubles being faced, and the 
continuous revision and updating of systems and SOPs (standard 
operating procedures), it became essential to re-examine the needs of 
capacity building keeping in view these new developments. In particular, 
the training on computer skills, Income Tax Business Application (ITBA) 
and the functional specialization in the form of Assessment Units, Review 
Units, Verification Units and Technical Units needed to be evolved in line 
with the role of ITOs pertaining to these facilities and functional units.  

13. During the Mid Term Review Meetings and Annual Trainers’ Conferences 
held in 2021 and 2022, the three aforementioned developments were taken 
note of, and it was decided to let the impact of these developments on the 
training needs and methodology become clear before the revision of 
National Training Syllabus for Induction and Orientation Courses of 
various cadres are finalised. It was also observed that once the initial cycle 
of assessment under the faceless initiative is completed and the system 
stabilises after the initial phase of transformation, the training needs will 
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become clearer. It was also expected that once Covid19 pandemic subsides, 
the relevance of online training mode will become clearer, and with 
progress on developments under Mission Karmayogi, the role of MOOCs 
will also become more apparent, it will be easier to take a decision on 
revising the National Training Syllabus for various cadres that will take 
care of the training needs for coming years, without further revision. 

14. In the National Seminar on Developments in Training, held in NADT 
Regional Campus, Bengaluru, a decision was taken to complete the 
process of revision of National Training Syllabus of all cadres pending. It 
was also observed that the recommendations by the respective committees 
on Module on Computer Training, including training on ITBA, Insight and 
CPC, needs to be reconsidered in the light of the major developments 
discussed above. 

15. Regarding this module, two possible options were considered during that 
meeting.  The first option was to prescribe a session – by – session detail of 
this module, while the second option considered was to only allocate the 
number of sessions & compile a list of suggested sub-topics. It was 
observed that the first option leads to greater standardization, while the 
second gives more flexibility that can help in fine tuning the Module to the 
changing needs. These two options were discussed in detailand it was 
unanimously agreed that some topics that are necessary should be clearly 
specified as mandatory and other topics can be indicated, leaving 
flexibility to adopt them in accordance with the latest developments and 
training needs analysis. 

16. Accordingly, consequent to the completion of initial cycle of assessment 
under the new system, and taking into account the training needs arising 
from it, this report is prepared. While preparing the final report, the 
developments related to online training, and the relatively new and still 
evolving pedagogical tools like Massive Open Online Courses (MOOCs) 
were also taken into account.  

17. The Induction Course is conducted through intense supervision of 
trainees, who come from different backgrounds. It provides opportunities 
for face to face interaction with faculty members, and also an exposure to 
the Departmental officers, whereby trainees inculcate several functional 
and behavioural competencies. Accordingly, the course needs to be 
continued in the current format. This Directorate is in the process of 
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developing MOOCs, which may gradually become available in near 
future. Once they are available, the respective NADT Regional Campuses 
can make use of them, by shifting some of the inputs of relatively 
elementary level to online self-study of MOOCs, and consequently utilise 
the classroom sessions for more advanced inputs, using interactive 
pedagogical tools like case studies, hands-on exercises, workshops, panel 
discussions, simulation exercises etc. The Regional Campuses may take a 
decision in this regard at the time of preparing the detailed design and 
schedule of this course.  

 
Section 2 

INSPECTORS: RECRUITMENT,ROLE & FUNCTIONS 

 

18. Inspectors of Income-tax (ITIs) fall under the Group' B' category of the 
officials of the Income Tax Department.They are recruited centrally by the 
Staff Selection Commission.ITI performs the frontline functions of the 
Department, from carrying field enquiries and collection and recovery of 
taxes to specific functions in different offices e.g. headquarters, 
investigation, audit, etc. Inspector od Income-tax is one of the Income-tax 
authorities under section 116 of the Income-tax Act,1961. The Manual of 
Office Procedure,2019 lists out the functions of ITIs.These are placed 
inAppendix C. 

19. It is apparent from the functions of the ITIs given in the Manual that they 
are expected to be proficient in the Income Tax Act and allied laws, 
accountancy, and the various aspects of the Department's 
functioning.Therefore, the training imparted at the time of their induction 
in the Department plays a crucial role in fostering competencies and 
instilling a sense of professionalism in line with the Department's vision 
statement.   

20. According to the column (9) of the Recruitment Rules for Income Tax 
Inspectors-1969, the probation period for the direct recruit inspectors is 
two years.The Recruitment Rules-1969 as amended from time to time is 
placed at Annexure D. 

21. The Directorate of Human Resource Development, CBDT has circulated a 
draft recruitment rulesvide letter number 3104 dated 04/08/2021 in the 
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F.no. HRD/CM/121/03/2015-16.The draft recruitment rules, though not 
finalized yet, makes passing of the departmental examination a pre-
condition for successful completion of training.These draft rules have not 
yet come into effect. No major modifications are suggested in the revised 
syllabus on their account, at this stage. 

22. All the observations above were taken into account while reviewing the 
training needs of the newly recruited Inspectors, along with training 
avenues available for them, and considering possible measures that can be 
undertaken to improve the efficacy of the Induction Training for them. 

 
Section 3 

INSPECTORS: APPOINTMENT& TRAINING IN VIEW OF 
ROLES, FUNCTIONS 

23. Thedirect recruit Inspectors of Income-tax are appointed on the basis of a 
competitive examination conducted by the Staff Selection Commission. 
They are also appointed through promotion from the lower cadres of the 
Income-tax Department.  

24. According to the Office Manual of the Department-2019, the ITI has been 
given a wide range of roles. The role changes according to the office to 
which the ITI is attached to. Following are the broad functions of the 
Income-tax Inspectors. 

I. General functions 
II. Enquiry and Surveys 

III. Assessment and related functions 
IV. Collection of Arrear Demand and related functions 
V. Work relating to Tax Evasion Petitions 

VI. Prosecutions 
VII. Audit and related functions 

VIII. TDS and related functions 
IX. Tax Recovery and related functions 
X. Office of Range Addl./Jt. CIT 

XI. Office of Pr.CIT/CIT 
XII. Office of Pr.CCIT/CCIT/Pr.CIT/CIT 

XIII. Representation before Tribunal 
XIV. Computer Processing Centres (CPC) 
XV. Investigation and related work 
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XVI. Office of CIT(Appeals) 

25. The important functions undertaken byInspectors includeconducting 
enquiries, preparing various reports, assisting the Assessing Officer in 
assessment of income, tax-demand collection & management, assisting the 
authorised officer during search & survey operations, filing of 
appeals,references, writs and matters before courts including CAT etc. 
Detailed list functions of the ITI, as given in the Manual of Office 
Procedure-2019 is placed in Appendix C.  

26. The functions listed in the Manual for Office Procedure clearly indicates 
that the inspector needs to be proficient in income tax & other allied acts, 
accountancy as well as the various aspects of the department’s functioning. 
The ITI is expected to perform frontline functions across all sections of the 
Department 

27. The Manual of Office Procedure-2019 envisages that ITI should be 
proficient in computers and in particular inworking on the ITBA (Income 
Tax Business Application) platform.In 2021, with governance shifting to 
digital mode and with the adoption of digital mode by the Income-tax 
Department, the ability to operate and work on computers can be 
considered an essential functional competence for ITIs as well.With 
Mission Karmayogi, even training is envisaged to be democratized 
through the digital mode using iGOT 2.0 platform, which further 
necessitates that all employees, including ITIs, have the ability to operate 
and work on computers.With the Department shifting to Faceless 
operations through online mode, the ability to use computers has already 
centre stage among functional competencies required in the Department. 

28. As per existing training syllabus, the training of the newly recruited 
inspector is undertaken in the form of 11 Modules consisting of 360 
sessions that are required to be completed in 60 days.During the course, 
the trainees are given inputs on Introduction, Organizational Matters, Core 
Work, Computer Training, Public Service and Miscellaneous.A detailed 
review of this Course and recommendations for its revision are included in 
Section 4 of this report. 

29. The Directorate of Income Tax (Exam and OL) vide its letter dated 12th 
April 2019 in F.No. DE/Change of Syllabus/2018-19/ADG(Exam & 
OL)/34 had updated the existing syllabus to include Black 
Money(Undisclosed Foreign Income and Assets) and Imposition of Tax 
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Act 2015 and Benami Transaction(Prohibition) Amendment Act2016. The 
letter is placed in Appendix D. The updated syllabus is existing since 2019.  

 
 
Section 4 

REVIEW OF INDUCTION COURSE SYLLABUS 

 

30. The post of the ITI is very important. An ITI has to work in almost all the 
divisions of the department. Existing syllabus was in place for more than 6 
years. During the period , the work process has undergone through several 
significant changes. The tax law itself is very dynamic. Every year the law 
is changed. Due to this several areas of specialisation are emerging within 
the Department. The ITBA has taken place of the old ITD system. Due to 
the above mentioned changes, a need was felt to revise the syllabus of 
Income tax Inspectors.  

31. The existing training syllabus for the Induction course of the ITI consists of 
eleven modules on Introduction, Accounting, Income-taxAct,Information 
Technology in Income Tax Department,Workshops, Investigation of 
Financial Statements,Inquiry,Search and Survey, Mandatory work,Other 
Laws,Organizational Matters and Personality Development.These eleven 
modules are covered through360 sessions in 60 working days, thereby 
constituting a two-month program. The existing syllabus is tabulated 
hereunder. 

Module Description No. of sessions 
Module-1 Introduction Module 12 
Module-2  Accounts 33 
Module-3 Income-tax Act 75 
Module-4 Information Technology in IT Dept. 30 
Module-5 Workshop  54 
Module-6 Investigation of Financial Statements 30 
Module-7 Inquiry/Search/Survey 60 
Module-8 Mandatory Work 24 
Module-9 Other Laws 12 
Module-10 Organizational Matters 15 
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Module-11 Personality Development 15 
 TOTAL No. of sessions 360 

 

32. The report of the Committee and the suggestions made by it were 
circulated among all DTRTIs as well each of the three divisions of NADT 
seeking their views, inputs and suggestions. Subsequently, these were 
shared and discussed in detail in an online Meeting chaired by the 
Principal Director General (Training) on 28.7.2021.The observations, inputs 
and suggestions received during the meeting are summarised in Appendix 
E. Through the report and suggestions made by the Committee, and the 
subsequent discussion in the meeting held on 28.7.2021, comprehensive 
reviewed was undertaken on the role of ITIs as provided in the Office 
Manual, their competencies and the syllabus of Induction Course for the 
newly recruited Income Tax Inspectors. 

33. After taking account all observations, inputs and suggestions, the revisions 
are proposed in the existing syllabus of Induction Course for ITIs in the 
following paragraphs of this report. 

34. It is proposed to keep the duration of the Course and the total number of 
sessions in the Course unaltered.Accordingly, the syllabus is to be 
completed through 360 sessions in 60 working days.Six sessions of 60 
minutes are proposed for each working day.The new syllabus is divided 
into sevenModules.  

35. In accordance with the recommendations made by theCommittee,it is 
proposed to do away with the existing module system and instead 
restructured the syllabus in eight Modules1 as under. 

 

                                                             
1The Committee suggested seven sections and renaming them as Parts A to F. However, it is proposed to split 
Part A on Income Tax & Procedure with 180 sessions into two modules, i.e. Module 2-Income Tax Law and 
Module 3-Income Tax Law [Practical] to emphasize that they are not substitutes and the practical exercises 
must be given as much importance as the theoretical inputs. It is also proposed to name these parts as 
Modules 2 to 8, in order to maintain the standard practice of designing the National Training Syllabus for 
Induction and Orientation Courses in the form of Modules numbered with numerals. The Committee has 
recommended clubbing of inaugural and valediction sessions in Part F. For the sake of simplicity, inaugural and 
introductory sessions are separated from the Part F proposed by Committee and placed in a short Module 1. 
Accordingly, instead of Parts A to F, Modules 1 to 8 are proposed in the revised syllabus. The sessions 
proposed therein, are, however, largely in accordance with those proposed by the Committee, with a few 
changes based on inputs from faculty of NADT / Regional Campuses. 
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Organisation of Revised Syllabus 
Module Details No. of sessions 

Module-1 Introduction 6 
Module-2 Income Tax Law 93 
Module-3 Income Tax Law [Practical] 87 
Module-4 Book-Keeping & Accounts 75 
Module-5 Application of Information Technology 39 
Module-6 Other Laws Relating to Tax Administration 24 
Module-7 Personnel and Office Related Matters 18 
Module-8 Soft skills and Office Visits 18 

 TOTAL No. of sessions 360 

36. While doing so, the committee has proposed redistribution of certain 
topics in a module in the existing syllabus among redesigned Modules 
proposed in the revised syllabus. 

37. Module 1 of the existing syllabus, consisting of 12 sessions, covers sessions 
aimed at introducing the organization, the legal framework within which 
it functions and the role and functions of ITI cadre.  

38. Module 1 of the existing syllabus also includes interaction with the senior 
officers of the station. During the course of deliberations on this part, it 
was decided that the number of sessions for this purpose should not be 
altered. The ADG of the concerned Regional Campus may plan these 
interaction sessions depending on units/wings existing in their city and 
the availability of senior officers at that point of time.  However, instead of 
the first Module, this exercise has been made part of Module 8 on Soft skills 
and Office Visits, to make the interaction more meaningful for the trainees. 
It is expected that the interaction would complement earlier inputs 
received by them in the course. 

39. Module 1 in the existing syllabus devotes 6 sessions to inauguration and 
introduction aspects, while another 6 sessions are devoted to interaction 
with the senior officers. This can be seen from the Module 1 of existing 
syllabus as tabulated below. 

MODULE-1 OF EXISTING SYLLABUS 
 INTRODUCTION MODULE – 2 DAYS (12 SESSIONS) 

SN Topic Sessions Expected Outcome 
1 Briefing & Registration 1 Introduction to structure 

and Working of the I.T. 2 Inauguration & High Tea  1 
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3 Ice Breaking 1 Department 
4 Organisational Structure of I-T Dept.  1 
5 Role and Function of ITI  1 
6 Course expectation  1 
7 Interaction with Pr. CCIT/CCIT/DGIT  1 
8 Interaction with Pr.CIT/CIT/DIT  1 
9 Interaction with Addl./Jt. CIT  1 

10 Interaction with Addl./Jt. DIT (Inv.) 1 
11 Interaction with ACIT/DCIT  1 
12 Interaction with ITOs  1 

Total No. of Sessions       12   (2 Days) 

40. The Module 1 of the revised syllabus is restricted only to 3 sessions (Half 
day) consisting of inauguration and introductory sessions, as tabulated 
hereunder. 

MODULE-1 OF REVISED SYLLABUS 
INTRODUCTION – ½ DAY (12 SESSIONS) 

SN Topic Sessions Expected Outcome 
1 Inauguration  1 Participants shall be 

prepared for making the 
best of this program. 

2 Organisational Structure of I-T Dept.  1 
3 Role and Function of ITI  1 

Total No. of Sessions        3      ( ½ Day) 

41. The sessions relating to interaction with field officers have been increased 
in the revised syllabus from 6 to 12 and included in the Module 8 on soft 
skills and office visits, which is tabulated below paragraph 59 of this report 
for reference. 

42. Module 2 of the existing program deals with imparting knowledge of book 
keeping and accounting principles to the trainees. Module 4 in the 
proposed syllabus covers this part of the syllabus, corresponding to 
Module 2 of the existing syllabus.No major changes have been made in the 
topics covered in this Module in the revised syllabus. However, in 
accordance with the feedback taken from the trainees/in-house faculty of 
earlier batches, the number of sessions for different topics are readjusted. 
Keeping in view the fact that proficiency in examination of accounts 
requires hands-on work, additional time is allocated for workshops. This 
may also be used for clearing the doubts arising from theory sessions and 
practical exercises. 
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43. All the existing topics in the Module 2 of the existing syllabus are retained 
in the Module 4 of the revised syllabus, and certain additional topics 
adding greater sophistication to the desired skills for examining accounts 
in actual cases have been added. It was felt that to sufficiently cover all the 
topics in this part of the syllabus, particularly with emphasis on hands-on 
exercises, a total of 75 sessions will be required, instead of the 33 sessions 
as laid out in the existing syllabus.A summary of the Module 2 of the 
existing syllabus as well as the Module 4 of the revised syllabus, 
corresponding with it,are tabulated below. 

MODULE-2 OF EXISTING SYLLABUS 
 BASIC ACCOUNTANCY – 5½ DAYS (33 SESSIONS) 

SN Topic Sessions Expected Outcome 
1 Principles & Concepts of Accountancy  2 

Higher Secondary Level 
Proficiency in Accounting 

Journal entries  2 
Cashbook / Bankbook  2 

4 Bank reconciliation statement  2 
5 Rectification of errors  2 
6 Ledger & Trial Balance  4 
7 Bill of exchange / JV  2 
8 Single entry system of accounts  2 
9 Accounts of non-profit 

organizations(AOP/Trust) 
2 

10 Preparation of Final Accounts 4 
11 Consignment  1 
12 Partnership accounts; Admission; 

Retirement; Dissolution 
4 

13 Companies’ accounts  1 
14 Companies’ accounts (workshop) 3 

Total No. of Sessions 33  (5 ½ Days) 

MODULE-4 OF REVISED SYLLABUS 
BOOK-KEEPING & ACCOUNTS – 12½ DAYS (75 SESSIONS) 

SN Topic Sessions Expected Outcome 

1 Principles and Concepts of Book Keeping 2 Trainees will develop the 
ability for following 
actions: 
i. Examine accounts and 
financial statements of 
different categories of 
persons; 
ii.  Note any discrepancies 
therein; 
iii. Note any deviations 
from accounting standards; 

2 Single & Double Entry System of A/Cs 2 
3 Journal Entries 3 
4 Bank Book & Cash Book 2 
5 Bank Reconciliation Statement  2 
6 Rectification of Errors 2 
7 Ledger & Registers 3 
8 Trial Balance 1 
9 Bills of Exchange/JV 2 

10 Consignment Accounts 1 
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44. While allocating time to the various sessions listed in the syllabus, the 

Regional Campus may make adjustments and reallocate the time available 
for sessions as per the needs of a particular batch keeping in view their 
educational background and work experience. 

45. Module-4 of the existing syllabus deals with the information technology in 
Income Tax Department, including training in ITBA. It was observedthat 
this module has become very important in the new regime of faceless 
assessment scheme. In the existing syllabus, this module was prepared on 
the basis of ITD/ITDMS/ITS/NMS, and allotted 30 sessions in 5 days. All 
these functionalities have been completely replaced with ITBA. Therefore, 
it was necessary to change the syllabus according to current needs.  

46. Module-5 in the new syllabus corresponds with Module-4 of the existing 
syllabus. In consequence to the changes in technology and the use of 
computerised applications in the Department, the syllabus of this Module 
has been completely redrawn according to contemporary needs. The 
number of sessions in this Module have also been enhanced to 39.A 
summary of the Module 4 of the existing syllabus and Module 5 of the 
revised syllabus is tabulated below. 

MODULE-4 OF EXISTING SYLLABUS 
INFORMATION TECHNOLOGY & ITD 

SN Topic Sessions ExpectedOutcome 
1 Familiarisation with InfoTech set up in I-T 

Dept.  
3 Initiation to computerized 

working environment and 
comfort level with ITD; 
Ability to query Tally and 

2 Basics of operating computers  3 
3 ITD  (including ITDMS, ITS, NMS etc) 20 

11 Preparation of Final Accounts 5 iv. Analyse accounts for tax 
investigation  12 Workshop on Book Keeping 12 

13 Analysis of Proprietorship & HUF Accounts  2 

14 
Analysis of Non-profit Organisations 
Accounts 

5 

15 Analysisof Partnership Accounts  6 
16 Analysis of Company Accounts 9 
17 Billing Packages (& Practical Sessions) 3 

18 
Preparation of Accounting Snapshot in 
Search & Surveys 

2 

19 Use of Accounts for Tax Evasion  2 
20 Accounting Standards 3 
21 ICDS and its relevance in investigation 6 

   Total No. of Sessions  75   (12 ½ days) 
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4 Accounting software, data mining 4 generate reports 
Total No. of Sessions 30  (5 days) 

MODULE-5 OF REVISED SYLLABUS 

INFORMATION TECHNOLOGY & ITBA 

SN Topic Sessions Expected Outcome 

1 Introduction to Information Technology 
used in Income Tax Department 

(ITBA, E-filing Portal, Webmail, Project Insight, 
CPGRAMS, TRACES, Various Websites useful 
for office functioning) 

7 

Trainees will be able to: 

 (i)  UseMS Office; 
 (ii) Work on Income Tax 

Business Applications 
(ITBA)& other utilities; 

 (iii)Handle digital 
evidence; and 

 (iv) Preserve data 
security. 

2 Basics of Microsoft Office Applications 

(MS Word, PPT and MS Excel) 
3 

3 Basics of Digital Forensics 

 Operating Hardware & Software for various 
digital devices: Computers, Laptops, Mobile 
Phones, Other Electronic Data Storing Devices 
(Servers & cloud) & Software Applications  

 Understanding the Cyber Forensic Tools 

2 

4 Introduction to Income Tax Business 
Applications 

 10 sessions on ITBA core modules (Faceless 
AU, RU, VU, TU, appeal modules & JAO 
functionalities etc.),  

 3 sessions on ITBA non-core modules (PAN 
transfer, 360 degree profiling, audit, ASK, e-
Nivaran, common functions, ITR processing 
etc.) 

 13 sessions of hands-on training in computer 
lab including uploading of information from 
search & impounded materials 

26 

5 Basics of Data security 

(Policy Prescribed by System Directorate shall be 
included) 

1 

   Total No. of Sessions 39  (6 ½ Days) 

47. The design of the Module 5 in the revised syllabus has been kept flexible, 
based on the decision taken during the deliberations held by Pr.Director 
General (Trg) with the ADGs.Broad areas of study in this module and the 
sessions allocated are specified. However, the Regional Campuses 
conducting the course will have the discretion to specify further details of 
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the sessions allocated for different areas, after taking into account the 
priorities and new developments.  

48. Modules 3, 5,6, 7, and8 of the existing program deal with income tax law in 
theory and practice. Being related to the corework and responsibilities of it 
is, they represent the domain competencies.Module 3 contains the 
theoretical part of the Income-tax Act and Rules, Module5 contains 
workshops on the issues dealt in the Module3, Module6 deals with the 
investigation of financial statements, Module7 contains sessions on 
Search&Surveys, and Module8 contains sessions on mandatory works 
pertaining to assessment and appeals. Module3 contains 75 sessions, 
Module5 contains 54 sessions, Module6 contains 30 sessions, Module7 
contains 60 sessions, and Module8 contains 24 sessions. Thus, a total of243 
sessions have been dedicatedto these modules.Thesemodules in the 
existing syllabus are represented in the following tables. 

MODULES 3, 5, 6, 7 & 8 OF EXISTING SYLLABUS 
SN 

 
Topic Sessions Desired 

Outcome 

MODULE 3: INCOME TAX ACT 

1 Basic definitions  2  
 
 
 
 
 

Understanding 
the Structure of 
I.T/W.T and 
familiarity with 
all major 
provisions 

2 Basis of charging tax  2 
3 Scope of total income and deemed income  2 
4 HEADS OF INCOME – Salary  2 
5 HEADS OF INCOME – House Property  2 
6 Business and Profession  2 
7 Business and Profession  6 
8 Business and Profession  2 
9 Capital Gains  4 
10 Capital Gains Computation 1 
11 Other Sources  2 
12 Clubbing of Income  1 
13 Section 68 & 69  2 
14 Set-off and carry forward of losses  2 
15 Exemption – S. 10  2 
16 Deduction Chapter VI A  2 
17 S. 11 & 12  2 
18 MAT  2 
19 Interest calculation  2 
20 IT  1 
21 TP (1  SESSION) 1 
22 TDS/TCS  4 
23 Collection & Recovery (including Sch. II&III) 4 
24 Prosecution  2 
25 Appeals   2 
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SN 
 

Topic Sessions Desired 
Outcome 

26 Search & Seizure; Survey (s. 153, 132, 133A)  4 
27 Various time limit under I-T Act  2 
28 Remedial measures (s. 147; 154; 263; 264)  3 
29 Assessment and re-assessment procedure  2 
30 Wealth Tax  4 
31 Penalties  4 

   Total No. of Sessions      75   (12 ½ Days) 
MODULE 5:  WORKSHOP 

1 Salary, house property  6  
 
Revision and 
Practical Exposure 

2 Business and profession  12 
3 Capital gain, other sources, MAT  6 
4 Computation of total income  6 
5 Appeal effects CIT(A),ITAT,HC/SC/scrutiny 

report/remand report  
6 

6 Drafting of assessment  order 6 
7 Drafting of Rectification order  6 
8 Drafting of penalty orders  6 

Total No. of Sessions 54   (9 Days) 
MODULE 6:  INVESTIGATION OF FINANCIAL STATEMENTS 

1 Firms/Limited liability firms/AOP  6  
Development of 
Investigative 
Skills 

2 Companies  6 
3 Workshop on drafting of questionnaires   6 
4 Common modes of tax evasion  12 

Total No. of Sessions 30   (5 Days) 
MODULE 7:  INQUIRY /SEARCH/SURVEY 

1 Open and discrete inquiry & reporting  4  
 
Developing 
Operational 
Efficiency during 
Intelligence 
gathering 
/Search/Survey 

2 Inquiry under s. 133 (6) 4 
3 Inquiry under s. 131 4 
4 Field inquiry &surveillance , data bank 6 
5 Debrief  2 
6 Recording of statement  6 
7 Dos & Don’ts in Survey/Search  6 
8 Mock search and debriefing  6 
9 Filling of Panchnama, inventories, PO, seals etc.  6 
10 Discrete inquiry  4 
11 Debrief  4 
12 Cyber forensics  6 
13 Coordination with other agencies (CEIB & REIC 

etc) 
2 

Total No. of Sessions 60  (10 Days) 

MODULE 8:  MANDATORY WORK 

1 CAP / Registers   6  
Developing 
Practical Expertise 

2 Dossiers  6 
3 Audit objections  6 
4 Judicial matters (scrutiny report, filing of appeals, 

parawise comments, remand reports etc) 
6 
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SN 
 

Topic Sessions Desired 
Outcome 

     Total No. of Sessions 24   (4 Days) 

     TOTAL SESSIONS IN MODULES 3,5,6,7 & 8    243     (40 ½ Days) 

49. In the proposed syllabus, all topics dealt in modules 3, 5, 6, 7 and 8 of the 
existing syllabus are included in Modules 2 and 3. Module 2 of revised 
syllabus includes topics related to Income Tax Theory, and Module 3 
incorporates all topics related to practical aspects of Income Tax.Only a 
few topics which were felt not necessary, have been omitted, or in some 
cases, replaced by a more relevant topic, in the proposed syllabus. Some 
topics related to accounting are covered in the Module 4. In general, all 
topics relevant to the present day job requirements of an Income Tax 
Inspector are included. 

50. In addition to the above, considering the change in the work environment 
of the Department, particularly the team-based faceless assessment, 
several new topics have been introduced in the proposed syllabus in 
Modules 2 and 3. The objective of introducing these topics is to make the 
newly recruited Income Tax Inspectors fully equipped with necessary 
competencies for performing their duties once they are posted in the field.  

51. Together, Module 2 and 3 of the proposed syllabus cover all the relevant 
functional areas, such as assessment, non-assessment, investigation, 
headquarter functions and other roles of an ITI. These two Modules are 
designed to ensure familiarization of the new inductee with each of these 
functions and to ensure a smooth transition from the stage of a novice to 
an employee who is well-versed with his roles, has necessary domain 
competencies as well as the confidence to take them up. Module2 and 3 
complement each other. Module 2 covers theoretical inputs whereas 
Module 3 deals with practical application, replacing the workshops and 
practical sessions in the existing syllabus. Together, Modules 2 and 3 
include 186 sessions amounting to 31 days. The training days devoted to 
the domain competencies in these two modules reflect their importance in 
this Induction Course, as summarised in the following table. 

 

 

MODULE-2&3 OF REVISED SYLLABUS 
SN Topic Sessions Expected Outcome 
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SN Topic Sessions Expected Outcome 

MODULE-2: INCOME TAX LAW 

1 
Basic Structure of the Income Tax Act & Rules 
(Arrangement of Sections in IT Act & Rules) 

  

 
Trainees will be able 
to: 

 (i)  Answer Queries 
relating to Income-
tax Act, 1961 & 
related issues; 

 (ii) Compute Total 
Income & Tax 
Liability as per I. T. 
Act, 1961; 

 (iii)Assist senior 
officers in I.T. 
Proceedings; 

 (iv) Carry out 
domain functions 
assigned. 

 

2 Definitions in Income Tax Act 2 
3 Basis of Charge 2 
4 Scope of Total income 1 
5 Heads of Income & Exempted Income 1 

6 
Income Under the Head Salaries(including Salary related 
exemptions) 

4 

7 Income from House Property 2 

8 
Profit & Gains of Business or Profession 
Rules 6DD, 6F, 7, 8 and 9 to be included. 
(Excl. Presumptive Taxation Issues) 

12 

9 
Presumptive Taxation Issues of various Businesses and 
Assessees 

2 

10 Capital Gains 5 
11 Income from Other Sources 3 

12 

Deemed incomes & Special Rates of Taxation 
(Special rates of taxation, specific emphasis is on S.111A, 
S.112, S.115BBA & S.115BBE and other Chapter XII 
provisions 

3 

13 Clubbing of Income 1 
14 Set-off & Carry Forward of Losses 2 
15 Exemptions under Chapter III (excluding S.nos.6,16 &17) 1 
16 Deductions Under Chapters III & VI A 6 
17 Provisions Relating to Non-profit Organisations 3 
18 Tax on Book Profit (MAT & AMT) 3 

19 Determination of Total Income 2 

20 Functions & Powers of I-T Authorities other than AO 3 

21 
Functions & Powers of the Assessing Officer 
(S.131, S.132, S.132A, S.133 & 133A) 

3 

22 
Assessment Procedure 
(Including Faceless Assessment & its Time Limitations 
u/s 153). 

6 

23 Interpretation of Statutes 2 

24 
Time Limitations under Income Tax Act excluding 
assessment related 

2 

25 
Rectification, Reassessment & Revision Provisions 
(S.154, S.147, 148A; S.263 & S.264) 

4 

26 Penalties 2 
27 Brief Introduction to Prosecution 1 

28 
Provisions of Tax Collection 
(Advance Tax, Self-Assessment Tax, Regular Tax &TDS 
and Interest Calculations) 

6 

29 Recovery Provisions including sections 281 and 281B. 2 
30 Appeals (Before CIT(A), ITAT, HC, SC) 2 
31 Other Adjudicating Mechanisms 2 
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SN Topic Sessions Expected Outcome 
(AAR, DRP, APA, MAP) 

32 
Double Taxation, Exchange of Information and Data 
Security 

2 

   Total No. of Sessions 93   (15 ½ Days) 

MODULE-3: INCOME TAX LAW [PRACTICAL] 

1 

Understanding Functioning of Various Wings of 
Department (TDS Wing, Inv. Wing, Central Charges, 
Exemptions, ReAC, International taxation, Transfer 
Pricing, Audit, CPC-ITR & TDS, I&CI and ITAT, 
Training Institutions of Dept., etc.) 

5 

 
 
 
Trainees will be able 
to: 

 (i)  Apply Income 
Tax Law to cases; 

 (ii) Determine Total 
Income, Tax Liability 
in actual 
proceedings; 

 (iii) Draft various 
reports; 

 (iv) Give effect to 
Appellate & 
Adjudicating orders; 

 (v) Undertake action 
for recovery; 

 (vi) Undertake work 
relating to appeals 
&prosecution; 

 (vii) Investigate cases 
for tax evasion; 

 (viii) Carry out 
activities in search & 
seizure. 

 

2 
Workshop on Income from Salary & House Property 
(2 Half day Sessions) 

6 

3 
Workshop on Profits & Gains of Business or profession 
(4 Half day Sessions) 

12 

4 
Workshop on Capital Gains 
(2 Half day Sessions) 

6 

5 
Workshop on Income from other Sources & Deemed 
Incomes 

3 

6 
Workshop on Computation of Total Income, Computation 
of Book profit & MAT Credit 

2 

7 Procedure of Settlement of Audit Objections 3 

8 
Drafting Skills 
(Questionnaires, Assessment/Penalty/Rectification Orders 
etc.) 

6 

9 Understanding & Drafting Remand Reports 3 
10 Procedure of Filing Appeals and Workshop 3 

11 
Understanding & Drafting Scrutiny Reports (Adverse 
Appellate Orders) 

3 

12 
Giving Effects to Appeal and Adjudicating Orders 
(Incl. Dos & Don’ts relating to OGEs) 

3 

13 Preparing Statistical & Other Reports 3 
14 Practical Issues Relating to S.131 & 133(6) 2 
15 Recovery Action and Dossiers Maintenance & Reporting 2 

16 
Practical Aspects of Search & Survey (including open and 
discreet enquiries) 

6 

17 
Work relating to STR processing, tax evasion petitions, 
Forms to be filled from Pre-search to Conclusion of 
Search (Including practice sessions) 

3 

18 Investigation Issues of Individuals & HUF 3 

19 Investigation Issues of Firm/AoP/BoI 2 

20 Investigation Issues of Companies/LLP 9 
21 Coordination with Other Agencies 1 
22 Processing NCLT cases 1 

23 
Attending Actual Search (1 day only) or 1-day Mock 
Search Exercise 

6  

   Total No. of Sessions 93   (15 ½ Days) 
   TOTAL SESSIONS IN MODULES 2&3 186  (31 Days) 
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52. Module 9 of the existing syllabus deals with other laws that are significant 
in administration of the Income-tax Act,1961. The module didn’t contain 
the recently enacted laws on Black Money and Benami Transaction 
Prohibition Act. However, both of the laws were added to the syllabus 
vide letter dated 12th April 2019 in F.No. DE/Change of Syllabus/2018-
19/ADG(Exam & OL)/34. The same is placed in Appendix -E.These laws 
have now been included in the proposed syllabus. In the existing 
syllabus,12 sessions have been dedicated to this module. In the proposed 
syllabus, thesetopics are covered in Module 6, having 24 sessions. 

53. The objective of Module 6 in the revised syllabus is to give the trainees an 
understanding of the Other Acts for effective administration of the Income 
Tax Act. The list of laws suggested for inclusion in the course is not 
exhaustive. However, it is expected that once trainees complete this part, 
they are armoured with an understanding of the basic structure of any 
other Act which is not part of this curriculum. It’s a process of orienting 
the trainees towards a legal mind-frame and learning of similar laws by 
the trainees on their own. 

54. Module 9 of the existing syllabus on other laws, and Module 6 of the 
revised syllabus, corresponding to it, are summarised in the following 
tables for reference. 

MODULE-9 OF EXISTING SYLLABUS 
 BASIC ACCOUNTANCY – 5 ½ DAYS (33 SESSIONS) 

SN Topic Sessions Expected Outcome 
1 Intro to Indian Evidence Act 2 

Enhancing Legal Thinking 

2 Intro to Indian Partnership Act 2 
3 Intro to CPC 2 
4 Intro to Cr. PC 4 
5 Intro to FEMA 2 
6 Intro to Money Laundering Act 2 
7 Intro to RTI Act 2 
8 Intro to Transfer of Property Act 4 
9 Intro to Hindu Law 1 
10 Intro to Information Technology Act 4 
11 Intro to Company Law 1 

Total No. of Sessions 12  (2 Days) 

MODULE-6 OF REVISED SYLLABUS 
OTHER LAWS RELATING TO TAX ADMINISTRATION – 4 DAYS (24 SESSIONS) 

SN Topic Sessions Expected Outcome 
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55. Module-10 of the existing syllabus pertains to Organizational Matters. 15 
sessions have been allotted to it, which includes topics on Citizen Charter, 
conduct rules, vigilance procedure, and preventive vigilance. Module 7 of 
the revised syllabus covers these topics in 18 sessions. 

56. Module -10 of the existing syllabus and Module 7 of the revised syllabus, 
corresponding to it, are summarised in the following tables. 

MODULE-10 OF EXISTING SYLLABUS 
 ORGANIZATIONAL MATTERS – 2 ½ DAYS (15 SESSIONS) 

SN Topic Sessions Expected Outcome 
1 Conduct Rule  1 

Enabling integration into 
the department 

2 Preventive Vigilance and Vigilance 
procedure  

1 

3 Citizen Charter/Vision Mission  1 
4 ASK  1 
5 Service Matters – leave, medical, pension, 

LTC, advances etc  
2 

6 Raj-bhasha 1 
7 Gender Sensitization 1 
8 APARs 1 
9 Expenditure budget 1 

1 Indian Evidence Act, 1872 2 

Trainees will develop the 
ability for following 
actions: 
i. Identify, Refer & 
Correlate provisions of 
other Acts as applicable to 
IT proceedings; 
ii.  Undertake work 
assigned for Black Money & 
Benami Transaction 
Prohibition Acts. 

2 
Indian Partnership Act, 1932 & Indian 
Contract Act, 1872 

2 

3 
Code of Civil Procedure, 1908 & Code of 
Criminal Procedure, 1973 

3 

4 
Sale of Goods Act, 1930 & Transfer of 
Property Act, 1882 

2 

5 Foreign Exchange Management Act, 1999 1 

6 
Prevention of Money Laundering Act 
(PMLA) 

2 

7 Hindu Succession Act, 1956 2 
8 Information Technology Act 2 
9 Companies Act, 2013 2 

10 Central Goods and Services Tax Act, 2017 2 

11 

Black Money (Undisclosed Foreign Income 
and Assets) and Imposition of Tax Act, 2015 
&Benami Transactions (Prohibition) Act 
(Basic Understanding) 

2 

12 
Basics of Banking Transactions & 
Regulations 

2 

   Total No. of Sessions  24   (4 days) 
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10 GFR 1 
11 Purchase of goods and services 1 
12 Contract management 1  
13 MOP 2  

Total No. of Sessions 15  (2 ½ Days) 

MODULE-7 OF REVISED SYLLABUS 

57. Over a period of time, a certain code of behaviour has evolved in the 
Department. It may not be detailed in form of written rules, but is 
universally followed, and instrumental in maintaining cordial relations 
among the colleagues, superiors, other offices &general public. The 
trainees need to imbibe the positive aspects of these 
conventions/etiquettes and take them forward. In addition, trainees also 
need to have a proper attitude towards work expected from them, 
deliverable service standards in the Dept., how to maintain transparency 
and equity in official dealings.  

58. Module-11 of the existing syllabus deals with Personality Development for 
which 15 sessions are assigned to public speaking, communication, 
problem solving, motivation, presentation, exposure to industry, team 
building, ethics and values. Module 8 of the revised syllabus covers these 

PERSONNEL & OFFICE RELATED MATTERS  –3 DAYS (18 SESSIONS) 

SN Topic Sessions Expected Outcome 

1 Conduct Rules 2 

Trainees will develop the 
ability for following 
actions: 
i. Work related to personnel 
management; 
ii. Administrative work in 
Headquarters; 
iii. Deal appropriately with 
taxpayers; 
iv. Comply with OL policy. 

2 
Vigilance Matters- Intimations, Prior 
Permissions, Preventive Vigilance, 
Departmental Enquiry Procedure etc. 

2 

3 
Service Matters- Leave, Medical, Pension, 
LTC, Other entitlements. 

3 

4 Official Language Policy/Rajbhasha 1 
5 Gender Sensitisation 1 

6 
Cash Section Matters- Expenditure Budget, 
GFR, GeM, Contract Management, 
Bhavishya Portal 

4 

7 
Etiquettes & Conventions in I-T Department, 
Soft Skills for dealing with Taxpayers 

2 

8 Citizens Charter/Taxpayers Charter 1 
9 Right to Information Act, 2005 1 

10 APARs 1 

   Total No. of Sessions  18   (3 days) 
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topics in 12sessions, and includes interaction with senior officers as one of 
the major tools for this process. 

59. Module -11 of the existing syllabus and Module 8 of the revised syllabus, 
corresponding to it, are summarised in the following tables. 

MODULE-10 OF EXISTING SYLLABUS 
 ORGANIZATIONAL MATTERS – 2 ½ DAYS (15 SESSIONS) 

SN Topic Sessions Expected Outcome 
1 Public speaking; communication skills; 

group discussion; problem solving; 
motivation; presentation; exposure to 
industry; team building; ethics & values 

15 Developing individual 
efficiency 

Total No. of Sessions 15  (2 ½ Days) 

 
MODULE-8 OF REVISED SYLLABUS 

 SOFT SKILLS & OFFICE VISITS – 3 ½ DAYS (21 SESSIONS) 
SN Topic Sessions Expected Outcome 
1 Behavioural Competencies :Communication, 

Team Building, Ethics, Stress Management, 
Time Management, Problem Solving 
Approach 

3 Participants shall be 
equipped with desired 
behavioural skills and be 
mentally prepared for 
performing their duties 

2 Interaction with Senior Officers 
(Pr.CCIT, CCIT, Pr. CIT/ CIT, Judicial section) 

6 

3 Feedback & Valediction 3 

Total No. of Sessions       12   (2 Days) 

60. In addition to these sessions included in the 60 days of training above, it is 
also suggested that Yoga or Physical training sessions should be conducted 
during morning period on all working days, wherever possible. 

61. It is also suggested that NADT Regional Campuses plan weekend 
activities for the trainees, which will help in building cohesion within the 
team and supplementing their classroom learning with field visits. The 
trainees could be given exposure to various kinds of business entities. 
Depending on the location, visits may be scheduled to a Manufacturing 
Cluster and Industry (I day), Trading Concern (1/2 day) and the service 
sector (1/2 day). 

62. In addition, mentoring sessions with senior Income-tax Inspectors can also 
be scheduled during the weekends. 
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63. Various methods of self-testing the knowledge gained by the trainees 
should be periodically conducted by the DTRTIs during the workshops 
and sessions in the form of Frequently Asked Questions, Multiple Choice 
Questions, Very Short Answer Questions, True or False questions or any 
other objective mode. This would provide regular feedback to the trainees 
as well as the trainers about the progress towards expected outcomes of 
this training. 

 
Section 5 

SUMMARY & CONCLUSION 

64. In view of the changes being witnessed by the Department and the need 
for updating of competencies of all cadres on a regular basis, the training 
needs of ITI cadre must also be recognized and addressed.  

65. Accordingly, a review of the syllabus of Induction Course for newly 
recruited ITI personnel was conducted by the P&R division of NADT. 

66. The total duration of the training course is kept intact at 60 days, 
comprising of 6 sessions a day of one hour each. 

67. Apart from sessions included in the syllabus, physical activities may be 
scheduled during morning time, wherever feasible, and local visits to 
industrial units as well as mentoring sessions with Senior Income-tax 
Inspectors may also be scheduled during the weekends. 

68. Inauguration and valediction would be scheduled on the first and last day 
of the course respectively. 2 sessions can be kept for inauguration followed 
by course expectations and ice-breaking activities. Feedback and 
valediction can be conducted as the last session of the course.  

69. The training needs of newly recruited ITI personnel are addressed by the 
Induction Course.The existing syllabus of Induction Course was reviewed, 
and after taking into account the observations, suggestions and inputs,the 
revised syllabus, as recommended in this review process is tabulated 
below.  

 
 
 

REVISED SYLLABUS FOR INDUCTION COURSE FOR ITIs 
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SN Topic Sessions Expected Outcome 
MODULE 1: INTRODUCTION 

1 Inauguration  1 Participants shall be 
prepared for making the 
best of this program. 

2 Organisational Structure of I-T Dept.  1 
3 Role and Function of ITI  1 

Total No. of Sessions     3 ( ½ Day) 

MODULE-2: INCOME TAX LAW 

1 
Basic Structure of the Income Tax Act & 
Rules 
(Arrangement of Sections in IT Act & Rules) 

  

 
Trainees will be able to: 

 (i)  Answer Queries 
relating to Income-tax 
Act, 1961 & related issues; 

 (ii) Compute Total Income 
& Tax Liability as per I. T. 
Act, 1961; 

 (iii) Assist senior officers 
in I.T. Proceedings; 

 (iv) Carry out domain 
functions assigned. 

 

2 Definitions in Income Tax Act 2 
3 Basis of Charge 2 
4 Scope of Total income 1 
5 Heads of Income & Exempted Income 1 

6 
Income Under the Head Salaries(including 
Salary related exemptions) 

4 

7 Income from House Property 2 

8 
Profit & Gains of Business or Profession 
Rules 6DD, 6F, 7, 8 and 9 to be included. 
(Excl. Presumptive Taxation Issues) 

12 

9 
Presumptive Taxation Issues of various 
Businesses and Assessees 

2 

10 Capital Gains 5 
11 Income from Other Sources 3 

12 

Deemed incomes & Special Rates of Taxation 
(Special rates of taxation, specific emphasis is 
on S.111A, S.112, S.115BBA & S.115BBE and 
other Chapter XII provisions 

3 

13 Clubbing of Income 1 
14 Set-off & Carry Forward of Losses 2 

15 
Exemptions under Chapter III (excluding 
S.nos.6,16 &17) 

1 

16 Deductions Under Chapters III & VI A 6 

17 
Provisions Relating to Non-profit 
Organisations 

3 

18 Tax on Book Profit (MAT & AMT) 3 

19 Determination of Total Income 2 

20 
Functions & Powers of I-T Authorities other 
than AO 

3 

21 
Functions & Powers of the Assessing Officer 
(S.131, S.132, S.132A, S.133 & 133A) 

3 

22 
Assessment Procedure 
(Including Faceless Assessment & its Time 
Limitations u/s 153). 

6 
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SN Topic Sessions Expected Outcome 
23 Interpretation of Statutes 2 

24 
Time Limitations under Income Tax Act 
excluding assessment related 

2 

25 
Rectification, Reassessment & Revision 
Provisions 
(S.154, S.147, 148A; S.263 & S.264) 

4 

26 Penalties 2 
27 Brief Introduction to Prosecution 1 

28 
Provisions of Tax Collection 
(Advance Tax, Self-Assessment Tax, Regular 
Tax &TDS and Interest Calculations) 

6 

29 
Recovery Provisions including sections 281 
and 281B. 

2 

30 Appeals (Before CIT(A), ITAT, HC, SC) 2 

31 
Other Adjudicating Mechanisms 
(AAR, DRP, APA, MAP) 

2 

32 
Double Taxation, Exchange of Information 
and Data Security 

2 

       Total No. of Sessions      93   (15 ½ Days) 

MODULE-3: INCOME TAX LAW [PRACTICAL] 

1 

Understanding Functioning of Various 
Wings of Department (TDS Wing, Inv. Wing, 
Central Charges, Exemptions, ReAC, 
International taxation, Transfer Pricing, 
Audit, CPC-ITR & TDS, I&CI and ITAT, 
Training Institutions of Dept., etc.) 

5 

 
 
 
Trainees will be able to: 

 (i)  Apply Income Tax 
Law to cases; 

 (ii) Determine Total 
Income, Tax Liability in 
actual proceedings; 

 (iii) Draft various reports; 
 (iv) Give effect to 

Appellate & Adjudicating 
orders; 

 (v) Undertake action for 
recovery; 

 (vi) Undertake work 
relating to appeals 
&prosecution; 

 (vii) Investigate cases for 
tax evasion; 

) (viii) Carry out activities 
in search & seizure. 
 

2 
Workshop on Income from Salary & House 
Property 
(2 Half day Sessions) 

6 

3 
Workshop on Profits & Gains of Business or 
profession 
(4 Half day Sessions) 

12 

4 
Workshop on Capital Gains 
(2 Half day Sessions) 

6 

5 
Workshop on Income from other Sources & 
Deemed Incomes 

3 

6 
Workshop on Computation of Total Income, 
Computation of Book profit & MAT Credit 

2 

7 Procedure of Settlement of Audit Objections 3 

8 

Drafting Skills 
(Questionnaires, 
Assessment/Penalty/Rectification Orders 
etc.) 

6 

9 Understanding & Drafting Remand Reports 3 
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SN Topic Sessions Expected Outcome 
10 Procedure of Filing Appeals and Workshop 3 

11 
Understanding & Drafting Scrutiny Reports 
(Adverse Appellate Orders) 

3 

12 
Giving Effects to Appeal and Adjudicating 
Orders 
(Incl. Dos & Don’ts relating to OGEs) 

3 

13 Preparing Statistical & Other Reports 3 
14 Practical Issues Relating to S.131 & 133(6) 2 

15 
Recovery Action and Dossiers Maintenance 
& Reporting 

2 

16 
Practical Aspects of Search & Survey 
(including open and discreet enquiries) 

6 

17 

Work relating to STR processing, tax evasion 
petitions, Forms to be filled from Pre-search 
to Conclusion of Search (Including practice 
sessions) 

3 

18 Investigation Issues of Individuals & HUF 3 

19 Investigation Issues of Firm/AoP/BoI 2 

20 Investigation Issues of Companies/LLP 9 
21 Coordination with Other Agencies 1 
22 Processing NCLT cases 1 

23 
Attending Actual Search (1 day only) or 1-day 
Mock Search Exercise 

6  

   Total No. of Sessions      93   (15 ½ Days) 
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SN Topic Sessions Expected Outcome 

  

MODULE 4: BOOK-KEEPING & ACCOUNTS 

1 Principles and Concepts of Bookkeeping 2 Trainees will develop the 
ability for following 
actions: 
i. Examine accounts and 
financial statements of 
different categories of 
persons; 
ii.  Note any discrepancies 
therein; 
iii. Note any deviations 
from accounting 
standards; 
iv. Analyse accounts for 
tax investigation  

2 Single & Double Entry System of A/Cs 2 
3 Journal Entries 3 
4 Bank Book & Cash Book 2 
5 Bank Reconciliation Statement  2 
6 Rectification of Errors 2 
7 Ledger & Registers 3 
8 Trial Balance 1 
9 Bills of Exchange/JV 2 
10 Consignment Accounts 1 
11 Preparation of Final Accounts 5 

12 Workshop on Bookkeeping 12 

13 Analysis of Proprietorship & HUF Accounts  2 

 

14 
Analysis of Non-profit Organisations 
Accounts 

5 

15 Analysisof Partnership Accounts  6 
16 Analysis of Company Accounts 9 
17 Billing Packages (& Practical Sessions) 3 

18 
Preparation of Accounting Snapshot in 
Search & Surveys 

2 

19 Use of Accounts for Tax Evasion  2 
20 Accounting Standards 3 
21 ICDS and its relevance in investigation 6 

   Total No. of Sessions  75  (12 ½ days) 
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SN Topic Sessions Expected Outcome 

1 Introduction to Information Technology 
used in Income Tax Department 

(ITBA, E-filing Portal, Webmail, Project Insight, 
CPGRAMS, TRACES, Various Websites useful 
for office functioning) 

7 

Trainees will be able to: 

 (i)  Use MS Office; 
 (ii) Work on Income Tax 

Business Applications 
(ITBA) & other utilities; 

 (iii)Handle digital 
evidence; and 

 (iv) Preserve data 
security. 

2 Basics of Microsoft Office Applications 

(MS Word, PPT and MS Excel) 
3 

3 
Basics of Digital Forensics 

 Operating Hardware & Software for various 
digital devices: Computers, Laptops, Mobile 
Phones, Other Electronic Data Storing Devices 
(Servers & cloud) & Software Applications  

 Understanding the Cyber Forensic Tools 

2 

4 
Introduction to Income Tax Business 
Applications 

 10 sessions on ITBA core modules (Faceless 
AU, RU, VU, TU, appeal modules & JAO 
functionalities etc.),  

 3 sessions on ITBA non-core modules (PAN 
transfer, 360 degree profiling, audit, ASK, e-
Nivaran, common functions, ITR processing 
etc.) 

 13 sessions of hands-on training in computer 
lab including uploading of information from 
search & impounded materials 

26 

5 Basics of Data security 

(Policy Prescribed by System Directorate shall be 
included) 

1 

   Total No. of Sessions 39  (6 ½ Days) 

MODULE-5: INFORMATION TECHNOLOGY & ITBA 

MODULE-6: OTHER LAWS RELATING TO TAX ADMINISTRATION 

1 Indian Evidence Act, 1872 2 Trainees will develop the 
ability for following 
actions: 
i. Identify, Refer & 
Correlate provisions of 
other Acts as applicable to 
IT proceedings; 
ii.  Undertake work 
assigned for Black Money & 
Benami Transaction 
Prohibition Acts. 

2 
Indian Partnership Act, 1932 & Indian 
Contract Act, 1872 

2 

3 
Code of Civil Procedure, 1908 & Code of 
Criminal Procedure, 1973 

3 

4 
Sale of Goods Act, 1930 & Transfer of 
Property Act, 1882 

2 
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MODULE-8: SOFT SKILLS & OFFICE VISITS 

1 Behavioural Competencies :Communication, 
Team Building, Ethics, Stress Management, 
Time Management, Problem Solving 
Approach 

3 Participants shall be 
equipped with desired 
behavioural skills and be 
mentally prepared for 
performing their duties 

2 Interaction with Senior Officers 
(Pr.CCIT, CCIT, Pr. CIT/ CIT, Judicial section) 

6 

3 Feedback & Valediction 3 

5 Foreign Exchange Management Act, 1999 1 

 

6 
Prevention of Money Laundering Act 
(PMLA) 

2 

7 Hindu Succession Act, 1956 2 

8 Information Technology Act 2 
9 Companies Act, 2013 2 

10 Central Goods and Services Tax Act, 2017 2 

11 

Black Money (Undisclosed Foreign Income 
and Assets) and Imposition of Tax Act, 2015 
&Benami Transactions (Prohibition) Act 
(Basic Understanding) 

2 

12 
Basics of Banking Transactions & 
Regulations 

2 

   Total No. of Sessions  24   (4 days) 

MODULE 7: PERSONNEL & OFFICE RELATED MATTERS 

SN Topic Sessions Expected Outcome 

1 Conduct Rules 2 

Trainees will develop the 
ability for following 
actions: 
i. Work related to personnel 
management; 
ii. Administrative work in 
Headquarters; 
iii. Deal appropriately with 
taxpayers; 
iv. Comply with OL policy. 

2 
Vigilance Matters- Intimations, Prior 
Permissions, Preventive Vigilance, 
Departmental Enquiry Procedure etc. 

2 

3 
Service Matters- Leave, Medical, Pension, 
LTC, Other entitlements. 

3 

4 Official Language Policy/Rajbhasha 1 
5 Gender Sensitisation 1 

6 
Cash Section Matters- Expenditure Budget, 
GFR, GeM, Contract Management, 
Bhavishya Portal 

4 

7 
Etiquettes & Conventions in I-T Department, 
Soft Skills for dealing with Taxpayers 

2 

8 Citizens Charter/Taxpayers Charter 1 
9 Right to Information Act, 2005 1 

10 APARs 1 

   Total No. of Sessions  18   (3 days) 
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Total No. of Sessions       12   (2 Days) 

 

The syllabus is designed to introduce following types of learning outcomes: 

Knowledge: Remembering appropriate information given to the trainee.  

Comprehension: The ability to grasp the meaning of information provided to the trainee. The learning 
outcomes go one step beyond the simple remembering of information or knowledge received. 

Application: The ability to use learned information in new or practical situations. This may include utilizing 
the knowledge of rules, methods, concepts, principles, laws, and theories to solve problems in performing the job.  

Analysis: The ability to break down information into several components to understand the problem for finding 
solutions through establishing relationships between parts. This requires an understanding of both the content 
and the structural form of the information on hand. 

Synthesis: The ability to join parts together to form a new whole. This may involve the production of a unique 
communication (theme or speech), a plan of operations (research proposal), or a set of abstract relations (scheme 
for classifying information). The formulation of new patterns or structures is the expected outcome. 

 

 

***** 

 

 

Appendix- A 
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Suggestions, Observations & inputs received During the meeting dated 
28/07/2021 

An online meeting presided by the Pr.DG(Training) NADT was held on 28/07/2021 to 
discuss the Induction Course's draft syllabus that was prepared by the committee 
constituted under the chairmanship of the ADG DTRTI Bengaluru. The meeting was 
attended by the ADGs and faculty members from NADT and DTRTIs. The 
observations, suggestions and inputs received from them is tabulated as under :-  

DTRTI Name/Designation Suggestions 
Ahmedabad Ms. Monika Khare  No comments on the overall syllabus. 

Suggestions  
 Emphasis should be given to the OJT . Many of the 

ITI join directly in the Muffasil. They don’t know 
what the Department look like. Therefore, a visit to 
the Aaykar Office should be kept.  

 An assignment could be given to them.  
Bengaluru Ms Susan D. 

George ADG, 
DTRTI 

Presenter 

Bhopal Sh. Santosh Kumar 
ADG DTRTI 

Part-A (Income Tax and Procedure) 
 Miscellaneous Provisions of the Act, for example- 

281(B),292B,292BB 292C etc. have not been 
covered. These sections may be included. 

 Specific rules 6DD, 6F,7,8,9 may be included in the 
syllabus because they are very much relevant for 
the assessment procedure 
Part-B (Book Keeping & Accounts) 

 How to study Balance sheets, Trading Account, 
and  P&L Accounts 

Chandigarh Shri R.S. Tiwari 
ADG, DTRTI 

 Inputs from DTRTI Chandigarh have primarily 
been taken into consideration. Few observations :- 

On the number of days and sessions 
 70 days is too much, and it may be reduced to 60 

days 
Part-A (Income Tax and Procedure) and Part F 
(Personality Development and Exposure to the 
Field)  

 Workshops have been increased from 50 to 90 
sessions which is an increase of 90%. Increasing 
sessions on Workshop and Personality 
development indicates that the sessions from other 
areas have been reduced. Need to adequately 
emphasize and allocate the sessions to other areas.  
 
Part-B (Book Keeping & Accounts) 
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 Accounting sessions have been increased from 33 
to 78, which is an increase of more than 100% in the 
sessions. A reduction in the sessions has been 
proposed. 
Part-C (Application of Information Technology) 

 ITBA module is very important. For this module 
sessions have been increased from 30 to 36, 
whereas in the Personality Development Module, 
sessions have been increased from 24 to 78. 
Therefore, there is an overemphasis on Personality 
Development and an under-emphasis on ITBA 
module. Therefore, we could calibrate it and 
increase some sessions in ITBA taking from the 
sessions allocated to Personality Development 
Module. 
Other Suggestions 

 We may add session one or two sessions on NCLT 
cases and linked proceedings 

 
Chennai Ann Mary Madam 

ADG, DTRTI 
On number of days and sessions 
 Regarding duration – 60 days is sufficient. We are 

not confident that we could increase it to 70 days 
in the online module in the present circumstances.  

 Number allocated to the Workshops are fine but 
we can reduce the sessions allocated to Personality 
Development.  
 
Part-A (Income Tax and Procedure) 

 More workshops could be substituted with giving 
them more assignments and study materials to do 
it independently. Let it also be part of the 
evaluation at the end of the course 
 
Part F (Personality Development and Exposure to 
the Field) 

 We could include more sessions in the form of OJT 
because it will be more helpful than classroom 
learning.  

 Personality development sessions could be 
reduced. Before the lockdown, we used to send the 
ITI  to the schools to do the presentation for 
children on Income-tax.  They would prepare the 
material on their own, as part of swachhta 
programme conducted public interactions. They 
were asked to speak on the government’s 
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initiative. Such kind of actual field experience 
could be more relevant.  

 Industrial visit and CPC visit can be arranged for 
half day 
Other Areas for Exposure 

 Exchange of Information, 
 Company’s Act 
 SEBI Act, 
 Half a day visit to Ask centres 
 Visit to the Pr.CCIT Office 

Delhi Shri Manoj Joshi 
ADG, DTRTI 

On the number of days and sessions 
 

 60 days is too long because of the Pr.CC office 
refuses to send people for training. If we make it 70 
days, it will be difficult for get the trainees. 
However, I feel that the number of sessions should 
not be reduced. We can increase daily sessions 
from 6 to 7, and by that way we could save 420 
sessions 
PART D (Other Laws relating to Tax 
Administration)  

 Extra sessions may be given to following Acts – 
 Black Money Act 
 PMLA 
 Benami Transactions (Prohibition) Act 

Part E (Personnel and Office Related Matters) 
  7 additional sessions may be given to the 

organizational matters. Because too few sessions 
have been given to the APAR and Vigilance 
matters. 

 APAR should be treated as a separate topic 
 

Part F (Personality Development and Exposure to 
the Field) 

 Number of session can be reduced to 38. 
 Number of session on OJT can be reduced 

because unlike IRS officers no direct recruit 
Inspector joins the training straight away. When 
they come to the training they already completed 
more than 6 months in the field.  

On Project Presentation 
 8- Individual presentations and 4 for syndicate 

presentations. Instead of 12 sessions, we can 
reduce Sessions to 6. 

 We can also reduce the session on Management 
ideas from 9 to 6.  
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 The sessions that we have saved on OJT, 
presentations and Management ideas could be 
utilized for allocating 2 sessions each on every 
office mentioned in the Office Manual to give them 
a bird’s eye view of the work of that specific office. 
That way, we could use 32 sessions there.  

 
 

Kolkata Shri Ashutosh 
Rajkans ADG, 
DTRTI 

No comments. 
Clarified that the Personality Development is only 9 
sessions out of 75 sessions . Most of the sessions have 
been allocated to Industry Exposure (12 sessions), OJT 
(30 sessions)  

Lucknow Shri Vivek Kumar 
ADG,DTRTI 

On number of days and sessions  
 Agreed with ADG,DTRTI Delhi. Keeping 

duration of the sessions to 50 minutes and 7 
sessions a day , the total number of sessions 
should be kept at 420 as proposed in the draft 
syllabus.   

 
Part-A (Income Tax and Procedure) 
 
 We should introduce the inspectors to various 

other aspects of the Income-tax Act (Double 
Taxation, GAAR etc).  Capsule session on the 
Act may be kept just to introduce these aspects 
of the  Act 

 Workshops for drafting skills should be 
introduced for it ,  

 Sl.No.12 of part A- has been limited to few 
sections only. We can also include other 
essential or relevant sections- for example- tax 
on anonymous donations, carbon credit etc. 
should introduced 

 Changes of the faceless scheme – should be 
included in a crystallized manner  
 
Part F (Personality Development and 
Exposure to the Field) 

 5 days OJT would be good to give them a 
glimpse of all the offices of the Department.  

 Search & Seizure should be exposed as part of 
personality development 

 Personality development – we have 3 
categories 

 Regulatory (Search & seizure) 
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 Anonymity (Assessment) 
 Service 
 They should know how to behave. 
 Lucknow has not seen big cases. However, in 

the faceless scheme, officers are facing 
challenges in terms of handling big & complex 
cases.  

Mumbai Shri Shahi Sanjay Kumar ADG, DTRTI &  Shri Shiddaramappa , Addl. 
Director DTRTI Mumbai  

Enclosed as Annexure- Mum below. 
NADT 
Nagpur 

Shri B.V. Rao 
ADG, (Induction),  

On the number of days and sessions  
 Agreed with other ADGs. 
 Sixty days is enough. We could reduce sessions 

from personality development. Presentations and 
personality development sessions could be 
conducted on alternative (weekdays) Saturdays 
and should not stretch the training programme 
beyond 60 days. The practical part should be 
scheduled in the afternoon part. Sessions can be 
increased from 6 to 7 hours. 

Part F (Personality Development and 
Exposure to the Field) 

 Introduction of OJT Diary (a predefined task for 
OJT) for the OJT on the line of the OJT diary of the 
IRS probationers.  

 
Shri Munesh 
Kumar 
ADG(Admin),  

On the number of days and sessions  
 Duration could be reduced to 40 days.  
 We should train them for every possible posting on 

which they may likely to posted. Giving them a 
bird’s eye view of the provisions and procedures is 
difficult; therefore, we should train them for 
essential purposes that may be sufficient. And 
special courses may be conducted for the ITIs 
posted in special charges. For example- 
Investigation, Central Charges, Hqrs etc.  

 We should take periodical tests.    
 We can keep separate sessions/courses for special 

requirement 
 Settlement Commission – may be deleted  

Dr. V. K. Singh 
ADG (P&R),  

On the number of days and sessions  
 60 days is sufficient 
 

Part F (Personality Development and Exposure to 
the Field) 
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programme and other events can be organized in 
which participation is more important.  

 Training has to be completed in 60 days. 
 For the OJT, the trainees may be exposed to the 

offices of the Pr.CCIT, Pr.CIT, Range heads, ITAT 
and CIT(appeals). Bangalore & Chennai may 
explore CPC attachment.  

 The trainees may be given assignments as 
homework. They may also be given reading 
materials on some of the topics.  

 We can replace the workshops with homework, 
and then the workshop session can be utilized to 
explain how it should have been done. We should 
make a note of it in the syllabus.  

 The mechanism of mentoring is to be developed. 
Interaction with Sr. Inspectors and experience 
sharing   

 The team-building sessions or personality 
development sessions can be organized. 
Other Suggestions 

 We may add session one or two sessions on NCLT 
cases and linked proceedings 

 Include Taxpayer charter in the curriculum 
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Annexure- Mum 

Suggestions of DTRTI, Mumbai for the Webinar meeting scheduled on 28-07-2021 and 
29-07-2021 for review of Proposed NTs for the Induction course of ITIs 

S.NO Suggestion 
1 21 sessions are earmarked in   Part C on a single topic "Introduction to Income Tax 

Business Applications".  However, in order to cater to the Training Needs of 
Inspectors posted in various Verticals  in the Faceless Assessment verticals a 
detailed break up of ITBA sessions shall be provided as below;        
 
  1. Ten sessions shall be earmarked for the topic 'Introduction to Common 
Functionalitiesin ITBA'wherein inputs can be provided on  
i. preparation of list of cases assigned to AO,  
ii. Generation of various notices in ITBA,  
iii. Downloading of CASS reasons,  
iv. View and download reply and submissions of the assessee from case history/ 
noting,   
v. MS Office,  
vi. Libre Office,  
vii. Tax computation and challans matching/migration,   
viii. INSIGHTS Portal,  
ix. HRMS,  
x. e-filing Portal, 
xi.  Handling of office Equipment’s, conversion of PDF documents 
xii. NJRS 
 
2.Four sessions shall be earmarked for the topic 'Introduction to ITBA Assessment 
module – AU(ReFAC)' wherein inputs can be provided on:  
i. preparation of list of cases assigned to AO,  
ii. Generation of various notices in ITBA,  
iii. Downloading of CASS reasons,  
iv. View and download reply and submissions of the assessee from case history 
noting,  
v. MS Office, 
vi.  Libre Office,  
vii. Tax computation and challans matching. 
 
3. Four sessions shall be earmarked for the topic 'Introduction to Penalty Module 
of ITBA - (AU-ReFAC) wherein inputs can be provided on:  
i. Preparation of list of penalty cases assigned to AO(ReAc) from Work list 
ii.  Preparation of Notices and reminder letter to the assessee, 
iii. Downloading Assessment orders and other related details from 
CaseHistory/notings, 
iv.  Calculation of Penalty   
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4. Two sessions shall be earmarked for the topic 'Introduction to ITBA 
functionalities for  Regional Faceless Verification Units' wherein inputs can be 
provided on: 
i. Preparation of List of cases assigned to AO(VU) for Verification 
ii.  View and Download verification request  
iii. Preparation of any clarification sought from AO (AU)  
 
 5. Two   sessions shall be earmarked for the topic 'Introduction to ITBA 
functionalities for Regional Faceless Technical Units' wherein inputs can be 
provided on:     
i. Common Functions Module- Uploading of letters, notices 
ii.  DAK Module - Inward tapal entry and distribution through ITBA 
iii.  PAN Module - PAN Query  
 
6.   Two   sessions shall be earmarked for the topic 'Role of TA in ITBA in Regional 
Faceless Review Unit' wherein inputs can be provided on:  
i. Assessment Module  
ii. Penalty Module 
                                                                                                                                                  
7. Ten sessions shall be earmarked for the topic 'ITBA module - JAO' wherein 
inputs can be provided on:  
i. Audit,  
ii. Appeal,  
iii. ASK/DAK,  
iv. AIMS,  
v. ITR Processing,  
vi. OLTAS, 
vii.  PAN,   
viii. Penalty, 
ix. Prosecution 
x. Assessment,  
xi. Common functions,  
xii. Appeal Register & CSR,  
xiii. Give Effect, 
xiv.  E-Nivaranan,  
xv. Recovery,  
xvi. Rectification 

2 Brief interaction with the Officers from ITO up to Pr.CCIT can be made part  of 
the OJT.   

 

 

 Topic specific suggestions- which are special topics which you want to take into account. 
Reading material  

 Tuesday + Wednesday. 
 Quick discussion with Committee.  
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Appendix C 

Manual of Office Procedure-20192 

Composition of Income-tax Department 

 

                                                             
2Manual of Office Procedure-2019, Chapter-04, Composition of Income-tax Department, Page-59 
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ITI Recruitment Rules (1969 & 1986) 
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