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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 6t 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 29tJuly 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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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.

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.

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.

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.

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.

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.

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.

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.

19.

20.

21.

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.

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.

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.

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.

24.

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.

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

The important functions undertaken bylnspectors 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.

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

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.

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.

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 wupdated 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.

31.

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.

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

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.

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.

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.

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 Modules! as under.

"The 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

37.

38.

39.

topics in a module in the existing syllabus among redesigned Modules
proposed in the revised syllabus.

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.

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.

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

Briefing & Registration 1 Introduction to structure

Inauguration & High Tea 1 and Working of the L.T.
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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 - % DAY (12 SESSIONS)
SN Topic Sessions Expected Outcome
1 Inauguration 1 Participants shall be
2 | Organisational Structure of I-T Dept. 1 prepared for making the
3 | Role and Function of ITI 1 best of this program.
Total No. of Sessions 3 (% Day)

41.

42.

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.

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 - 5% DAYS (33 SESSIONS)

SN Topic Sessions Expected Outcome
1 | Principles & Concepts of Accountancy 2
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 Higher Secondary Level
9 Accounts of non-profit 2 Proficiency in Accounting
organizations(AOP/ Trust)
10 | Preparation of Final Accounts 4
11 | Consignment 1
12 | Partnership accounts; Admission; 4
Retirement; Dissolution
13 | Companies” accounts 1
14 | Companies” accounts (workshop) 3

Total No. of Sessions

33 (52 Days)

MODULE-4 OF REVISED SYLLABUS

BOOK-KEEPING & ACCOUNTS - 12%2 DAYS (75 SESSIONS)

SN | Topic Sessions Expected Outcome
1 | Principles and Concepts of Book Keeping 2 Trainees will develop the
2 | Single & Double Entry System of A/Cs 2 ability for following
3 Journal Entries 3 actions:

4 Bank Book & Cash Book 2 i. Examine accounts and
5 Bank Reconciliation Statement 2 g?}?mla}[ Stiteme_nts c;f
6 Rectification of Errors 2 TETEnt calegOTles 0
- persons;
7 Ledger & Registers 3 ii. Note any discrepancies
8 | Trial Balance 1 therein;
9 | Bills of Exchange/JV 2 iii. Note any deviations
10 | Consignment Accounts 1 from accounting standards;
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11 | Preparation of Final Accounts 5 iv. Analyse accounts for tax
12 | Workshop on Book Keeping 12 investigation
13 | Analysis of Proprietorship & HUF Accounts 2
14 Analysis of Non-profit Organisations 5
Accounts
15 | Analysisof Partnership Accounts 6
16 | Analysis of Company Accounts 9
17 | Billing Packages (& Practical Sessions) 3
18 Preparation of Accounting Snapshot in 5
Search & Surveys
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 Y2 days)

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 3 Initiation to computerized
Dept. working environment and
2 | Basics of operating computers 3 comfort level with ITD;
3 | ITD (including ITDMS, ITS, NMS etc) 20 Ability to query Tally and
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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)

2 Basics of Microsoft Office Applications

(MS Word, PPT and MS Excel)

Basics of Digital Forensics

o Operating Hardware & Software for various
digital devices: Computers, Laptops, Mobile
Phones, Other Electronic Data Storing Devices (i) UseMS Office;
(Servers & cloud) & Software Applications (if) Work on Income Tax

e Understanding the Cyber Forensic Tools Business Applications

5 Trainees will be able to:

4 (ITBA)& other utilities;
Introduction to Income Tax Business (iii) Handle digital
Applications evidence; and

(iv) Preserve data

¢ 10 sessions on ITBA core modules (Faceless :
security.

AU, RU, VU, TU, appeal modules & JAO
functionalities etc.),

o 3 sessions on ITBA non-core modules (PAN 26
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

5 Basics of Data security

(Policy Prescribed by System Directorate shall be
included)

Total No. of Sessions 39 (6 2 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.

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 0f243
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
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 Understanding
8 | Business and Profession 2 the Structure of
- - LT/W.T and
9 | Capital Gains 4 familiarity with
- - . y
10 | Capital Gains Computation 1 all major
11 | Other Sources 2 provisions
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 [-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 (122 Days)
MODULE 5: WORKSHOP
1 | Salary, house property 6
2 | Business and profession 12
3 | Capital gain, other sources, MAT 6 Revision and
4 | Computation of total income 6 Practical Exposure
5 | Appeal effects CIT(A),ITAT,HC/SC/scrutiny 6
report/remand report
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

etc)

1 | Firms/Limited liability firms/AOP 6
2 Companies 6 Development of
3 | Workshop on drafting of questionnaires 6 Investigative
. Skills
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
2 | Inquiry under s. 133 (6) 4
3 | Inquiry under s. 131 4 Developing
4 | Field inquiry &surveillance , data bank 6 Operational
5 | Debrief ) Efficiency during
6 | Recording of statement 6 gﬁggﬁrgme
7 | Dos & Don’ts in Survey/Search 6 /Search/Survey
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 2

Total No. of Sessions

60 (10 Days)

MODULE 8: MANDATORY WORK

CAP / Registers

Dossiers

Developing

Audit objections

Practical Expertise

NN FSSY N O Ut

Judicial matters (scrutiny report, filing of appeals,

parawise comments, remand reports etc)

(oY e YN o)
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SN Topic Sessions Desired
P Outcome

Total No. of Sessions 24 (4 Days)

TOTAL SESSIONS IN MODULES 3,5,6,7 & 8 243 (40 %2 Days)

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.

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.

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)
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 4
exemptions)
7 Income from House Property 2
Profit & Gains of Business or Profession
8 Rules 6DD, 6F, 7, 8 and 9 to be included. 12
(Excl. Presumptive Taxation Issues)
9 Presumptive Taxation Issues of various Businesses and )
Assessees
10 | Capital Gains 5
11 Income from Other Sources 3 Trainees will be able
Deemed incomes & Special Rates of Taxation to:
Special rates of taxation, specific emphasis is on S.111A, . .
12 (s.flz, S.115BBA & S.1 ISII;BE and ol:her Chapter XII 3| ) Answer Queries
L relating to Income-
Provisions tax Act, 1961 &
13 | Clubbing of Income 1 . .
related issues;
14 | Set-off & Carry Forward of Losses 2 (ii) Compute Total
15 | Exemptions under Chapter III (excluding S.nos.6,16 &17) 1 Income & Tax
16 | Deductions Under Chapters III & VI A 6 Liability as per I T.
17 | Provisions Relating to Non-profit Organisations 3 Act, 1961;
18 Tax on Book Profit (MAT & AMT) 3 (111)A551st senior
19 | Determination of Total Income 2 officers i.n LT.
20 | Functions & Powers of I-T Authorities other than AO 3 Ef/())céjfrl;%zt
71 Functions & Powers of the Assessing Officer 3 domain functions
(S.131, S.132, S.132A, S.133 & 133A) assigned.
Assessment Procedure
22 | (Including Faceless Assessment & its Time Limitations 6
u/s 153).
23 | Interpretation of Statutes 2
24 Time Limitations under Income Tax Act excluding )
assessment related
25 Rectification, Reassessment & Revision Provisions 4
(S.154, S.147, 148A; S.263 & S.264)
26 | Penalties 2
27 | Brief Introduction to Prosecution 1
Provisions of Tax Collection
28 | (Advance Tax, Self-Assessment Tax, Regular Tax &TDS 6
and Interest Calculations)
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
Total No. of Sessions 93 (15 % Days)
MODULE-3: INCOME TAX LAW [PRACTICAL]
Understanding Functioning of Various Wings of
Department (TDS Wing, Inv. Wing, Central Charges,
1 Exemptions, ReAC, International taxation, Transfer 5
Pricing, Audit, CPC-ITR & TDS, 1&CI and ITAT, Trainees will be able
Training Institutions of Dept., etc.) to:
) Workshop on Inc?ome from Salary & House Property 6 (i) Apply Income
(2 Half day Sessions)
- - - Tax Law to cases;
3 Workshop on Prf)ﬁts & Gains of Business or profession 12 (i) Determine Total
(4 Half day Sess10ps) - Income, Tax Liability
4 Workshop on Ca'pltal Gains 6 in actual
(2 Half day Sessions) proceedings;
5 Workshop on Income from other Sources & Deemed 3 (iii) Draft various
Incomes reports;
6 Workshop on Computation of Total Income, Computation ) (iv) Give effect to
of Book profit & MAT Credit Appellate &
7 | Procedure of Settlement of Audit Objections 3 Adjudicating orders;
Drafting Skills (v) Undertake action
8 (Questionnaires, Assessment/Penalty/Rectification Orders 6 for recovery;
etc.) (vi) Undertake work
9 | Understanding & Drafting Remand Reports 3 relating to appeals
10 | Procedure of Filing Appeals and Workshop 3 &prosecution;
1 Understanding & Drafting Scrutiny Reports (Adverse 3 (vii) Investigate cases
Appellate Orders) fof tax evasion;
12 Giving Effects to Appeal and Adjudicating Orders 3 (V11.1).C'arr.y out
(Incl. Dos & Don’ts relating to OGEs) acjc1v1t1es in search &
13 | Preparing Statistical & Other Reports 3 serzure.
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 6
discreet enquiries)
Work relating to STR processing, tax evasion petitions,
17 | Forms to be filled from Pre-search to Conclusion of 3
Search (Including practice sessions)
18 | Investigation Issues of Individuals & HUF 3
19 | Investigation Issues of Firm/AoP/Bol 2
20 | Investigation Issues of Companies/LLP 9
21 Coordination with Other Agencies 1
22 | Processing NCLT cases 1
Attending Actual Search (1 day only) or 1-day Mock
23 . 6
Search Exercise
Total No. of Sessions 93 (15 % Days)

TOTAL SESSIONS IN MODULES 2&3

186 (31 Days)
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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 12t 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.

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.

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 %2 DAYS (33 SESSIONS)

%)
p4

Topic Sessions Expected Outcome

Intro to Indian Evidence Act 2

Intro to Indian Partnership Act

Intro to CPC

Intro to Cr. PC

Enhancing Legal Thinking

Intro to RTI Act

Intro to Transfer of Property Act

ORI QT [ WIN| -

Intro to FEMA 2
1

Intro to Hindu Law

—_
o

Intro to Information Technology Act

11

2
2
4
Intro to Money Laundering Act 2
2
4
4
1

Intro to Company Law

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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1 Indian Evidence Act, 1872 2
5 Indian Partnership Act, 1932 & Indian 5
Contract Act, 1872
3 Code of Civil Procedure, 1908 & Code of 3
Criminal Procedure, 1973
4 Sale of Goods Act, 1930 & Transfer of 5 Trainees will develop the
Property Act, 1882 ability for following
5 Foreign Exchange Management Act, 1999 1 actions:
6 Prevention of Money Laundering Act 5 i. Identify, Refer &
(PMLA) Correlate provisions of
7 Hindu Succession Act, 1956 2 other Acts as applicable to
8 Information Technology Act 2 IT proceedings;
- ii. Undertake work
9 | Companies Act, 2013 2 .
. assigned for Black Money &
10 | Central Goods and Services Tax Act, 2017 2 Benami Transaction
Black Money (Undisclosed Foreign Income Prohibition Acts.
and Assets) and Imposition of Tax Act, 2015
11 | &Benami Transactions (Prohibition) Act 2
(Basic Understanding)
12 Basics of Banking Transactions & 5
Regulations
Total No. of Sessions 24 (4 days)

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 %2 DAYS (15 SESSIONS)
SN Topic Sessions Expected Outcome

1 | Conduct Rule 1
2 | Preventive Vigilance and Vigilance 1

procedure
3 Citizen Charter/ Vision Mission 1
4 | ASK 1 o o
5 Service Matters - leave, medical, pension, 2 Enabling integration into

the department

LTC, advances etc
6 | Raj-bhasha 1
7 | Gender Sensitization 1
8 APARs 1
9 | Expenditure budget 1
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10

GFR

11

Purchase of goods and services

[N S Y Y

12 | Contract management
13 | MOP
Total No. of Sessions 15 (2 Y2 Days)
MODULE-7 OF REVISED SYLLABUS
PERSONNEL & OFFICE RELATED MATTERS -3 DAYS (18 SESSIONS)
SN | Topic Sessions Expected Outcome
1 Conduct Rules 2
Vigilance Matters- Intimations, Prior
2 Permissions, Preventive Vigilance, 2
Departmental Enquiry Procedure etc. ) )
- : - Trainees will develop the
3 Service Matters.— Leave, Medical, Pension, 3 ability for following
LTC, Other entitlements. actions:
4 | Official Language Policy/Rajbhasha 1 i. Work related to personnel
5 | Gender Sensitisation 1 management;
Cash Section Matters- Expenditure Budget, ii. Administrative work in
6 GFR, GeM, Contract Management, 4 Headquarters;
Bhavishya Portal iii. Deal appropriately with
- Etiquettes & Conventions in I-T Department, 5 :3“&2’2;; with OL policy
Soft Skills for dealing with Taxpayers ' ’
8 | Citizens Charter/Taxpayers Charter 1
9 | Right to Information Act, 2005 1
10 | APARs 1
Total No. of Sessions 18 (3 days)

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
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topics in 12sessions, and includes interaction with senior officers as one of
the major tools for this process.

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 %2 DAYS (15 SESSIONS)

SN

Topic Sessions Expected Outcome

Public speaking; communication skills; 15 Developing individual
group discussion; problem solving; efficiency
motivation; presentation; exposure to

industry; team building; ethics & values

Total No. of Sessions 15 (2 2 Days)

MODULE-8 OF REVISED SYLLABUS

SOFT SKILLS & OFFICE VISITS - 3 72 DAYS (21 SESSIONS)

SN

Topic Sessions Expected Outcome

Behavioural Competencies :Communication,
Team Building, Ethics, Stress Management, 3 Participants shall be
Time Management, Problem Solving equipped with desired

Approach behavioural skills and be

Interaction with Senior Officers 6 mentally prepared for
(Pr.CCIT, CCIT, Pr. CIT/ CIT, Judicial section) performing their duties

3

Feedback & Valediction 3

Total No. of Sessions 12 (2 Days)

60.

61.

62.

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.

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).

In addition, mentoring sessions with senior Income-tax Inspectors can also
be scheduled during the weekends.
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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.

65.

66.

67.

68.

69.

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.

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

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

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.

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.

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

Page 27 of 148



(DRAFT)

Report on Induction Training of Inspectors of Income-Tax

SN ‘ Topic Sessions Expected Outcome
MODULE 1: INTRODUCTION
1 | Inauguration 1 Participants shall be
2 | Organisational Structure of I-T Dept. 1 prepared for making the
3 | Role and Function of ITI 1 best of this program.
Total No. of Sessions 3 ("2 Day)
MODULE-2: INCOME TAX LAW
Basic Structure of the Income Tax Act &
1 Rules
(Arrangement of Sections in IT Act & Rules)
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 4
Salary related exemptions)
7 | Income from House Property 2
Profit & Gains of Business or Profession
8 Rules 6DD, 6F, 7, 8 and 9 to be included. 12
(Excl. Presumptive Taxation Issues)
9 Presumptive Taxation Issues of various ’
Businesses and Assessees Trainees will be able to:
10 | Capital Gains 5 (i) Answer Queries
11 | Income from Other Sources 3 relating to Income-tax
Deemed incomes & Special Rates of Taxation Act, 1961 & related issues;
1> | (Special rates of taxation, specific emphasis is 3 gi)Tgsr{‘gE;eitTO::l I:rc?n;e
onS.111A, S.112, S.115BBA & S.115BBE and Act 1061, T
other Chapter XII provisions (iif) Assist senior officers
13 | Clubbing of Income 1 in LT. Proceedings;
14 | Set-off & Carry Forward of Losses 2 (iv) Carry out domain
15 Exemptions under Chapter III (excluding 1 functions assigned.
S.1n0s.6,16 &17)
16 | Deductions Under Chapters III & VI A 6
17 Provisions Relating to Non-profit 3
Organisations
18 | Tax on Book Profit (MAT & AMT) 3
19 | Determination of Total Income 2
Functions & Powers of I-T Authorities other
20 3
than AO
1 Functions & Powers of the Assessing Officer 3
(5.131,S.132, S.132A, S.133 & 133A)
Assessment Procedure
22 | (Including Faceless Assessment & its Time 6
Limitations u/s 153).
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SN Topic Sessions Expected Outcome

23 | Interpretation of Statutes 2
Time Limitations under Income Tax Act

24 . 2
excluding assessment related
Rectification, Reassessment & Revision

25 | Provisions 4
(5.154, 5.147, 148A; 5.263 & S.264)

26 | Penalties 2

27 | Brief Introduction to Prosecution 1
Provisions of Tax Collection

28 | (Advance Tax, Self-Assessment Tax, Regular 6
Tax &TDS and Interest Calculations)

29 Recovery Provisions including sections 281 ’
and 281B.

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

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

3 Double Taxation, Exchange of Information ’

and Data Security

Total No. of Sessions

93 (15 Y2 Days)

MODULE-3: INCOME TAX LAW [PRACTICAL]

Understanding Functioning of Various
Wings of Department (TDS Wing, Inv. Wing,
Central Charges, Exemptions, ReAC,
International taxation, Transfer Pricing,
Audit, CPC-ITR & TDS, 1&CI and ITAT,
Training Institutions of Dept., etc.)

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

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

12

Workshop on Capital Gains
(2 Half day Sessions)

Workshop on Income from other Sources &
Deemed Incomes

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

Procedure of Settlement of Audit Objections

Drafting Skills

(Questionnaires,

Assessment/Penalty /Rectification Orders
etc.)

Understanding & Drafting Remand Reports

Trainees will be able to:

(i) Apply Income Tax
Law to cases;

(if) 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.
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SN Topic Sessions Expected Outcome
10 | Procedure of Filing Appeals and Workshop 3
1 Understanding & Drafting Scrutiny Reports 3
(Adverse Appellate Orders)
Giving Effects to Appeal and Adjudicating
12 | Orders 3
(Incl. Dos & Don’ts relating to OGEs)
13 | Preparing Statistical & Other Reports 3
14 | Practical Issues Relating to S.131 & 133(6) 2
15 Recovery Action and Dossiers Maintenance ’
& Reporting
Practical Aspects of Search & Survey
16 | . . . e 6
(including open and discreet enquiries)
Work relating to STR processing, tax evasion
petitions, Forms to be filled from Pre-search
17 : . . 3
to Conclusion of Search (Including practice
sessions)
18 | Investigation Issues of Individuals & HUF 3
19 | Investigation Issues of Firm/AoP/Bol 2
20 | Investigation Issues of Companies/LLP 9
21 | Coordination with Other Agencies 1
22 | Processing NCLT cases 1
7 Attending Actual Search (1 day only) or 1-day 6
Mock Search Exercise
Total No. of Sessions 93 (15 %2 Days)
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MODULE 4: BOOK-KEEPING & ACCOUNTS

1 | Principles and Concepts of Bookkeeping 2 Trainees will develop the
2 | Single & Double Entry System of A/Cs 2 ability for following
3 | Journal Entries 3 actions:
4 Bank Book & Cash Book 2 1‘, Exan,mne accounts and
— financial statements of
5 | Bank Reconciliation Statement 2 . .
different categories of
6 | Rectification of Errors 2 persons;
7 | Ledger & Registers 3 ii. Note any discrepancies
8 Trial Balance 1 therein;
9 Bills of Exchange/JV 2 iii. Note any deviations
10 | Consignment Accounts 1 from accounting
11 | Preparation of Final Accounts 5 .standards;
iv. Analyse accounts for
12 | Workshop on Bookkeeping 12 tax investigation
SN Topic Sessions Expected Outcome
13 | Analysis of Proprietorship & HUF Accounts 2
Analysis of Non-profit Organisations
14 5
Accounts
15 | Analysisof Partnership Accounts 6
16 | Analysis of Company Accounts 9
17 | Billing Packages (& Practical Sessions) 3
Preparation of Accounting Snapshot in
18 2
Search & Surveys
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 %2 days)
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MODULE-5: 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)

Basics of Microsoft Office Applications
(MS Word, PPT and MS Excel)

Basics of Digital Forensics

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

e Understanding the Cyber Forensic Tools

Trainees will be able to:

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

Introduction to Income Tax Business
Applications

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

o 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

Business Applications
(ITBA) & other utilities;
(iii)Handle digital
evidence; and

(iv) Preserve data
security.

Basics of Data security

(Policy Prescribed by System Directorate shall be

included)

Total No. of Sessions

39 (6 2 Days)

MODULE-6: OTHER LAWS RELATING TO TAX ADMINISTRATION

1 Indian Evidence Act, 1872 2

5 Indian Partnership Act, 1932 & Indian 5
Contract Act, 1872

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

4 Sale of Goods Act, 1930 & Transfer of 5

Property Act, 1882

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.
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5 | Foreign Exchange Management Act, 1999 1
6 Prevention of Money Laundering Act 5
(PMLA)
Hindu Succession Act, 1956 2
8 | Information Technology Act 2
9 | Companies Act, 2013 2
10 | Central Goods and Services Tax Act, 2017 2
Black Money (Undisclosed Foreign Income
and Assets) and Imposition of Tax Act, 2015
11 | &Benami Transactions (Prohibition) Act 2
(Basic Understanding)
12 Basics of Banking Transactions & 5
Regulations
Total No. of Sessions 24 (4 days)

MODULE 7: PERSONNEL & OFFICE RELATED MATTERS

SN | Topic Sessions Expected Outcome
1 Conduct Rules 2
Vigilance Matters- Intimations, Prior
2 Permissions, Preventive Vigilance, 2
Departmental Enquiry Procedure etc. ) )
- - - Trainees will develop the
Service Matters- Leave, Medical, Pension, o .
3 . 3 ability for following
LTC, Other entitlements. actions:
4 | Official Language Policy/Rajbhasha 1 i. Work related to personnel
5 | Gender Sensitisation 1 management;
Cash Section Matters- Expenditure Budget, ii. Administrative work in
6 GFR, GeM, Contract Management, 4 Headquarters;
Bhavishya Portal iii. Deal appropriately with
- Etiquettes & Conventions in I-T Department, 5 fcax;():ayersl; ++h O poli
Soft Skills for dealing with Taxpayers v omply W POTEY-
8 | Citizens Charter/Taxpayers Charter 1
9 | Right to Information Act, 2005 1
10 | APARs 1
Total No. of Sessions 18 (3 days)
MODULE-8: SOFT SKILLS & OFFICE VISITS
1 | Behavioural Competencies :Communication,
Team Building, Ethics, Stress Management, 3 Participants shall be
Time Management, Problem Solving equipped with desired
Approach behavioural skills and be
2 | Interaction with Senior Officers 6 mentally prepared for
(Pr.CCIT, CCIT, Pr. CIT/ CIT, Judicial section) performing their duties
3 | Feedback & Valediction 3
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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.

*kkkk

Appendix- A
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T T HY IpTeH!

NATIONAL ACADEMY OF DIRECT TAXES

S, ANTYR-440030

CHHINDWARA ROAD, NAGPUR - 440030
(Phone: 072-2322202) (Fax: 0712-2322223)

ORDER
Dated 08/05/2020

; 3 :\I Committee is hereby constituted with the approval of Pr. Director General (Irg.),
‘\_AD'I s N_“L,’DUI‘ to suggest recommendations for modification in the National Training Syllabus
of Induction Training for Inspectors of Income Tax. The members of the Commiltee are as
under:

S.No Name & Designation of the Officer
1 Ms. Susan D George ADG, DTRTI, Bangalore Chairman
2 Ms. Monica Khare ADG, DTRTI, Chennai Member
3 Shri Ashutosh Rajhansh  ADG, DTRTI, Kolkata Mecember
4 Shri Bhaskar Reddy Addl. Dir., DTRTI, Bangalore Member Seerctary

5 Dr Upsen Dadaji Borkar  Joint Dir, P&R-2, NADT, Nagpur  Member

The Chairman of the commiltee may co-opt a maximum of two ollicers in additon to
the existing members.

This committee shall examine all aspects related to the Induction Training for the newly
inducted Inspectors of Income Tax keeping in view the contents of the curriculum with the
changing environment of tax administration and emerging challenges arising therefrom.

National Training Syllabus forming a part of the order is enclosed [or ready reference.

The Committee shall submit a report by 30" June, 2020.

x
) T ¢
(Dr. Vinay Kumar Singh)
Addl. Director General (Trg.)-3
NADT, Nagpur.

F.No.NADT/P&R/Committec/2020-21 Dated 08/05/2020

Copy to:

1.The Pr. Director General (Trg), NADT

9 The Additional Director General (I'rg.)-1/2, NADT
3.All Faculty members of NADT

4.0fficers concerned

5.Guard file

(Dhananjay~¥ai\jari)
Joint Director (P&R)-1
NADT, Nagpur
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Appendix-B

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, Presenter
DTRTI
Bhopal Sh. Santosh Kumar Part-A (Income Tax and Procedure)
ADG DTRTI » 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 > Inputs from DTRTI Chandigarh have primarily

ADG, DTRTI 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)

Page | 1
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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 | On number of days and sessions

ADG, DTRTI » 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
ITT 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

Page | 2
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injtiative. 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 On the number of days and sessions

ADG, DTRTI

VVVVY

> 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.

Page | 3
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» The sessions that we have saved on O]JT,
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 No comments.
Rajkans ADG, Clarified that the Personality Development is only 9
DTRTI sessions out of 75 sessions . Most of the sessions have

been allocated to Industry Exposure (12 sessions), OJ T
(30 sessions)

Lucknow Shri Vivek Kumar | On number of days and sessions

ADG,DTRTI > 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,

> SLNo.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

VVYVYYVY

cases.
Mumbeai Shri Shahi Sanjay Kumar ADG, DTRTI & Shri Shiddaramappa , Addl
Director DTRTI Mumbai
Enclosed as Annexure- Mum below.
NADT Shri B.V. Rao On the number of days and sessions
Nagpur ADG, (Induction), | » 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.

> Weshould 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 | On the number of days and sessions

ADG (P&R),

> 60 days is sufficient

Part F (Personality Development and Exposure to
the Field)
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> Pruned industrial attachment is also a possibility;
we can conduct different attachments, for
example- 5 different attachments on five different
days after the training is completed. These five
days can be separate from the total duration of the
training. For these sessions from the Personality,
Development part can be reduced.

> We can retain five days of attachment (5
attachments), which will be diverse from the
training part.

> Personality development can’t be done in a
classroom seating manner.

> We can outsource such training to outside
agencies.

> ltol % days Industry visit may be kept

> Mentoring is essential. Mentoring may be more
important after the training rather than during the
training.

> Pedagogical tools - how to design our day.

> Developing reading material for those part which
is not covered in the training module.

> We can cut down on sessions from 420 to 360. We
can reduce it from the OJT.

NADT Shri Nitin Gupta On the number of days and sessions
Pr.DG(Training), > 60 days is sufficient
NADT

Part-A (Income Tax and Procedure)
Empbhasis is required to be given to the ITBA in the
wake of the faceless scheme of assessment. Sessions
are too adjusted accordingly.
Workshops to be conducted in afternoon

Part F (Personality Development and Exposure to the
Field)

> Once in a month on a weekends industrial visit. It
could be organized on Saturdays, and in this
manner, we can conduct 3-4 attachments during
the duration of the training course utilizing the
Saturdays.

> The number of sessions per day can be fixed at six
because the capacity to retain and absorb has
limitations. However, we can utilize the weekends
or alternative weekends to complete the total
number of sessions. Weekends can be explored for
team building exercises, personality development
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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 ClIT(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

’Manual of Office Procedure-2019, Chapter-04, Composition of Income-tax Department, Page-59
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26. Functions of Inspectors of Income-tax
26.1 General

(a)
(b)

26.3
(a)

(b)

Assistance in search and seizure operations at any time, if so directed.
Implementation of specific roles assigned to an Inspector in the departmental application software.

Assistance of works relating in preparation of replies to Parliament questions, reports for
C&AG and Parliamentary Committees etc.

Assistance in performance review to Assessing Officers to review performance, monitoring
of Action Plan, other targets and timely submission of statistical reports to higher authorities.

Assistance in public relations and grievance redressal, taxpayer education and taxpayer
assistance, work relating to staff welfare and staff associations, departmental examinations
and protocol work.

Outdoor work relating to filing of appeals or reference applications before ITAT, Courts,
Settlement Commission, consultation with standing counsel, attending Courts/ CAs.

Service of summons/ notices, if so directed.
Any other work of official nature specifically assigned.

Work Relating to Enquiry and Surveys

External survey including survey under Section 133A.

Internal survey including collection, verification and dissemination of information.
Specific enquiries in individual cases as may be assigned from time to time.
Gathering of intelligence information.

Maintaining and entering data regarding survey cases, parties/ premises surveyed, details of
authorizations, staff associated with surveys, assessment particulars of parties, and surveys
involving violent incidents etc.

Preparing & Maintaining appraisals survey reports regarding concealment detected in surveys.
Surveys consequential to outstation requests, and recommendations made.
Preparing list of new assessees added consequent to these surveys.

Work Relating to Assessments and Related Functions

Assisting AO in processing of returns i.e. checking/ verifying data for processing of returns on
computers using departmental application software including related data entry.

Assistance in checking of returns under Section 139(9), and generating letters of deficiencies.

59
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Manual of Office Procedure 2019

Assistance in checking of claims, brought forward losses, deductions, exemptions, relief and
rebates under the Act.

Generating notices for defaulters, demand notices and penalty notices.

Assisting the Assessing officer in passing orders relating to revisions, rectifications, appeal effects.
Assisting the Assessing officer processing of applications under Section 154.

Collection, compilation and entry of data for valuation purposes.

Operation of judicial reference system for locating case laws, circulars, instructions and
notifications issued by CBDT/ Directorates, and inter-linking/ cross-checking of references
and citations.

Assistance the work relating to preparation of statistical reports/ statements called by higher
authorities including audit, PAC matters, Parliament questions and other matters.

Drafting of penalty orders.

Scrutinizing appellate orders and preparing comments/ necessary reports for submitting to
appropriate authorities including drafting of remand reports.

Examination of accounts in regard to specific items, including assistance in search cases.
Preparation of appeal papers and filing of appeals.

26.4 Work Relating to Collection of Arrear Demand and Related Functions

(a
(b
(c
(
(
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Assisting the Assessing officer for issuing notice under Section 220, 221, 226.
Reconciliation of arrear demand.

Entering and verifying arrear demand on the system.

Generating ledger statement from system and their follow up.

Maintaining list of cases where instalments/ stay of demand and Write-off granted by the AO
including related data entry.

Generating notices to defaulters under Section 220, 221 & 226.
Generating list of advance tax defaulters and notices.

Outdoor work relating to recovery of taxes.

Preparing proposals for write-off/ scaling down.

Assistance in preparation of reports in dossier cases.

Follow-up of arrear and current demand, including issue of show-cause notices, generate notices
& other action under Section 226 etc., disposal of stay petitions, and levy of penalty etc.

Carrying forward of arrear demand and its verification.

Work Relating to Tax Evasion Petitions

Data entry of TEPs, TEP Parties and TEP petitioners.

Generating and maintaining lists of TEPs, and related information.
Conduct of enquiries on TEPs as directed.

Preparing monthly report of TEPs.
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Composition of Income-tax Department

26.6 Prosecutions

ac g
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Maintenance of list and register for prosecution cases including related data entry.
Monitoring dates of hearings/ proceedings in the courts, and briefing standing counsel.

Maintaining list of potential/ pending prosecution cases where appeals are pending before
CIT (Appeals), ITAT, High Court or Supreme Court including related data entry.

Collection and compilation of evidence for processing of prosecution cases.

Work Relating to Audit and Related Functions

Audit work of the Range or Assessing Officer.
Internal audit of assessments, issue of audit reports and follow up action.
Processing of revenue audit objections, audit paras, etc.

Work Relating to TDS and Related Functions

Implementation of all roles assigned in TDS application software to an Inspector posted in
TDS circle, including related data entry, verification and processing of TDS returns, detection
of missing information and defaults, and generating outputs like show cause notices, orders
and demand notices and recovery notices etc.

Attending to matters relating to penalty, rectification, revision, appeal etc.
Follow up of current and arrear demands.

Assisting AO in matters relating to disposal of penalty proceedings, maintaining list of defaults
detected and penalty proceedings, issue of show cause notices, drafting of penalty orders and
their follow-up.

Maintaining register of prosecution cases, monitoring progress of prosecution proceedings
with dates of hearings, particulars of standing counsel etc.

Work Relating to Tax Recovery and Related Functions

Handling of tax recovery certificates assigned by the TROs.

Assistance to TRO in the discharge of his functions under the Second Schedule.
Checking of interest charged in respect of certified demands.

Reconciliation of arrears.

Execution of distraint warrants.

Maintenance and making entries in the collection/ reduction register or on ITBA/ Departmental
software.

Maintenance of disposal register, stay register, instalment register, cheque register.

26.10 Work Relating to the Office of Range Additional/ Joint CIT

(a)
(b)

Scrutiny and processing of appellate orders and scrutiny reports for further appeals etc.

Matters relating to assessments, search/ seizure cases, penalty and prosecution cases requiring
approval of Additional CIT/ JCIT.
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(h)

Dealing with references, tax evasion petitions, audit objections, and other statutory, technical
and administrative functions.

Monitoring of collections, Action Plan and other targets set by higher authorities.
Assistance in inspections & work relating to audit.
Monitoring of budget collections and action plan targets.

Follow up of matters relating to inspection, audit, public grievance, PAC reports, parliament
questions, reports called by higher authorities etc.

Work relating to timely disposal of audit objections, stay of demand, Write-off, action plan etc.

26.11 Work Relating to the Office of Pr. CIT/ CIT

Assistance in matters relating to:

(a)

~ e~~~ —~ —
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Proposals under Sections 147, 263/ 264 and applications under Section 273A etc. and
corresponding provisions of other direct tax laws.

Judicial work - second appeals, references, writs and matters before courts including CAT.
Collection, collation and dissemination of information and its follow up.

Approvals of various funds like provident fund superannuation fund and gratuity fund.
Registration of charitable trusts under Sections 12AA/ 80G etc.

Granting of statutory approvals under various provisions of the Acts relating to Direct Taxes.

References from different sources including tax evasion petitions, audit objections, and other
statutory, technical and administrative functions.

Monitoring of collections, Action Plan and other targets set by higher authorities.
Receipt accounting, inspections, & audit work.

Vigilance matters.

Registration of Income-tax practitioners and valuers.

26.12 Work Relating to the Office of Pr. CCIT/ CCIT/ Pr. CIT/ CIT

Assistance in matters relating to:

(a)

AA
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Performance review, monitoring of Action Plan and other targets, and submission of statistical
reports to higher authorities.

Coordination within the Department and with other agencies, bodies, etc.

Granting of statutory approvals, appointment of valuers, ITPs & all other matters technical in
nature.

Judicial work relating to references, writs and court work including CAT.
Approval to various funds like PF, superannuation fund, gratuity fund.
Vigilance matters including collection of ACRs & collection of data for holding DPC.

References from different sources including tax evasion petitions, audit objections, and other
statutory, technical and administrative functions.

62

Page 49 of 148



(DRAFT)

Report on Induction Training of Inspectors of Income-Tax

Composition of Income-tax Department

26.15

D

c

Security arrangements.
Organisation of conferences, meetings.
Monitoring of budget collections and action plan targets.

Follow up of matters relating to inspection, audit, public grievance, PAC reports, parliament
questions, reports called by higher authorities etc.

Work Relating to Representation before Tribunal

To obtain the necessary case-records/ paper books well in advance.
To prepare briefs, notes and to flag necessary papers.

To search, organise and link judicial references, circulars etc.

Work Relating to Computer Processing Centres

Checking of postings of challans in TAS, including verification of challans/ refunds exceeding
Rs. 1,00,000/-, reconciliation & Designating Officer (DO) check of challans, detailed accounts etc.

Implementation of all roles assigned in ITBA-PAN System.
Assisting CIT (Admn. & TPS)/ JCIT in implementation of Computerisation programme.
To pursue matters with Banks/ ZAOs for supply of missing challans/ refunds.

Investigation and Related Work

Assistance in confidential enquiries, conduct and all other aspects of search and seizure
operations and their follow up.

Enquiries into tax evasion petitions and other references.
Reconnaissance work.

Work related to survey, collection, collation and dissemination of information from internal/
external sources.

Maintenance of relevant records and generation of reports relating to TEPs, search cases and
survey cases.

Vigilance matters.

Assistance in all matters relating to sanction of rewards.

Work Relating to the Office of CIT (Appeals)

Assisting the CIT in compilation and verification of submission by the assessee with Assessment
records.

Generation and submission of monthly disposal statistical reports.
Online generation of Notices.

Referring judgments, rulings, case laws etc from tax expert, NJRS or other JRS software. Inter
linking and cross reference of one citation with another.
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APPENDIX- D

o
(& 1. 4,) )
e &. () [
. 31, Az~
wrald S
1. o ([@%.) i B ‘
' DIRECTORATE OF INCOME-TAX (EXAM & oL)
Central Board of Direct Taxes
5tt Floor, Mayur Bhawan
New Delhi-110001

!
F. No. DE/Change of Syllabus/2018-19/ADG(Exam & OL) /BL) Dated : 12.04.2019

To,
All Pr, CCsIT/CCsIT/Pr. CsIT/CsIT
(In-charge of Examination)

Sub:- Updation in the Syllabus of Income Tax Officer {ITO) & Income ‘
Tax Inspector (ITI) in the Departmental Examination - 2019

onwards - reg.

Madam/Sir

Please refer to the above.

2. In this regard, I am directed to convey that the Syllabus of the Departmental ;
Examination for ITO & [TI was been updated and the same will be followed from the Ll
Departmental Examination - 2019 onwards. The updation made in the Syllabus are as . ";f .
follows:- ‘
1) Replacing the Companies Act. 1956 with Companies Act. 2013, in Paper-
Il : Allied Laws (Objective Type without books) for ITO Examination.
(i1) Replacing the Information Technology Amendment Act. 2000, with the
Information Technology Amendment Act. 2008 in Pa..cr — I1I : Allied Laws
{Objective Type without books) for ITO Examination. .
{ilij Inclusion of the Black Money {undisclosed foreign Income & assets) and
the imposition of Tax Act. 2015 and the Benami Transactions (Prohlbmon) '
Amendment Act. 2016. These two are to be clubbed along with the Wealth o
Tax for 10 Marks in Paper-I : Income Tax Law & Computation (Objective *
type without books) for both ITI/ITO Examination. ) ‘ ‘ ‘
3. The updates may be given vide publicity to all the candidates appearing in the i
Departmental Examination — 2019 for ITO & ITI. o

Yours faithfully,

Appendix-E
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ITI Recruitment Rules (1969 & 1986)

RECRUITMENT RUL:D U Lodo:-

PUBLISHED Im THE CAZETTZE OF INDTA: DECEADER 7, 1969

{ Deparemert of Revenuc mad Theuranca)
Hew Polni, the Firh nacember, 1969

G.5.R.2000- In excrmise of the pownTs oon areed by lne
provise te artlole ach of che Honstit & z

herehy makes the followlng rules for cegu
of recruitment to the post of Iaspector £
Department, namely -

3 1. Shert title and commmncensit- (1) e
ealled the Income-tax Duopashmen | Inazeoto
Rulen, 1965,

(2) They chall game into force Erom the dote of thelr
publication io e of Fficisl Gauztice.

v 24 . Humber, classifi=ation, =cale af oay= The ﬁ.'-llltn_:r ok
poses, its ol masif ioation, and the seolo vt Y attachesd

thoreto, sShall be o gpecified in columa 2 o 4 of the
&chedule hecetn annexed.

A Hekhod of rearultment, ge 1imde and othrr molbeTi=
The method ol racruilment, agelimit quallligations snd odied
matters seleting to the sald purts chall be av specificd ia
. columis 5 &2 13 of #he Schedule atoreszid s

provided shat cliect roopuitment pgainat posts in an eatablich-
mend: Ualt, ponpricing ene e pore of the Cnarges ok +he
commissioners of Inesma=tax, thall be made anly foom
amcngot eancifates, opting for the partisuler Unit ond
recrvi tment by promotion 0gainat poTEs in on Fetablizhment
" 3 | Unit shall be meds obly arom arengst pecaons belooging
tn the cmize of thot partigular vaits

provided furgher that the fortral Doard of Direct TaxcE BoYs
1# it wenoidire to Do expedient OF HoGESSDEY in “he public
intercfe oF on compas uir Aate croumas So Lo ga, snd mject
Lo such condiviond as i may dpocify having rogard €0 the
siroumstonced nf Lhe cast and for pgafond to be recorded in
weiting, peonic A pret ln ont psrablichment Unit Lo be
Filled by transfer o gt Unit oE 8 pereen nelongiog to the
aadre of cnother Unlt-

provided further that the uppee age limlk specified for direct
recruitment in eolum 6 of Me paid Schedule nay be relatcd

in the cesg¢ of 2cheduled Casted, Scheduled Tribes and other
cetegorics of perscns in aceordance with the prdera iesued |
by the cenkral Govemment from time Lo Binc.

Disqualification:- 0 pLIscn =

{a) +ho hos enbered into L SOTEL agked o marviage wikth
. & person having a Spouss 1iving,; oF

a0 T R
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S
(b} whe having a spouse living, has entersd inte or
eontrasted laslage with any potIa

shall be eligible for sppelitment & *hn r2id poStss

Provided that the Central CTowve
satisfied that such marriage 45 pormis
personal law applicable %o such porson &
the marriage and that there are other gro
doing, exempt any person from the opesatic

fmm £y

Sa Power to relax- Where the Central Covernment is of
the opinion that it i8 necessary or expedion: 5o fo &, it
may: by o-der, for ressons te be reconded in writing, 'relax
any of the provisions of thzse rules with zespoet to any

cless or category of pOStsS O perscons. E |

Ga Filling of permanent vaconcics by “zanzfer in 1
certain cases— Notwithstanding anything aov:zined in these

rules of the totzl number of permanent vanonrics in post of 1
Inspector specified in the Schedule to be £1lled by direct
recruitment not more t-han one thicd may be £illed by

transfer from among the employces of State Government i
concerned in apcordansze with the general instructions issued

by the Central Government from time to time. ]

Te Rothing in these rules shall affect reservations

and other econcessions regquired to be provided for Scheduled
Caste and Schedules Tribes and other special categories of
persens in accordance with the orders issusd by Central
Govermment from time Lo time in this regand,

NOTE:= For this purposSe, there should be & minimum i

of three permanent vacancles to be £111ed by direct
recenitment during a particular Cal.ndar year.”

=M Hmem
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33- 1 /3% of tho vacon-
eles by dipeoi feoruls
tment througn a4

moiry Lt leg oxom fpatlon

In =e=d-nog W th

the rulcs made in Hhat
poere Ly the Di £ eotiie
raug af Tamprciion

(3o crme—ta). ond the
remaining by prerction

13 eucy wi Desit. wrmio it AC
o b Feriod fethad of . n._”..nhn.....#__.ﬂ,.___ﬂﬂ:ﬂan‘.w.v.aﬂu_"_E.. m_dﬂ._.., pxiEcs Lo wndeh o2
et lgnak  =E ractthather s 1=h ﬂ.__,nauﬂ_.qaxnnm:nun_.nﬂh shat is Lo to Do CoNTg
i laszions  ERbos by £ LERER transier to e madc. its ited in
o O P - peort Lienk prinm Al Lrd
T L B ar by promotion alelon rectulbnent
g A ar b doputation/ =
ntr Cf tranalior ord
e 150! porsoeiae of
che vasaneica Lo
e ELI-A By
e o —Es ok d v, ._:.u......__H.m a
i &) (=N =] P11} (13)
- P SIPYpe. T =t “Tiect
) T weota  0a mEarlyds may bn  Uppse DIGLSLED Ciccko ond nAgher i e
minigterial grodoh, ShenotrophwEs nop.o S

(GG) =nd B renogephers (S eleation
Gride), with throc yeath sercvice Ln
the robige ctlve grade, it hoye
gunlificd in the Deportantal Exanl-
naoklon far Inesto=tod Inmpecor s,
Tho nanes of all gisch gqualfled |
gezndidates will be geranged in L= ]
Acparacy llsta. I= whe £irsc liat,
the nemoR of @1l thT gec 1Lified
pereons wi bl be ace =t in ocder of
peplority in Tho DagraTkmont . In the
pecond 1let, the nomes of all thao
gunlificd perEns = 11 bo arranged
seeopiing to Eae COLESyoal of pussing
the depactmontal eamminat fon, provided
that theo pocoois wio piald tha craminstion
of thg seng dsbe will Bo arronged cocosiing
ke tkpir senlority in she Dopartment, Oftot
the appreval of Eho farsons the twy liots b
pLuP.C,, the nimes afF all the selosted oanadidal
ﬂ._.;._um Bﬂm.vm.___.pm.n in tw Sepatace select llsts,
aoansles 4n o _uu.ni..._ﬂ_.".._._ aanE s Wl i ¥
aleornctely foom Ehe two _..._...w_nu. 3 Do FAAR

) UriEp- For the purposo of kX £l hch=t ™ L% [ rad 11
A E | jade Culed, porBcneE sonfElmat in o higher g Je wd = AT
to porsans off Lol ating ln that grade and Lo personi ....uuﬂunuhnn- &% a lower ..H.H..___.._.ﬂ
- 5 -
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G.5.R. 768
PIoviso o article 3ns
hereby makes the n)
P

RO
~ax Department(T ESnector)

e powers eonferred by the
lon, the Pre=ig
to anend th

ent Rules, 1569, namely

1. (1) Thes rules DAy be eallsd the I
Department(I napests
Rules, 1585,

Sl
r) Recrultment (Amondmant)

(2) Thay

shall bg decmed to b
the Ist day of Optobeor
2. In the Schedule 3 the Income-tax Department{Inspector)
Recruitment Rules, 19¢9:-

(2) in column 3, for the word apd

figures "Claszs III",
the vward and letter "G.'.'al.'l—.!'l..‘:."

shall be syubstituteds

entries and the

(2} i column 211, for the exlsting
1 irg chtries shall be

Hete thereunder, the & 1low
substituzed, nanelyi-

"Supervisors Grode=I and Grade-l I, Head Clerks,
Tax Assistants and Vpper Diwvision Clerks{here=
fter ceforsed to gz the Hinlsteriel Cadrel,
graph.rs Grade-I, Grade-IT and Grade-
reaftur referred to as Stenographers!
Yo with 3 years' service in the respect] ve
who have gualified in the Deparsmental
tion for % Imspoctors. The
of all =su candidated shall be
CzAr gy acparate lists for

In the nemes of all
ed ea ne i

7 i1 a Cadre
seniority ir the
the names of all

sssmasda
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1 a2 ‘--L..;'.:z::;.-_'{g il —;'1"'1‘11 uB - i — N 5
' et ri'a’.r 5‘.;‘9\ 20th septa, 1988
SOVERNHENY. OF ‘THDIA
) MINIS'J.‘RX' OF FINANCR .
VEPARTHANY OF REVRNUS )
- :NRW. DEL4E, THE O1H BEPT., 64,
N .
Gt R iy
ol ve of g 4 by the
ﬁ:-:;;?m:;ff““h 309" of ‘tnn’]ap;:’:::::pq:gf’::: Presidect
tax Dépact, 8 :‘E‘ t°u°“1.“q‘-r\l}n fytthjes to amend. the Inaoma-
) -man Egp_actm)- Reqyuitment: . flaes, gapgf,qg.x?ﬂ!fa
1. . ‘{1) :hl.‘.iq ml‘ vl ;-A‘ eyt 'v-’a"""ﬂ""-‘"-"* sa'yf, N
" e mpy Pa oglled the Ipcome~tax
Rules, 1986, Pﬂpart.mglm (;azwutog’ ‘lﬂ"m’v,’.iﬂf“‘ (.Nnu_nq.m'ent) "
(2). They .shall h.«qeamoq*,g._o’ have oomo into £orce-
on .th;‘zl_yg.‘ o patober, 1966,
2. L RE e
S . ]i;n:g:ébched\llu $0 tha Jncome-tax Department

P8-0CT-1998 13:13

tor) Rearyitmept Rules, 19693

(a) 4n columy 3, fm: the word and figures
'fclans-llzi' the, wopl and letter"Grow —'C'%
~-shall ba hubstitupeds.. . .., . B
(b) "in colump 31, for the existing entrias and
the Nota thn!-a' 3

under, the following entrien
,qhall-bol..,.qhn:;tqt{_. Ly namelyt~

-

"Supervisors Grgda+l-and Grade-II, Head Clerks,
Tax Assistants gpd Upper Division Clerks: (here-
.after.referceq to ag the Ministerial’'Cadrée),”
and stenographegs Grade-I, Grade-11 gnd Grade-ILl
(nerbafter refarred to as Stenographara! cadgef,
with-3 years! pervigm in the respeqtive grade,
who have ¢ualified jp the. Dupartmental Examina—
tion for 1n¢om-t.ax‘1nnr=cto::,
. all such qualifjed cmmndldates shall be arcanged
Cadre-wisc, in.fwo geparate }ists for each cadge.
In the first liat, the namap of all the qualified
capdidates faliing in a Cadre shall be arranged
in order of pppiorify in the Department. In Thea
segond. 1ist, the -names of all the qualifiea %
pe:sona-_ﬁnl_li $n g Cadre shall be arranged
according te ths dake or,.as che cass may be,
the yeag of papeing the Departmental Examinatiop
provided that the perpops who pass the examinae
tion on the.pgms data phallb o arranged, accord:
ng to their aensorlt! in the Department., On the
approvel of pappena in the said lists, relating
to each Cadrey Py the Departmentael Peomiition
committee, the pames of all the B¢l‘H&$ safddda -
tes shgll be arranged 4n two select li sba; Linthe:
ratio of 3311, one containing the naffe s  oEitig . .
persons £rom Pepth the .Cadres on the basis of
“seniority, and fhe okher containing the names
of the persons from both the Cadres on the baai
of the data or, a3 Fhe case may be, the year of

The namea of

sing tha Papartmeptal Examination. Vasancic !
E:’th‘ugp:omc;sn qun{:n shall be filled from the H
paid two sslegk HLIEA in such & manne

! r that tha '
ratio of 31} is muig!—ulned between th

e Minipte-
~ial cadru and the Btenographers' Cadren,

9% F;.Fli
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1O ATORY. MEMORANDIM

" nt
falloving representations from the Staff nie, the GD:;.{SI:KJ
aad Lusucd inatructlonsgn;ghe Iat Oatobar) 1985 prmzd’;e in

2 quota for the mlnlltwiullq qye and Btenographer as of
the totio of 341 Lur 4} m;ﬂ,-, vatancles in the gra °sé
Tncome-tax Inap.ctodprmarked for promotion. Bince the nts of
instructions. are already being followed and the .m.i:dmcno one
the rules deue' regularise the said. popition fosmally, tive
will be adversely affected as a result of the ratrospec
ctiect being glyen to, thig notiflcatdone =@ *" - =

.

[
”“!\ 0

\ 4 4 ) " Yon o
L ¥.K04As12018/8/83-A0, V1T
: geks

( & s
‘R.R, Bharatl )

Undar Eccreéary 1.10 t.ht_G_ovemment of India;

Bection 3(1) of the

the 20th Decembec:
Aty 72 dated the

Principal Rules, Published in Part-II,
Gazetty ofIndia vide G.S.R.No.2800 date
1969, and subsequently amended vide G.S8.R.N0.13
19th vecamber, 1974 and G.8,R.N011099 dated the 19t

8a/=

( R.R. Bharati ) ;
I Under Sacretary to the Government of India.

- = =3 -

T e e =
I\ : \QFFICE OF THE .
COMMISSIONER OF INCOMETAX, VIDARBHA,
) N 3 @ P UR,

\ F.No.Estt,/15/82, | " Nagpur, dated 17th Nov,; 1966,

i Copy forwarded to All Assistant Commiapioners/
Income-tax Officers in this Cha:gq for circulation.

2) all staff Asaociacigns in this Charglq.
i : JQQ‘/

s - _( x.B. MENON )
¥ Incometax Ufficer, (Headquarters),

\ N
' ﬁi,{f‘i’y’f ( Admdnistzation ),
! [ .//f . " o Comuissioner of Income-tax, Vidarbha,
/' 7 %! J T ! N A G P U Re
- // 2
Sl

/

£

= BAX%

pg-pcT-1998 13414

h August, 1977} b

p.@2
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1 o I-NDM: D¢ : |
LIMBEY 27, 1969/PAUSA g, 1994 7 A
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Recruinpent Rules fop

Nen-G,
“_“_-_ r ‘ areiig
) n
e o Minittry of Mnance (Departman; of Rewg ‘
T No. of Classlieatioy g, o v N -
P 1o Scale of pay Whether A lor g
bodicc o "um"nu Educationg) “
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thon popy ":i‘:fxd e
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witlh
orderaas may

he ixsucd by the
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lTud Peglod -
dneatlon elod of  Method of [agase of rectt. b IreDPC cumiens
Nesiingags Q- propetioy i, whther otlondepuat onirans "t g-‘ln which
; y  bydirecirs- [fer pradesrom which what J e vrac s
L dhecraire will spply crulimémt or  promotd compo-. 10becOn
gl el hytnmnlon transfer 16 by made | itlen ewdied
mouas e or by depu- msklog
tnilon/icans- pocrulment
for ond per- !
centage ©f '
the vacanclcs '
tobe Alled .
F by variow i
methogh. !
B
8 9 1o 1 D 93
) i ——
s Upper 2 wo Yra}33) % olthé “Promotien ; | e
it for pra. vecaoelesby U Division Clesks and Class 111 Doey not
motees will be directrece gher ministerial grades D.r.C. arlse.
= ! 4
a3y s reloe- . equlgnent Stenographern  (ordl-
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1! y . prowvad- 3 (Belecl
im0 zze),,:vhhlhru u:‘n

xervice In the respec-
tive Brwle, who bave
- qualified In the Depart-
enpud  Txanidnation
1orIneume "T'ax napee
\ote. The nemes of all
such qualifivd cundl-
Jdatey witl be arrunged

in two scpurete lists
In the frar s, the
names of 311 the quali-
ficd peraons will
arganped 0 order
senfmity in the depart-
ment. I the secnd
Tisg, the unmes of w)
the qualified person
wil] be arranged sceord-
ing 10 the daielyeas
of pamsing the Depast-
mental Hxamiastion.
ided that the per- ‘s
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Annexure-F

FOREWORD

Induction Training of Inspectors of Income Tax is the foremost of the long
duration training courses conducted by the DTRTIs. This underscores the
importance of the program to the overall functioning of the Department. The
present Mational Training Syllabus for the Induction Training of Inspectors,
while addressing many of the training needs of both the field offices as well as
the participants, requires a relook, given the rapid changes, both technological
and legislative, that have impacted the Department’s functioning over the past
decade.

In this backdrop, the Committee has taken a comprehensive view of the
evolving work environment in the Department and the role of Inspectors
therein. The Committee has accordingly suggested modifications in the existing
NTS with a view to suitably equip newly recruited Inspectors to perform their
role efficiently and professionally. The revised syllabus recommended by the
Committee aims at instilling, at the induction stage itself, the skills, values and
professionalism that would serve the new recruits throughout their careers.

The Committee is grateful to the Principal Director General, NADT for the
confidence reposed in its Members to undertake the task of reviewing and
suggesting modifications in the existing NTS for Inspectors. As Chairman, I am
grateful to my fellow Committee Members for the cooperation extended in
formulating the recommendations, Special thanks are due to the faculty of
DTRTI, Bengaluru for their inputs and in particular to the Member Secretary,
Shri L.V. Bhaskara Reddy, Addl.DIT (Trg.] for coordinating the work of the
Committee and Shri Vikas Mudgal, ITI for secretarial assistance rendered,

I am confident that the recommendations made by the Committee will be
a significant contribution to the evolution of training policy in the Income Tax
Department.

-

\ A

H/// |
(SUSAN D. GEORGE)

Chairman of the Committee to suggest modifications in the

Mational Training Syllabus for
Induction Training of Inspectors of Income Tax.
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Constitution of the Committee and Terms of Reference

i3

1.2

1.3

Vide order dated 08/05/2020 and subsequent corrigendum dated
11/05/2020 issued by the Add. Director General (Trg.) - 3, National
Academy of Direct Taxes, Nagpur, the Committee to suggest
recommendations for modification of the National Training Syllabus of
Induction Training for Inspectors of Income Tax was constituted with

the following members:

1. Ms. Susan D. George, ADG, DTRTI, Bengaluru- Chairman

2. Ms. Monica Khare, ADG, DTRTI, Ahmedabad- Member

3. Mr. Ashutosh Rajhans, ADG, DTRTI, Kolkata- Member

4. Mr. LV. Bhaskara Reddy, Addl. Director, DTRTI, Bengaluru-
Member Secretary

S. Dr, Upsen Dadaji Borkar, Joint Director, P&R-2, NADT, Nagpur
(Copies of the orders are at Annexure-[)

The Committee was assigned the following terms of reference:

The Committee shall examine all aspects related to the Induction
Training for the newly inducted Inspectors on Income Tax keeping in
view the contents of the curriculum with the changing environment of

tax administration and emerging challenges arising therefrom.

Vide the above order the Committee was directed to submit its report
by 30% June 2020, Subsequently, vide email dated 16/06/2020 of the
Joint Director (P&R)-1, NADT, the Committee was granted time until
31% July to submit its report.



2. Methodology adopted by the Committee

2.1

2.2

2.3

In view of the prevailing situation arising out of the Covid-19
pandemic and consequent impact on the regular functioning of
offices, most of the work of gathering inputs from the members and
other stake-holders was undertaken through email and
videoconferencing. In addition, consultations were held with the in-
house faculty of DTRTI Bengaluru of which the Chairman of the
Committee is the Additional Director General (Training).

The Member Secretary, vide email dated 19.05.2020 requested
inputs from the Members of the Committee as well as the Additional
Director Generals (Training) (ADGs) of all DTRTIs. For this purpose,
the existing National Training Syllabus (NTS) of Induction Training
for Inspectors of Income Tax (ITls) was shared with the respondents
along with a detailed gquestionnaire inviting suggestions for
modifications in the NTS for Induction Course for ITls. A copy of the
existing NTS is at Annexure-Il. The guestionnaire circulated is at
Annexure-lll to this report. Responses were received from the
Members as well as the ADGs of other DTRTIs as given in
Annexure-IV.

To gauge the effectiveness of the Induction Course for Inspectors
being conducted at the DTRTIs, a sample survey of the Supervisory
Officers of recently trained Direct Recruit ITls was undertaken. For
this purpose, the details of participants of the Induction Course for
ITls conducted at DTRTI Bengaluru in 2018 and 2019 were
obtained along with details of their present pasting. Therealter, a
short questionnaire was emailed to their supervisory officers
regarding their satisfaction with the performance of the trainees in
various aspects of functioning subsequent to completing the



2.4

2.5

2.6

2.7

2.8

Induction Course. The questionnaire circulated is at Annexure-V.
The details of the sample size and the analysis of the responses
received is at Annexure-V1.

In addition to the above, the feedback received from the
participants of the Induction Training for ITls conducted by DTRTI
Bengaluru during the last 4 years was analyzed and given
weightage while drawing up the report. A consolidated statement of
the feedback received from the trainees is given at Annexure-VII.

After consolidating the responses received, a discussion paper
containing a dralft revised syllabus was circulated among the faculty
of DTRTI Bengaluru. The Member Secretary made a detailed Power
Point presentation to the faculty over two days on 11t and 12t
June 2020. Inputs and suggestions received from the faculty,
including the Course Director of the Induction Courses for ITIs
conducted at the Institute, were duly incorporated into the draft
revised syllabus.

Therealter the draft recommendations for revising the NTS for the
Induction Course for ITls were circulated by email dated
08/07 /2020 to the Members of the Committee.

An online meeting of the Committee was held on 10/07/2020, at
which the draft revised syllabus was deliberated in detail by the
Members of the Committee. The minutes of the Meeting are placed

as Annexure-VIIl. The Members’ responses were duly incorporated
in the Final Report.

NADT had also called for suggestions from the Pr.CCIT {CCAs)
regézﬂing modifications in the National Training Syllabus for
Induction Course for Inspectors of Income Tax. However, no

response was received as on date,



3. NTS for Induction Course for ITIs: Background and Need for Review

3:1

3.2

The National Training Policy 2012 brought out by the Department
of Personnel and Training advocates a competency-based approach
to training based on a classification of distinct types of posts. To
quote from the Policy:

*Competencies encompass knowledge, skills and behavior, which
are required in an individual for effectively performing the functions
of a post.”

Further, the Policy states that, “the objective of training will be to
develop a professional, impartial and efficient civil service that is
responsive to the needs of citizens.”

Training is envisaged to be imparted at the time of entry into the
service and thereafter at regular intervals in the course of the civil
servant’s career. Within the Income Tax Department, training
im;tnarm:l by the NADT and the DTRTIs is instrumental in realizing
the Vision of the Department, which is as follows:

“The Department will be recognized as a professional organization,
collecting resources efficiently, considerate towards its clients,
adapting and improving and promoting voluntary compliance.”

Inspectors of Income Tax (ITls), who fall under the Group C’
category of officials of the Income Tax Department are, at present,
recruited centrally by the Staff Selection Commission. ITls perform
the frontline functions of the Department, from carrying out field
enquiries and collection and recovery of taxes to specific functions
in different offices e.g. headquarters, investigation, audit, etc. The
Manual of Office Procedure, 2019 lists out the Functions of



3.3

3.4

Inspectors of Income Tax. These are given in Annexure-IX. It is
readily apparent that an ITI has to be proficient in income tax and
allied laws, accountancy as well as all the various aspects of the
Department’s functioning. Therefore the training imparted at the
time of induction into the Department plays a critical role in
fostering the competencies of the ITls and instilling a sense of
professionalism in line with the Vision Statement of the
De}:artment supra.

The newly-recruited ITIs are expected to undergo Induction
Training within a reasonable periocd from the date of joining the
Department. The Induction Training for ITls is conducted by the
nine Direct Taxes Regional Training Institutes coming under the
administrative control of the NADT. Depending on the training
population available, the DTRTIs may conduct one or more
Induction Training Programmes for newly-recruited ITls in a year.
The Induction Training for ITIs is at present conducted for a
duration of 60 working days and is the longest training programme
undertaken by a DTRTI.

The National Training Syllabus currently followed for the Induction
Course for newly recruited Inspectors of Income Tax has been in
existence for more than six years. In the interim, the business
processes of the Income Tax Department have undergone a
significant overhaul, most notably through the deployment of
technology in various aspects of the Department’s functioning. The
Income Tax Act and Rules, constitute a dynamic code, which has
been amended on several occasions during this period. Emerging
areas of specialization within the Department include international
taxation and transfer pricing which involve complex issues of law
and compliance obligations. As such, the range of expertise and
domain knowledge expected of an ITI to be equipped to perform her
duties efficiently, has expanded considerably.



3.5

3.6

3.7

The cadre of ITls recruited by the SSC possesses, in general, a high
level of educational attainment. Several direct reeruit ITls hold
degrees in engineering, commerce, humanities and also
professional degrees. Several though, do not have a prior
background in accountancy and law, which therefore comprises a
significant portion of the existing NTS for the Induction training of
ITls (refer Annexure-II).

Moreover, ITis being at the frontline of the Department’s
functioning, they are expected to maintain high ethical standards
in their interface with taxpayers. Therefore the modules relating to
Soft Skills training form another vital component of the Induction
Training.

At the time of adoption of the present NTS, the systems-related
functions were being carried out through the ITD applications.
Training in ITD therefore constituted the bulk of the other
important module of the present NTS ie. the Information
Technology module. The ITD applications have since been phased
out and replaced by a comprehensive suite of applications known
as Income Tax Business Applications or ITBA. ITBA modules now
cover the entire gamut of the Department's functioning and each
and every personnel of the Department is expected to be proficient
in all aspects and modules of ITBA. In addition, with the increased
use of data analysis in risk assessment, core functions such as
assessment and appeals have also migrated to a faceless’ system,
Therefore, ITls and indeed, all Department personnel are required
to be familiar with the new system. The existing NTS included 23
sessions on ITD whereas the revised Information Technology
Module including inputs on ITBA, for the reasons speit out above,
requires a minimum of 36 sessions.



3.8 Some aspects of the existing NTS do not require modification as

3.9

they deal with office procedure and other topics which have not
undergone any significant changes in the interim.

With this background, the Committee recommends a new National
Training Syllabus for the Induction Course for Direct Recruit
Inspectors of Income Tax, which is appended hereto:

0
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Annexure B-1

Pomesuse~1L

NATIONAL SYLLABUS FOR INDUCTION COURSE OF INSPECTORS

{360 sessions / 60 days)
Day Topic | SESSIONS | Desired
Module
Outcome
o _INTRODUCTION MODULE -2 DAYS (12 SESSIONS)
l Briefing & Registration 1 Imroduction to
structure and
Working of the
L.T.
Department
Inauguration & High Tea l
Ice Breaking - 1
Organisational Structure of I-T Dept, 1
Role and Function of ITI 1
Course expectation 1
2 Interaction with Pr. CCIT/CCIT/DGIT |
Interaction with Pr.CIT/CIT/DIT 1
Interaction with AddL/Jt. CIT 1
Interaction with AddL/Ji. DIT (Inv.) |
Interaction with ACIT/DCIT |
Interaction with ITOs I
Tatal Mo. of Sessions 12
- MODULE 2 - ACCOUNTS - 5.5 DAYS(33 SESSIONS)
1 Principles of accountancy and concepts | 2 Higher
Secondary
Level
Proficiency in
Accounting
Journal entries 2
Cashbook / Bankbook 2
2 Bank reconciliation statement 2
Rectification of emors 2
£ ] Ledger & Trial Balance 4
Bill of exchange / JV 2
Single entry system of accounts - 2
4 Accounts of non-profit oreanizations! AOP/Trust) 2
Preparation of Final Accounts 4
5 Consignment 1
Partnership accounts; Admission; Retirement; 4
Dissolution
Companies® aocounis |
6 Companies’ accounts (workshop) 3

(1)
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e

| | Total No. of Sessions

| 33

Basic definitions

2

MODULE 3: INCOME TAX ACT 12.5 Dfﬁ"& (75 SESSTIONS)

Understending
the Structure of
LTAW.T and
familiarity with
all major
PIEOVISIONS

Basis of charging tax

Scope of total income ard deemed income

LEes

HEADS OF INCOME - Salary

HEADS OF INCOME - House Property

Business and Profession

Business and Profession

Business and Profession

Capital Gains

Capital Gains

Oither Sources

Clubbing of Income

Section 68 & 69

Set-off and camry forward of losses

Exemption— 5. 10

Deduction Chapter V1 A

5.11&12

MAT

Interest caleulation

IT

TP (1 SESSION)

TOETCS

Collection & Recovery (including Sch. [I&II)

Prosecution

10

Appeals

Search & Seizure; Survey (s. 153, 132, 133A)

11

Yarous time limit under I-T Act

Remedial measunes (5. 147; 154; 263, 264)

12

Assessment and re-assessmen! procedure

Wealth Tax

13

Penalties

Bl i | | B | B | ] s e | ] W e ol b e | B e ol [ e | I B e |

Total Mo. of Sessions

75

SESSIONS)

MODULE 4: INFORMATION TECHNOLOGY IN I-T DEPT. 5 DAYS (30

Familiarisation with InfoTech set up in I-T Dept.

3

Initiation to
computerized
working
environment
and comion
level with ITD

Basics of operating compulers

2-5

ITD (including ITDMS, ITS, NMS elc)

—
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Accounting software, data mining 4 | Ability to
query Tally and
genecrale

= reports

Total No. of Sessions 30

MODULE 5: WORKSHOP 9 DAYS (54 SESSIONS)

Salary, house properly 6 Revision and
Practical
Exposurs

2= Business and profession 12
4 Capital gain, other sources, MAT &
5 Compulation of total income 6
& Appeal effects CIT(A) ITAT, HC/SC/serutiny 6
reportremand repont
T Drafting of assessment _order [
g Drafling of Rectification order 6
g Drafling of penalty orders ]
Total No. of Sessions 54

MODULE 6: INVESTIGATION OF FINANCIAL STATEMENTS 5 DAYS (30

SESSIONS)
Firms/Limited lability firms/AQP [ Development
of Investigative
Skills
Companies i}
3 Workshop on drafting of questionnaires 6
4 Common modes of tax evasion 12
Total No. of Sessions 30

MODULE 7: INQUIRY /SEARCH/SURVEY 10 DAYS (60 SESSIONS)

Open and discrete inguiry & reporting

| Developing

Operational
Efficiency
during
Intelligence
gathering
/Search/Survey

Inquiry under 5. 133 (6)

Inquiry under s. 131

Field inquiry & surveillance , data bank

Debrief

Recording of statement

—

Dos &Donls in Survey/Search

Mock search and debriefing

Filling of panchnama, inventories, PO, seals etc.

Dizcrele inguiry

Debriel

Cvber forensics

et | e | g | N k| O LA | L] D

el =]

Coordination with other agencies (CEIB & REIC

B | o | o | S0 | O | R

iy
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et}

Total MNo. of Sessions

60

MODULE 8: MANDATORY WORK 4 DAYS (24 SESSIONS)

1 CAP [ Registers & Developing
Practical
Expertise

2 Daossiers b

3 Audit objections &

4 Judicial matters {scrutiny repor, filing of appeals, 6

pamwise comments, remand repors etc)

Total No. of Sessions

24

Intro to Indian Evidence Act

MODULE 9: OTHER LAWS2 DAYS(12 SESSIONS)

Eabaneing
Legal Thinking

Intro to Indian Partnership Act

Intre to CPC

Intro to Cr. PC

Intro to FEMA

Intro to Money Laundering Act

Intro o RT1 Act

Intro to Transfer OF Property Act

Intro to Hindu Law

Intro to Information Technology Act

Intro to Company Law

P e R R e e e e

Total No. of Sessions

12

Conduet Rule

MODULE 10: ORGANIZATIONAL MATTERS2.5 DA"I" (6 SESSIONS)

Enabling
lnlﬂgﬂllﬂﬂ in
the depanment

Preventive vigilance and vigilance procedure

Citizen Charler/Vision Mission

ASK

TPl | o=t | s |

advances etc

Service Matters — leave, medical, pension, LTC,

Rajyabhasha

Giender Sensitization

APARs

Expenditure budget
GFR

Purchase of coods and services

Conlract management

MOP

Bl | e | o ] e | e | et | e | e

Total No. of Sessions

| MODULE 11: PERSONALITY DEVELOPMENT 4 DAYS (24 SESSIONS)

(V)
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| 1-4

i. Public speaking; communication skills; group 5 Developing
discussion; problem solving, motivation; individual
presentation; exposure o industry; team building; efficiency

ethics & values |

Sub-total Mo, of Sessions 15

Grand_Total No of Sessions - 360

NOTE:

6.

9.

Each Session is proposed to be of 60 minutes duration.

Each DTRTI is expected to follow the pattern however, they should be free to
make minor adjustments in number of sessions and sequencing of modules /
sessions in view of factors like batch profile, availability of faculty availability,
venue etc.

Workshops can be used in innovaitive ways such as giving tests, MCQs, quizzes
or field exposure.

Inter-mixing of sessions from different Modules can be done as per the
eonvenience of the concerned DTRTL

Modules 2, 9, 108 11 are structured so that they can also be outsourced, if
required. These can be conducted off-site as a tie-up with institutes like ICAL
ISTM or law colleges ete. This will reduce the number of days spent on premises
of D'TRTIs, allowing DTRTIs to train multiple batches in shorter duration.
Modules 10 & 11 can also be mass-delivered with 100-150 participants in each
class,

However, depending on numbers, DTRTIs can deliver all the modules
themselves on-campus.

The module on allied laws should have special focus on their application in
Income Tax Act.

Each module should have some form of evaluation for assessing knowledpe
assimilation. This may be in form of quiz, MCQs, workshops, online tests elc.

(v)
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To,

All members of Committee,
Review of National Training Syllabus,
Induction Course of Incormne Tax Inspectors,

Sirf Madam,

Sub: Request for Feedbock and Suggestions on Review of Training Course Syllabus for Induction
Training of Inspectors of Income Tax-Reg.

Ref: Committee  constituted  vide  order dated  08/05/2020 of FhNo
NADT/P&R/Committee/2020-21

Kindly refer the above

Vide reference above, all the members of the committes are aware that the terms of reference
listed out in the arder, To take forward the task of the committee purpose for which is constituted, all
members are requested to share thelr views, opinions, suggestions based on feedback from past

experience In conducting the induction course inspectors of income tax in Direct Taxes Regional Training
Institutes (DTRTIS).

There are several issues cancerning to the review and modification of the Mational Training
Syllabus for Induction Course of Income Tax Inspectors in the changing needs of tax administration &
technalogical driven approach. To start with, a proforma is belng circulated to all the members of the
committee to share their views on the subject with a request to provide the information after considering
individual and institutional exposure on the conducting the said course in the past several years. The
feedback of trainees, guest faculty and in-house faculty which is readily available in the respective DTRTIs
may be considered and consolidated while sending the filled-up annexure

Your feedback may be please be sent to the member secretary of the committee at the earliest. The
contact number and mail id are provided below.,

Sri LV Bhaskara Reddy, Addl. Director {Trg.)-2, DTRTI, Bangalore,

Mobile No: 9900905566, Mail id: vijayabhaskara.r.lekkala@incometax, gov.in

5df-

LV BHASKARS REDDY)
Addi. Director (Trg)-2, DTRTI, Bengaluru,
Encl:a.a.

w)



Armerure I

ANNEXURE

Feedback & Suggestions on National Training Syllabus {NTS) for Induction Training Course for
Inspectors of Income Tax

1. Suggestions on DURATION of the course (Existing duration is 60 days)

i

Mame of the Duration Remarks
course of the
' COUrse |
suggested
induction Course
for Income Tax
Inspectors ,

2. Total duration of training sessions in a day as of now is & hours excluding lunch break and tea
breaks between the sessions. Duration of each session is one hour at present. Please suggest the
modifications in this regard, if any.

Mame of the Present Pasition Proposed Change Remnarks
Course Total | Duration | Total Duration
Duration/ | of Each | Duration/ | of Each
Day Session Day Session
Induction Course | & Hours 1 Hour
for Income Tax

Inspectors |

3. Suggestions on relevance of medules in the existing NTS & modifications required. (Please see
TABLE-A at Page- of this Profarma)

Suggested Action 1 | 2 a | a Remarks

Retainable Modules
Rermovable
Modules

Merger of Modules
Splitting of Modules

{A detailed note may kindly appended if required)

4. As per the number of modules suggested against the point above, the following aspects may be
suggested. [Please use the tables given below)

(ih
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I, Inclusions of new topics and sessions required
.  Exclusions of topics which are not relevant

. Reduction of sessions out of existing topics

.  Topics require increase of sessions

(1) INCLUSION OF NEW TOPICS AND NUMBER OF SESSIONS REQUIRED

e

* No. of
i ] rks
5.MNo. Topic Sessions ema

(1) EXCLUSION CF OUTDATED TORICS COMPLETELY

|
5.MNo. Topic Bl Remarks

{11} REDUCTION OF SES5I0NS OUT OF EXISTING TOPICS

5.No. Topic 00k 04 Remarks

(5 Please state only reduction in sessions not the total number sessions after reduction)

(W) TOPICS REQUIRE MORE MUMBER OF SESSIONS

5.No. Topic :::“: Remarks

K Please state only increase in sessions & not the total number sesslons after increase)

(i)



Annex wee~TIT

5. Any other matters pertaining to the Induction Training of Inspectors of Income Tax may be
suggested. (Leave Policy for trainees during training course & Qutstation Visits or interaction with
field offices etc.)

{Signature)
Date: Mama:

Place: Designation:

(V)



TABLE-A: Basic Structure of the Existing Course

S.No. | Module Mo.of | Mo.of Objective
Days | Sessions
1 Introduction 2 12 | Structure & working of the IT Dept.
2 Accounts 5.5 33 | Higher secondary level proficiency in Accounts
3 Income Tax Act 115 75 | Understanding the Structure of Income Tax
[fWealth Tax and familiarity with all major
provisions
4 information Technology g 30 | Initiation to computerized working
in I-T Dep. environment 2nd comfort level with ITD,
Ability to query Tally and generate reports
E Waorkshop g 54 | Revision & practical exposure
6 Investigation of Financial 5 30 | Development of investigative skills
statements
7 Inguiry/Search/Survey 10 60 | Developing operational efficiency during
intelligence gathering/Search/Survey
g Mandatory Wark 4 24 | Developing practical exposure
g Other Laws 2 12 | Enhancing legal thinking
10 Organizational Matters 2.5 15 | Enabling Integration into the Dept.
i1 Personality Development 4 24 | Developing individual efficiency
Total 60" |  3&0°

*There is an arithmetic error in Total No.of Days and Sessions Sent by MADT in NTS. Actual Total
Mo.of Days and Sessions are 61.5 & 369 respectively.




Prnexure -V

a Direct Taxes Regionol Tralning Instituse
(TR TR, FTRTETHT) & D isash o W ehional Acadensy of Lirest Taves, Wagpes)

16, Trrrils 16, Greams Road
Frea Rttty B 5 N L Building 1l floar
it - 6000ve Chennal- GG
qunT: 044 26295686 Tel:044 24295686
e 044 258295686 Fox:44 25295646

Emall: dir Vel ety

22052020

Ta,

The Principal Director General (Training)
National Academy of Direct Taxes,
Magpur.

Madam,

Sub: Feedback for Review of Training Course Syllabus for
Group B & C officers - reg.

Ref: Mail by JD (P&R) - |, NADT, Nagpur received on 19/05/2020
e
With reference to the abave, the feedback for review of Training Course
Syllabus for Group B & C officers to be trained by DTRT!, Chennai and MSTU'S

attached Lo it, is forwarded herewith in the required format.

Yours Sincercly,

3

{JOE SEBASTIAN}
Additional Director General

DTRTI, Chennai.
Copy to: JD (P&R) — |, NADT, Nagpur.

€D
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Feedback & suggestions on National Training syllabus for Induction training
of Inspectors of income Tax.

By ADG (Training), DTRTI,Chennai.

Annexure-A-2

1. The following sessions in the National syllabus for Induction training of
Inspectors of Income Tax are outdated and can be substituted with more
relevant inputs:

Mo suggestions- The Topics included are all relevant and have to be

retained,

2, The following sessions need to be included in the Mational syllabus for
Induction training of Inspectors of Income Tax.

—_——

i

| s.no Topic INoof |  Remarks
- N  sessions |
|1 ' Digital Forensics | 12 ' Suggested for
2 Computerised financial | 12 | consideration and
| accounting  implementaticn by
3 Benami transactions '3 NADT
prohibition Act — 1
4 PMLA '3
5 Mock searchfsurvey | B
_ operations
6 oIT 12 |

3. The time allotted for following sessions in the National syllabus for induction

training of Inspectors of Income Tax need to be reduced:

Mo suggestions —The time allocated is sufficient.

4, The time allotted for fellowing sessions in the Mational syllabus for Induction

training of Inspectors of Income Tax need to be enhanced:

MNo suggestions

(11)
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5. Other Remarks & suggestions:

» Motivational video/Audio on a daily basis for at least 15 minutes
before beginning the sessions daily.
» The participants need to be given on the Job Training in different
sections like
- Assessment
- Appeal
- Audit
- LTU
- ReAC
= |TBA
- 1&CQ
- Intl, Taxation
- Judicial
- Transfer Pricing
- |TAT etc.
On rotation for maybe 4 Sessions each by attaching them to
an AC/DC.
o The course duration if required can be extended by 10 days.

Date: = C

(JOE SEBASTIAN)
Additional Director General (Trg)
DTRTI, Chennai

Q)
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DIRECT TAXES REGIONAL TRAINING INSTITUTE,

(INCOME-TAX DEPARTMENT)
25 ploar, Nanalal Chambers, Opp. Times of India, Ashram Road,
Alvnedabad -350 009
Tele Fax Nu. (079) 26581496, 97
v ARGTRT ) Alad Feedback 18 17154 202021 Date: 02.06.2020.

Mra. Susan I, George
Addl. Direetor Qenerml, BTRTI,
Bengulury

N |
CERNER BN il

Sil: Recommendutions for modification in the National Training
Syllabus for the Induction Courss of Inspectors of Income-
lox — reg.

Kty refer ta the above,
The recommundations are as folfowing-

l. Ther following sess:ens should be rexmoved:
Wealthn Ve Agiy,
i
The foilowing seasions should be changed:-
Instcad of ITH - ITEA, ReAC & [ngight should be included,
The lallowing sessions should be miroduced:-
Benami Tramsaction Act, PRILA
Thrsessien an Course Expertation should include Oudine af the Course.

)

Yours ithially,

-

(MONICA KHARE)
Al Dhrectar General,

DTRT!, Ahmedahad

[t

(oxin)
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ANNENURE

feedback & suggestions on Natlonal Trainlng Syllabus [MT5) for induction Tralning Course for

inspector of Income Tax

1 Suggestionson DURATION of the Course | Existing duration s 60 doys)

Tax Inspeciors

{1] 1 day tralning on how to
host webinar / attend
witblnar or attend
videoconferencing

{ii} 1 day for stress
management.

Marne af the Course Duraton of the Course Remarks
Suppested =N
Induction Cousse Tor income | Exlsting plus ML

|

2. Total duration of teaining sessions in.a day as of now is 6 hours extluding lunch break 3nd
1E3 breaks between the sessions, Duration of each session = ane hour at present. PMlease

suggest the modificavions in this regard, if any,

Mame of the FProsent Podition Proposed Remarks
Course Change
induction Tatal Duration of | Total Ouration  of
GCourse  for | Duration/ Day | Each'Session | Duration/ Each Sessan
income  Tax Day
Inspector
& Hours | 1 Hour - - ML

3. Suggestionsaf refevance of modufes in the existing NTS & modification required | Please see
TABLE =A at Page afl this Proforma)

Suggested 1 3 {3 -] |l Remarks

fction

Retainable - -~ - - All athers except

Modules changes
suggested In
Module 3 & 11
wvide Para 4 {1} [ii)
B (v}

Removabla Wealth Tax - = - -

Modules portlon  af

maodule 3

Merger of | - E - = =

Madules

Splitting of | = - = = =

Modules ]

(A detailed note may kindly appended if required)

be suggested ( Please use the tables given below)

i Inclusions of new tepics and sessians required.

ii. Exclusions of Loplcs which are not relevant.

Wi, Reduction of sessions out of existing topics.

. Topies requiring Increase of sesslons.

il nclusians of new topics and sesslons required,

M

As per ihe number of modules suggested against the point above, the following aspects may

(%iv)



[Sne. Toplcs Ho.of Sessons | Remarks
1 Handilng  of  digital Some of the
evidence ' Sessions  of
Wealth Tax can
be assigned .{m‘]
_ ST
() Exclusions of topits which are not refevan,
5.4D. Topics No.of Sessions | Rermarks i
1 Sessions with fespect to Same  of 'Ihil
‘Wealth Tax need to be sgssions ¢an be
excluded. assigned |
' handfing of |
digital evidence
G} Reduction of sessions out of sxisting topics.
5.0, Topics. 5 No.of Sessions | Remarks ;
(5 please state only reduction in sessions not the To1al number sessions aftee
reduction}
fivk  Topics requiring increase of sessions.
S.Mo. Topics #.No.of Sessidng | Remarks !
1 (i} 1 day training on how 1o | 6 Each(Total 12) -
higst webinar / attand i
webinar or attend
i) 1 day for stress ¥ e
management. ) {3
LS Hﬂmahta only inzrease in sessions & not the total number sessrons afier
In:timl
Hes 5. Any gther matiers pertaining 1o the induction Training of Inspectors of income Tanmay
i be suggested {Leave Policy lar Iﬂiﬂ!tl‘-ﬁm‘i&gtmmﬁtﬂﬂm Ewutalimvﬁhur B
Frmreo \ interaction with field office ere. ) .




TABLE-A: Baslc Structure of the Eﬂﬂmm

5o, | Module toof | Mool | Objective

: Days | Sessions '

L Intreduction 2 12 { Structure & working of theiT Dept.

; Arcounts 5.5 33 | Higher secondany level praliciency m Accgunts

3 | Income Tax Act 12.5 75 | Understanding the Structure of Income Tax

fWealth Tax and familiarity with all major

pravisions

4 infarmation Techaology in 5 30 | Initiation to computerized working

I-T Dep. environment and comfort level with D,

Abilitg to guery Tably and generate réports

5 | Workshop 9 54 | Revision & practical expasure

6 | investigation of Financial 5 30 | Development of investigative skifls
Statements ' ' e

7 | Inquiry/SearchiSurvey 10 60 | Developing operational efficiency dufing

Intellgence gathering/Search/Survey

8 | Mandatory Work 4 24 | Developing practical exposure

=

§ | Other Laws 2 12 | Enhancing legal (hinking

10 | Organizational Maiters. 5 15 | Enabling imtegration into the Dept, |
11 | Personaliry Bevelopment 4 24 | Developing individual efficiency LRpE =

Total 60° |  3e0° e ) ekt
3 There is an arithmenic error in Total No of Days and Sessions Sent by NADT In NS, Actual Totalk
pighye T Mool Days and Sessions are 61.5 & 369 respectively, Ta e e e
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ANNEXURE
(Suggestions from Shri Arvind Mishra, DD{Trg.), DTRTI, Lucknow)

Feedback & Suggestions on National Training Syllabus (NTS) for Induction Training Course for
Inspactors of Income Tax

1. Suggestions on DURATION of the course (Existing duration is 60 days)

Name of tha Duration of Remarks
course the course
suggested
Induction Course 100 We need to add IT topics likeword , excel ppt publisher,
for Income Tax days{physical) | ITBA medules .Online training needs to be donefadded ,
Inspectors 200 days benami and black money act have to be included .We
online mode | need to conduct daily quiz , session wise quiz and weekly
and monthly quiz for which we need 10 sessions
equivalent time .

2. Total duration of training sessions in a day as of now Is & hours excluding lunch break and tea

breaks between the sessions. Duration of each session is one hour at présent. Please suggest the
madifications in this regard, if any.

Mame of the Present Position | Proposed Change Remarks
Course Total Duration | Total Duration

Duration/ | of Each | Duration/ | of Each

Day Session Day Session
Induction Course | 6 Hours | 1Hour | 6 physical | 90 In online mode we |
for Income Tax and 3 | minutes cannet do six hours |
Inspectors online as it is physically |

taxing for participant |

3. Suggestions on relevance of modules in the existing NTS & maodifications required. {Please see
TABLE-A at Page- of this Proforma)

Suggested Action 1 z 3 4 Remarks
Retainable ITBA all Tally and Faceless Service
Modules modules | examination | assessment | approach

of accounts | procedures | and

10 sessions - | (6 sessions) | focus on |

(ki)
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voluntary
taxation

Removable
Modules

Wealth

Merger of
Modules

Splitting of
Modules

{4 detailed note may kindly appended if reguired)

. As per the number of medules suggested against the point above, the following aspects may be
suggested. (Please use the tables given below)

L Inclusions of new topics and sessions required
. Exclusions of topics which are not relevant
. Reduction of sessions out of existing topics

V.  Topics requiring increase of sessions

{1} INCLUSION OF NEW TOPICS AND NUMBER OF SESSIONS REQUIRED

5.No. Topic o Remarks
i Benami act 4
2 Black Money Act 4
3 ITBA all modules a0
4 IT skills like excel word ppt | 20
and publisher and editing
videos and images , making
flyers and pamphlets
() EXCLUSION OF OUTDATED TOPICS COMPLETELY
5.Mo. Topic oo Remarks
1 Wealth Tax

{1} REDUCTION OF SESSIONS QUT OF EXISTING TOPICS

(xvi)



Date:

Place:

5.No.

Topic

% No. of

Remarks

{5 Please state only reduction im sessions not the total number sessions after reduction)

(V) TOPICS REQUIRING MORE NUMBER OF SESSIONS

1L

i Mo. of

S.No. Topic Remarks
1 Income from Businessand | 5
profession
2 Section @ 4 Includes international taxation

(# Flease state only increase in sessions & not the total number sessions after increase)

Any cther matters pertaining to the Induction Training of Inspectors of Income Tax may be
suggested, (Leave Policy for trainees during training course & Cutstation Visits or interaction
with field offices etc.)

1. Online participants not to be disturbed during enline classes but thye can work
otherwise

2. Training to be done only in online mode .Mo offiine classes except sum up classes at the
end of three days
3. Feedback and Training needs expression onling
4. End of Training Exam to be conducted without any impact on promotion or posting

10-06-2020
Lucknow

Not required

(Signature}
Mame; Arvind Mishra
Designation:DDIT

(xix)
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TABLE-A: Basic Structure of the Existing Course

T

['5.Na. | Module Mo.of | No.of | Objective
Days Sessions
1 Introduction 2 12 | Structure & working of the IT Dept.
2 Accounts ES 33 | Higher secondary level proficiency in Accounts
3 Income Tax Act 115 75 | Understanding the Structure of Income Tax
MWealth Tax and familiarity with all major
i provisions
4 | Information Technology in 5 30 | Initiation to computerized working
I-T Dep. environment and comfort level with ITD.
Ability to guery Tally and generate reports
5 Warkshop 9 54 | Revision & practical exposure
6 Investigation of Financial 5 30 | Development of investigative skills
Statements
7 Inguiry/Seanch/Survey 10 60 | Developing operational efficiency during
intelligence gathering/Search/Survey
B Mandatory Work 4 24 | Developing practical exposure
9 Other Laws 2 12 | Enhancing legal thinking
10 Organizational Matters 2.5 15 | Enabling integration into the Dopt.
_%1 Personality Development 4 24 | Developing individual efficiency
Total 60* 360"

here is an arithmetic error in Total Mo.of Days and Sessions Sent by MADT in NTS. Actual Total
Mo.of Days and Sessions are 61.5 & 369 raspectively.
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ANNEXURE-B

NATIONAL SYLLABUS FOR INDUCTION COURSE OF INSPECTORS
{Suggestions from Ms. Ranu Mukherjee, Addl Director (Trg.), DTRTI, Dethi)
{360 sessions / 60 days)

Day | | Topic | SESSIONS | SUGGESTIONS

_INTRODUCTION MODULE - 2 DAYS (12 SESSIONS)

1 Briefing & Registration

Ice Breaking

1
Inauguration & High Tea 1
I
i

Organizational Structure of I-T
Dept.

Role and Function of IT] 1

Course expectation 1

Zz Interaction with Pr. 1
CCIT/CCIT/DGIT

Interaction with Pr.CIT/CIT/DIT l

Interaction with Addl./Jt. CIT |

Interaction with AddL/JL DIT 1
(Inv.)

Interaction with ACIT/DCIT |

Interaction with [TOs |

Total No. of Sessions 12

MODULE 2 - ACCOUNTS - 5.5 DAYS(33 SESSIONS)

1 Principles of accountancy and 2
concepts

Journal entries

Cashbook / Bankbook

2 Bank reconciliation statement

Rectification of errors

3 Ledger & Trial Balance

Bill of exchange / JV

Single entry system of accounts

et [ | ek | e | P | B B 52

4 Accounts of non-profit
organizations( AOP/Trust)

Preparation of Final Aceounts

5 Consignment

Y S S

Partnership accounts; Admission;
Betirement; Dissolution

(xxD)
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Companies’ accounts

Sch. T1&I)

6 Companies’ accounts (workshop) 3 The number of workshop session
may be increased by | more
Sessions on ICDS and Ind-AS
may be included
Total No. of Sessions 33
MODULE 3: INCOME TAX ACT 12.5 DAYS (75 SESSIONS)
1 Basic definitions 2
Basis of charging tax 2
Scope of total income and deemed 2
income
2 HEADS OF INCOME — Salary 2
HEADS OF INCOME -~ House 2
Property
Business and Profession 2 May be increased to 12
3 Business and Profession 6 8 class room and 4 workshop /live
4 Business and Profession 2 examples
Capital Gains 4 May be increased to 5 or 6 for
5 Capital Gains 1 concepiual clarity purposes ,
many practical issues arise on
capital gain
Other Sources 2 May be increased to 3 or 4 for
concepiual clarity pumposes ,
many practical issues arise on
capital gain
Clubbing of Income L
Section 68 & 69 2 May be increased to 4 to 6 atleast
as il is most imporiant section
requiring application of mind and
enguiries by the ITI
6 Set-off and carry forward of losses 2
Exemption — S. 10 2
Deduction Chapter VI A 2 Could be increased by | or 2 more
sessions as practical part requires
enquiries/investigation by ITl in
many cases
T S0 & 12 2
MAT 2
Interest calculation 2
8 IT 1
TP (1 SESSION) 1
TDSTCS 4
9 Collection & Recovery (including 4

|

(i)
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Prosecution 2
1) Appeals 2 May be increased by 2 more
sessions
Search & Seizure; Survey {s. 153, 4 The number of sessions may be
132, 133A) increased to 6 for conceptual
clarity of these sections as they
are extremely important from
application point of view
il Various time limit under I-T Act 2
Remedial measures (s. 147; 154 3 Section 147 and section 154 are
263; 264) extremely important , therefore |
exclusive session for recording of
reasons under section 147
required
12 Assessment and re-assessment 2 This portion requires proactive
procedure involvement of 1Tl and therelore
the number of sessions may be
increased from 2 to 6 with more
of practical sessions and case
shudies/live example sbeing
clubbed with this.
Wealth Tax 4 Not required , may be
discontinued
13 Penalties 4
Total No. of Sessions 75
MODULE 4: INFORMATION TECHNOLOGY IN I-T DEPT. 5 DAYS (30
SESSIONS)
1 Familiarisation with InfoTech set 3
up in [-T Depl.
Basics of operating computers 3
2-5 ITD (including ITDMS, ITS, 20 May be replaced with
NMS eic) ITBA.AND NJRS
Accounting software, data mining 4 Tally is very actively used in most
smaller business houses , so it is
required and total 6 sessions must
be given,
An additional exposure to SAP is
essential for bigger corporates |,
so atleast 3 days must be given for
it.
Total No. of Sessions | 30

MODULE 5: WORKSHOP 9 DAYS (54 SESSIONS)

(XK)




1 { | Salary, house property 6
2-3 Business and profession 12
4 Capital gain, other sources, MAT 6
5 Computation of total income 6
6 Appeal effects 6 The number of sessions may be
CIT{A)ITAT,HC/SC/scrutiny increased to 8 .
report/remand report 1. There should be sessions
on mechanism of fling of
appeal in ITAT, HC and
SC and the proforma for
filing of each of these
appeals and all CBDT
S0P's and puidelines may
be explained .

2. Drafting of Scrutiny
reports and remand reports
conslitute most important
work areas of ITI. Leaming
these aspects through |
praclical sessions and QIT
tvpe field visit is a must

7 Drafting of assessment order @ THERE SHOULD BE
WORKSHOP FOR
(0 Drafting SHOW CAUSE
WNOTICES
(i)  Faet finding through field
enguiries and investigation
through notices U/S133(6)
AND 131.
8 Drafting of Rectification order fi
9 Drafting of penalty orders ]
|
Total No. of Sessions | 54
The ITI's may be given field exposure through OJT type mechanism where they get to see live files

. which will actually enhance their understanding of these vital functional aspects .

MODULE 6: INVESTIGATION OF FINANCIAL STATEMENTS 5 DAYS (30

SESSIONS)

1 Firms/Limited liability firms/AQP 6

2 Companies 6

3 Waorkshop on drafting of 6 Should be included within module

questionnaires 5.The drafting of questionnaire is
part of assessment only .
4-5 Common modes of tax evasion 12 . This should be interactive |
with live case studies
4
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2. Industrial study tour to
visit some imporiant
business seclors

3. PPT presentation group
Wise on (ax evasion
techniques sector wise

Taotal No. of Sessions

30

MODULE 7: INQUIRY /SEARCH/SURVEY 10 DAYS (60 SESSIONS)

Open and discrete inquiry &

reporting

Inquiry under s, 133 {6)

Inquiry under 5. 131 6
2 Field inguiry & surveillance , dala G
bank
3 Debriel 6
4 Recording of statement G
5 Dos &Donts in Survey/Search 6 1. The requirements of
search and surveys are
distinct. So, the sessions
should be distinet .

2. Leaming through sharing
of case studies and live
examples ,

3. could be integrated with
module where the
procedural and legal
aspects of invoking
Seclion 132 and 133A are
taught.

i Mock search and debriefing i
7 Filling of panchnama, ]
inventories, PO seals etc.
8 Discrele inquiry 4
9 Debrief 1]
10 Cyber forensics 6 The number of classes may be

increased to 10 (2 days atleast
).IT1's have exiremely important
role to play in search premises, so
handling digital data may be of
utmost importance.

(Xxv)




11 Coordination with other agencies 2
(CEIB & REIC etc)
Total No. of Sessions &0

MODULE 8: MANDATORY WORK 4 DAYS (24 SESS10NS)

CAP / Registers

Dinssiers

Audit objections

e | bd [ —

Judicial matters (scrutiny report,
filing of appeals, parawise
comiments, remand reports elc)

LR N

This should be integrated with
filing of appeals section .

Total Mo. of Sessions

24

MODULE 9: OTHE

R LAWS2 DAYS5(12 SESSIONS)

Intro to Indian Evidence Act

Intro to Indian Partnership Act

Intro to CPC

Intro to Cr. PC

Intro to FEMA

Intro to Money Laundering Act

Intre to RTI Act

Intro to Transfer OF Property Act

Intro to Hindu Law

Intro to Information Technology
Act

R o= B ) P ) )

Intro to Company Law

==

Total Mo. of Sessions

12

MODULE 10: ORGANIZATI

ONAL MATTERS2.5 DAY (6 SESSIONS)

Conduct Rule

1

Preventive vigilance and vigilance
procedure

1

Citizen Charler/Vision Mission

ASK

Service Matters - leave, medical,
pension, LTC, advances etc

Rl | s | it

Rajyabhasha

Cender Sensitization

APARs

Expenditure budget

GFR

| e | | |

Purchase of goods and services

(xxvi)
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Conlract management 1
MOop 2
Total No. of Sessions 15 |

New topics : Role of ITI in Headquarters : 1. Administrative functions /handling of personnel
matters: | or 2 sessions

2. Noting and drafting skills : 2 days for all headquarters roles and responsibilities in the
Department

For Delhi Only :

Officials in Delhi are posted to CBDT and attached Directorates on regular basis , Therefore, an
additional 5 days be given to Delhi where 2 days could be for basic overview of work profile in all
Directorates and next 3 days for noting and drafting skills at ISTM for ministenal mode of

functioning .
MODULE 11: PERSONALITY DEVELOPMENT 4 DAYS (24 SESSIONS)
1-4 Public speaking; communication 15 Developing individual efficiency
skills; group discussion; problem |

solving, motivation; presentation;
exposure to industey; team
building; ethics & values |

Sub-total No. of Sessions 15 I

o

Grand Total Mo of Seszions

MOTE:

4.

. Each Session is proposed to be of 60 minutes duration.
. Each DTRTI is expected to follow the pattern however, they should be free to make

minor adjustments in number of sessions and sequencing of modules / sessions in
view of factors like batch profile, availability of faculty availability, venue ete,
Workshops can be used in innovative ways such as giving tests, MCQs, quizzes or
field exposure.

Inter-mixing of sessions from different Modules can be done as per the convenience
of the concerned DTRTL.

Modules 2, 9, 10& 11 are structured so that they can alse be outsourced, if required.
These can be conducted off-site as a tie-up with institutes like ICAIL, ISTM or law
colleges ete. This will reduce the number of days spent on premises of DTRTIs,
allowing DTRTISs to train multiple batches in shorter duration.

Modules 10 & 11 can also be mass-delivered with 100-150 participants in each class.
However, depending on numbers, DTRTIs can deliver all the modules themselves
on-campus.

(xvil)
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8. The module on allied laws should have special focus on their application in Income
Tax Act.

9. Each module should have some form of evaluation for assessing knowledge

assimilation. This may be in form of quiz, MCQs, workshops, online tests ete.

i

(exviny
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ANMEXLRE -

Feedback B Suggestions on Natlonal Training Syllabus [NTS) for Induction Training Course for
Inspectors of Income Tax.

(From Shahi Sanjay Kumar, ADG, DTRTI, Mumbai)

1. Suggestions on DURATION of the course [Existing duration is 60 days)

Name of the| Duration Remarks

cOurse of the
course I
suggested
Induction Course | 55 days The present duration of 60 working days will consume
for Income Tax three months. Looking at the severe staff shortage in the
| Inspectors field, there is a need to strike a fine balance between the

training needs of the participants and the exigencies in
the field. Also, for any fresh recruit, there is lot to learn
an the job. The additional inputs on more complex issues
can be provided by way of regular refresher courses of
short duration or through the wehbinars.

2. Total duration of training sessions in a day as of now is & hours excluding lunch break and tea
breaks between the sessions. Duration of each session is one hour at present. Please suggest the
maodifications in this regard, if any.

Name of | Present Position Proposed Change Remarks
the Course | Total Duration | Total Duration of Each Session ‘
Duratio | of Each Durationf
nfDay | Session Day [
Induction | 6 Hours | 1 Hour 6.5 Hours | 1. One hour for each session |
Course for would be ideal keeping in
Income view of span of atiention.
Tax 2. However, the experience of
Inspectors the course team at DTRTI,

Mumbal suggests that these
shall be an interactive session
of half an hour before the
start of regular sessions each
day for ascertaining the
specific  learning  difficulties
faced by the participants.

(XXX



Suggestions on relevance of modules in the existing NTS & modifications required. [Please see
TABLE-A at Page- of this Proforma)

Suggested Action 1 z 3 4 Remarks
Retainable - - - - (i} Al exsting modules are
Modules retainable,
(i) There is a need of
introducing new module at the

end of the training consisting
of On the Job Training,
Industrial Visit, Visits to ITAT
and High Court, end of the
training tests/ quiz on the
sesslons covered, the
presentation of the project
reports on OIT and Industrial
wisit, Case Studies on quality
assessments and good surveys
and basic inputs on the
Emerging Issues under the
various heads of income.

Removahle - - - - Mo Module Meeds to be

Maodules remaoved,

Merger of Modules | Module Module i. The Module 1 & 11 may be
MO.1 NO. 11 merged.

il. The part 1 of the module 1
can be limited to
inauguration, interactions
with the course team and
a brief overview of the
organisational Structure of
the Income Tax
Department. There 15 no
need of interactions with
the field officers at part 1
of madule 1.

il. The increased sessions of

merged Modules can be

utilised for team building
activity through outhound
activities (Such as Trekking

()
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and Industrial visits) and
for the inputs on regional |
language (Ek  Bharat-
Shreshth Bharat inputs).

v, The first outbound activity
can be organized In first
waek of training
preferably in 2™ or 3 day
of training clubbed with
some icebreaking
activities. !

w. Cultural activities and the
valediction shall form part
of part-2 of the merged
module-1 at the end of the

training.
Module Medule i. The module No. 5 is about |
No. 5| NO.3 workshops, it would be
(Workshap) I more effective if it is

t merged with Module Mo. 3
| which deals with the
I statutory provisions of the
i Income tax with increased
number of sessions for the
, merged module No. 3.

! i. The workshop relating to
particular head of income
shall follow immediately
after the respective head
of income is covered.

ji. There shall also be
Workshops on submitting
inguiny reports on specific
set of assignments, work
shop on preparing the
satisfaction  note  /
appraisal report/ survey
report and workshops on
recording of statements.

| v. There is also & need of
workshop on analysis of
balance sheet, profit and
loss account, return  of

(rxt)



income and the annual
report with a view of
developing  questionnaire

for  assessment and .
developing a case for the
SUMney.

v. There shall be workshops
on drafting of show cause
notices and drafting of
grounds of appeal.

Splitting
Modules

Maodule 1 after merging with
Module 11 as discussed above
can be-split in to part-1 for the
purpose of ice breaking at the
beginning of the training and
part-2 for the purpose of |
personality development
activities by giving inputs on
personality development,
team building, communication
skill, problem solving and
motivation at the end of the
training. |

{A detailed note may kindly appended if required)

suggested. (Please use the tables given below)

4. As per the number of modules suggested against the point above, the following aspects may be

{1} INCLUSION OF NEW TOPICS AND NUMBER OF SESSIONS REQUIRED

5.

Mo. Topic

No. of
Sessions

Remarks

1 Handling of various modules of
ITBA including HRMS, INSIGHTS
Portal, CPC-A0 portal, e-filing
Partal, resolving grievances lodged
in E-NIVARAN and CPGRAM
portals, and -alse E-Assessment
maodules used in ReAC.

20

The inputs on ITBA as part of Module 4
needs to be given by way of webinars
using the power point presentations
containing step by step flow chart of
navigating through the various ITBA
modules immediately followed by live
webinar  sessions  wherein  the
presenter of the webinar would be
actually logging in using the user 1D and |
password allotted to the ITBA user. it

4
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would be better if the dummy training ]
software is developed for hands on
practice sestions by the trainess,

2 Government e-  Marketplace | 4 These imputs as part of Module 10

(GeM) and PFMS would be useful if the trainees are
posted in CIT/Pr.CIT/CCIT offices.

3 Benami Transactions (Prehibition) | 2 These inputs as part of Module 9

Amendment Act, 2016 would be of help for discharging the
duties as ITls posted in BPU Unit of
| Investigation Wing.

4 Black Money Act 2015 | 2 These inputs as part of Module 9
would be of help for discharging the
duties as [Tls posted under the range

by heads.

S Exchange of information - how to | 2 These inputs can be made part nf1

go about filling the form and Maodule 8.
sending to FTTR authorities, |
6 |Case Studies on  quality 4 These sessions can be conducted as |
asseszments and Good survays . part of newly introduced module by the
experienced field officers who have|
done  quality assessments and i
conducted good surveys, |

7 Basic inputs on Accounting | 6 These inputs can be made part of

Standards, ICDS and GAAR Module 3. .

8 Basic inputs on the Emerging | 6 In the last phase of the training as part

Issues under the various heads of of the New Module, these sessions can
income. be taken with the help of a case study
ar landmark judicial pronouncements

I in favour of department.
& On the job training (CIT) 12 Ini the last phase of the training as part
of the New Module, the trainees can be
| attached with experienced inspectors
in the field to assist them in their filed
work and submit a project report on
| the skills they have acquired in the QJT.

(oodit)
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{11 EXCLUSION OF OUTDATED TOPICS COMPLETELY

Mo. of
5.Mo. | Topic | Sasitonis Remarks
Appeals These sessions forming part of existing
1 5 Module 3 can be covered under the ;
topic  ‘Judiclal  Matters' under |
modules. *
Familiarisation with InfoTech set Since the exhaustive sessions are
2 up in T Dept, 1 proposed on the Topic ‘Handling of
ITE& modules' a separate session on
this topic is not needed.
Open and discrete inquiry & These sessions shall be conducted as
3 reporting, Inguiry under 5 133 | & part of workshop module No.5 and
(6}, Inquiry under 5. 131 not as part of Module?. These

3 Field inguiry & surveillance , data & sessions shall be conducted by way of

bank briet inputs by the faculty followed by

5 Debrief 6 workshops wherein each participant

shall be made to prepare the discreat

- Recording of statement & anguiry report on a given hypothetical

Discrete inquiry case identified for survey or search,
! record statements u/fs. 131 by way of

7 | 4 role plays and prepare the contents of
' notice ufs 133{E} on a given set of
! paints of enquiry.

g | GFR 1 These two sessions can be merged
! and be renamed as ‘GFR and
| Purchase of Goods and Services 1 Government e-Marketplace [GeM)® as
, part of Module 10.

Module No. 11 Personality These sessions shall be merged with
| Development module No. 1 as proposed above and
shall be made integral part of the

10 15 outbound activities and the cultursl

activities proposed under merged
. module no.l and a proposed new
| medule at the end of the training.

{11} REDUCTION OF SESSIONS OUT OF EXISTING TOPICS

S.No. | Topic % Mo. of | Remarks
Sessions

(xxxiv)



Armesmne—

11 Single entry System of accounts This topic can be merged with the
“Principles  of Accountanty and
Concepts”. Hence, no separate
session is to be allocated for this
topic,
2 Preparation of Final Accounts
3 Waorkshop an Companies
Accounts
4 Woerkshop on Business  and
Profession
5 MAT
[ Interest Calculation
7 Drafting of Penalty Order
a Waalth Tax
9 Drafting of Rectification order
10 Comman Modes of Tax Evasion
11 Dos & Donts in Survey/Search
12 Filling of panchnama, inventories,
PO, seals etc.
13 Cyber forensics
14 CAP [ Registers
15 Dossiers
16 Audit objections
17 Module inguiry/search-session on 4 sessions not required
Recording statement
18 ITD (including ITDMS, ITS, The reduced sessions on these topics
NMS etc) shall be wused for the newly
intreduced sessions on handiing of
various modules of ITBA.
19 Briefing, introduction etc., of the 12 sessions are not desired a3
inauguration module interaction with senior officers can
be made part of the on the job

()
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training in the prapased new modute
at the end of the training.

20 Wealth Tax 2 The applicability of this Act is very
firnited

21 Introduction to computers 2 The newly recruited ITis are very
familiar with basics of computer and
hence one session is sufficient

22 Comman modes of tax evasion B This portion can be comfortably
covered in 6 sessions

23 MaoduleZ - Accounts 7 This portiocn can be comfortably
covered in 24 sessions

4 Module 7, inquiry/searchfsurvey | 30 This porticn can be comfortably
covered in 30 sessions by partly
covering toplcs by fipped method,

25 MOP 1 This is pretty old and under revision
before the Committes

26 Preventive Vig, Citizen Charter, | 1

ASE

{5 Please state only reduction in sessions not the total number sessions after reduction)

(v} TOPICS REQUIRING MORE NUMBER OF SESSIONS

S.No. | Topic # No. of | Remarks
Sessions
1 Companies Accounts i
2 Heads of income-5alany 1
3 Heads of Income-House | 1
Property
4 Business and Prafession 2
5 Capital Gain i
b Waorkshop on Capital Gain 1
7 Income from Cther Sources 1
8 Exermption u/fs 10 1
5 Deduction Chapter VI A 1
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10 International Taxation 1

11 Transfer Pricing 1

12 Madule 3 sr.no.7 the topic MAT | 1 AMT was introduced subsequent to
should be supplemented by AMT MAT and hence needs to be covered
Journal entries During the sessions on accounts,

13 5 workshops to be included for better

comprehension.

14 Ledger and Trial Balance 5

15 Stope of total income and "
deamed income

16 Accounting Software 3

17 Transfer of property act 1

1 Partnership Act 1

{# Please state only increase in sessions & not the total number sessions after increase)

5. Any other matters pertaining to the Induction Training of Inspectors of Income Tax may be
suggested. (Leave Policy for trainees during training course & Outstation Visits or interaction
with field offices etc.)

The Trainees may be mandatorily taken to ASK centres, ITAT and for interaction with
higher Rank Officers according to mutual convenience.

The topics relating to statutory provisions, conduct rules, GFR, MOP and organisations
structure can be covered by way of iGOT online content which the trainees shall be !
made to go through before joining the training. The saved time can be put to use for |
mare  number of  practical  workshops/  role  plays/  group |
discussions/presentations/webinars.

The leave sanctioning powers of the trainee shall be exercised by their respective leave
sanctioning authorities in the department strictly on the recommendations of the
course director. Further, leave during training shall not exceed 10% of his training days
failing which the trainee shall be made to undergo the training afresh,

The morming sessions shall be utilised for theoretical inputs and the afternoon classes
shall be used for inputs on ITBA, various workshops, group discussions, tests, role plays,
presentation and classroom inputs on personality development.

(xoxxit)
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WD WOER

TAITET WU IEETE :

DB Aaml, wadan,

1311 Heee-ug, vy | By

tef | ovre-2eisze INCOME TAX DEPARTMENT

chandigarh. dit. dini@ncometax, gov

GOYT, OF INCHA

o ADDL. MRECTOR GEMERAL,
DYRTI, SCO, 131133,
SECTOR-14-A, CHANDIGARH.
Lin

Fad: 171-1620569

R U T T

F. No.: Addl DG/DTRIUNTS/DR-T1s72020-24/277 - |3

Dated: 22.06.2020

Ta
W, Sugan [ George.
Additional Director Generol,
DTRTL, Bangalome.

Madim,

Sulv  NecommendationySoggestions for modificationa in the Notlongl Triniog Sylinbus of
Ieduction Tralning for lacome Tax lospectors - regardiog -

Kindly refor o the subject cited ahave.

P In this regard, the recommendationsisugpestions in the National Trining Syllabus of Induction
Training for Income Tax Inspeciors are as under:

2.7, Suggestions on DURATION of the course {Exisiing durstion is 60 days)

Namve of the Coarse

Braration of the Coarse Remarka
Suggested e ==
Induciion Course (o Income Tan &0 days Exisfing. duration of 60 days 5

sufTicient.

Inspeeions

1.2 Total duration of training scsslons in o Jday ns of now i 6 liours excluding lunch beeak and 12a biaks
betwioen the sedsiins. Purlion of each :ision s one hour af presenl. Plesse suggest the modifications in
this regard, if any.

Name of the Course Present Position | Propused Chunge Remarks

Induction Course [or | Tuial 1 Mour | Total LHour | Existing 6 Hrway

Income Tax Inspectors | Durasen/Tay Drurition/Dhay and 1 Hr dumsion of
sesslon is apl, bence
o change is propesed

231 As per the number of modules seppested opminst the peint abeve, the
supgesicd:

(i) INCLUSION OF NEW TOPICS AND NUMBER OF SESSIONS REQUIRED

following aspeets also

¥aodule | MNo. of | Mo of
5 Exksiloy Spaslans
Pes Tapic Seasions Proposed Remarks

(No. of | (Now of

Workshopa) | Workshops)
i Berimi Transaction and Black . - 2 New  Provisions/Act
Money Act 2015 and will be of muon
relevance and
impoetance i near

(xri%)
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flatuzre,
2 E-ivaran and CPGRAM - - 2 Mew online gricvance |
regdreseal mechanism !
1 NeAL, ReAC, F-ayseasmont . - d New procedure  of |
proeedure asscasmeni =
1, Drafiing of questionnnires - i Imporiant and |
relevunt topie for b is !
ind will be helpful |
fioe them when they |
gel  promuted  as
ITOs, IT1 with pood |
drafting skills with be |
extremely helpfil for
e Als, ]
5 DmRing of quality esscssment - - 2 Importane anad
order and common milstakes relevant wple for it is
while framing order and will e helphul
for them when thes
get promoged s
MOs. T with gomsl
drafling skitls with be
extremiely (e Als,
G Lssues orising Trum lxation of - . 1 To make Im
compensation and interes ascermin withi
renean on sequisiion of important ifsue
agriculiural lnd, Brising P fare
depariment.  die 1o |
changing scenarig,
{i1) EXCLUSION OF OUTDATED TOPICS COMPLETELY
Module | No. ol | Mo of
g Exiating Seasions
.':I'n. 'Topde Sesslons Propased Remarks
{MNa. of | (No, uf
Workshops) | Workshogs) .
I. Bosics of opersilng computers 4 5 0 Most of the LK 111y
already aequainted
L. |ITD (inclwling TTDMS, §rs, Can  replaced  with
NMScte) 4 {12) 2y ITBA Assessment and
other related modules
(#ii) REDUCTION OF SESSIONS QU T OF EXISTING TOMIUS
Muodule | Mo, ol | Na, of
Exlsring Seashany
S No. Topie Sessions Remarks
(o, l | {No, uf
“‘nr_;hlm:u} Workshops)
L. | Busic leatures and definjtions This can be restricted
under the Wenlth Tax Act 1 4 1 b just one Ovdeview
1957 Session.,

J—
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{iv} TOPICS REQUIRING MORE NUMBER OF SESSIONS

flodule | No. af | Mo. af
5. . Existing Sesslons

No. I'aple Sexslons Propused Hemarks
(No. of | [N af

Waorkshops) | Workshops)
1

1 Buasis of charge, Residentinl 3 H2) Many f{opics fnvolved
sintus, Scope of todal income and more - sessions  and
end deemed income workshops are required

- for complete coverape.

Z Apgrepation of Income ws 68 3 Z 32y Many 1opkes  involved
i G90 and more sessions and

workshops ae required

3 Income unigder the head 3 a 2 {w .

: i a 1 i foprs  invoky
Salaries and relief ws 89 i mwmm?ﬁm ;::|

workshops are  nogquired
for complete coverare. |

4. | Accounting software, dats 4 4 4(2) Workshop may  he
mining condugied  with special

emphsiz on Tallv. 1t will
be very helpful in mining
accourt  related  damm
during seorch & survevs

I, (Mber Remnrka & Supgestions:

Training may he made more fruitful ond realistic by the way of Senior Officers sharing their valuuble
praciical knowledge and experience of handling of rypical cases with the newly recruited Income Tax
Inspectors,

(xxxd)



frme e —\_

EVALUATION OF EFFICACY OF INDUCTION TRAINING TO INSPECTORS OF INCOME TAX

(Rating may be given on the scale of 0-10; Lowest & highest rating are 0 & 10
respectively. The rating given is no way reflect the performance of an ITI and evaluation
is being taken only for measuring the effectiveness of the training imparted during
induction course and making necessary changes in syllabus and methodology for the

future batches.)

A. Name & Designation of the Evaluator:
B. Present Work of the Inspector:
C. Period of Induction Course Attended by Inspector:

D. The Previous Jobs performed by the Inspector:

1. The level of confidence in handling new situations in his/her work environment.

1 (2 [3 4 '|'§

g9 10

.
=t

Z. The satisfaction level in relation to attending the procedural works assigned to

him/her.

1134|5

]ﬁ 7 B

9 10

3. Rate the performance in identifying the facts which are relevant to the work

assigned.

1 E_IT4 5

l6 |7 |8

e

4. The level of application of laws to the facts identified.

L

@)
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5. The level of understanding accounts and its analysis.

11345|-s?aﬁr10_]

6. The rating regarding the drafting skills related to questionnaires, reports, orders.

11345&?5913'[

7. The performance level of practical expertise on ITBA operations.

1 (2 [3 14 [5 [6 [7 [8 [9 [10

]

8. The capability of application of other laws to the investigation of I-T matters.

1 2 3 4 5 ] 7 8 9 10

9. The level of communication skills with superiors, colleagues & lower rank
officials.

1 2 3 T4 5 [& [7 [&8 [9 [i0

I

10. Rating regarding behaviour as a team member, managing the resources and time
management.

wnl
o
|

i 1 FJ 3 4

B |9 1!]]

11.The level of discrete Inquiry skills, investigation capabilities in respect of
gathering the information during assessment, survey & search or any other
matter entrusted by controlling officer.

()
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e

| 1 2 3 4 i5 6 7 8 9 J‘!{]

12. The extent to which the ITI's understanding on litigation issues and acting on the
same.

1 2 3 4 5 |6 7 8 9 10

13.The promptness in attending the public grievances, empathy shown towards the
difficulties faced by the taxpayers in respect of grievances & courtesy extended
to the taxpayers or Authorized Representatives during the interaction in respect
of grievances & taxpayer services.

|'T'13455?39m

14.The extent of understanding about the other wings of the Department &
hierarchy.

1 Z 3 4 3 6 7 8 9 10

15.The reflection of training given on collection & recovery action vis-a-vis field
requirement.

1 z2 |3 4 5 6 7 8 9 10

16.Rating related to the overall understanding of the role of ITI and performing
his/her job.

(i
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Feedback responses

S.No. Score domain '“’5::.““ Average
1] The level of confidence in handling new situations in his /her work environment. 105 7.50
2|The satisfaction level in relation to attending the procedural works assigned to him/her. 108 7.71
3{Rate the performance in identifying the facts which are relevant to the work assigned. 110 7.86
4| The level of application of laws to the facts identified. 95 7.07
5|The level of understanding accounts and its analysis. 98 7.00
6|The rating regarding the drafting skills related to questionnaires, reports, orders. 107 7.64
7[The performance level of practical expertise on ITBA operations. 101 7.21
8 The capability of application of ather laws to the investigation of I-T matters. 102 7.9
9|The level of communication skills with superiors, colieagues & lower rank officials. 111 793

mlﬂaﬁng regarding behaviour as a team member, managing the resources and time 110 .86
management.

The level of discrete Inquiry skills, investigation capabilities in respect of gathering the

11|information during assessment, survey & search or any other matter entrusted by 105 7.50
controlling officer.

13 The extent to which the ITIZ€™s understanding on litigation issues and acting on the 106 7.87
same, i
The promptness in attending the public grievances, empathy shown towards the
difficulties faced by the taxpayers in respect of grievances & courtesy extended to the

13 : ; ; S 4 108 7.71
taxpayers or Authorized Representatives during the interaction in respect of grievances &
taxpayer services.

14|The extent of understanding about the other wings of the Department & hierarchy. 104 743
The' reflection of training given on collection & recovery action vis-A -vis field

15 103 7.36
requirement.

1E|Haﬁng related to the overall understanding of the role of ITl and performing his/her job. 109 774

Totall 1686 | 120.4285714
Amﬁ_ul 105.375 | 7.526785714

(W)
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Suggestions for topics & sessions to be included in

Induction Course for Dr.ITls held in DTRTI, Bengaluru
(Consolidated from last 4 years' batches, repeated suggestions are removed)

Assessment procedure

Functioning in TDS, LTU, DRP and International Taxation.

Detailed discussion on provisions related to search survey, section 115 and chapter
b A1[H

More emphasis on fnvestigation of financial accounts.
Mock exercises

ITBA training module: improvement in system limitations.
Assessment of co-operative socleties.

Analyzing various returns, reports etc in detail way,
Company accounts

Arrear demand recovery

Transfer pricing, capl cap 2 practicals in detail

Digital forensics class for at least 6days (class+workshop).
PGBP topic should be given more time.

Psychology

Interrogakion

Self defense

How Income Tax Department is helping in Mation Building could have helped in
boosting the morale.

Detafled Tally classes, CPC visit

Changes made/latest amendments in ACT

Accounting packages

(V)
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MINUTES OF THE MEETING

Subject: Meeting of Committee to suggest recommendations for modification of National Training
Syllabus (NTS) for the Induction Course of Inspectors of Income tax

Date & Time of Meeting: 10/07 /2020 at 11:00 A

Duration of Meeting: 100 Minutes

Officers Attendad:

1. Ms Susan D. George, ADG, DTRTI, Bangalore (Committee Chairman)

2. Ms. Monica Khare, ADG, DTRTI, Ahmedabad (Member of Committes)

3. Mr. Ashutosh Rajhans, ADG, DTRTI, Kolkata (Member of Committee) ,

4. Mr. LV. Bhaskara Reddy, AddiDirector, DTRTI, Bangalore (Member Secretary of the
Cammittes)

5. Mr. Upsen Dadaji Borker, Joint Director, NADT, Nagpur {Member of Committee)

The cnline meeting through Cisco Webex Platform was commenced after inviting all the members by
the Member Secretary of the Committee and he has given a basic introduction of the draft of course
coptent on the subject which was circulated to all the members of the committee twa days prior to the
date of meeting. Member Secretary brought to the notice of the Committee about the suggestions
received from various sources and the basis and methods followed in preparing the draft. He has
explained in brief the topics included, excluded, rearrangead vis-a-vis the existing syllabus.

Thereafter, the Chairman invited the members to give their views on the proposed draft and requested
the members to discuss the issues Part wise and topic wise, The gist of the discussion is given below:-

# The duration for the topic ‘income under the head salary’ to be increased by two more sessions.
Further all the members agreed to utilise the increased sessions to deal with the exemptions
provisions of Salary head placed in Chapter-1ll of the Act. It was recommended that all the four
sessions allocated to the salaries head be handled by one faculty to have an overall view of the
topic for the trainees,

& The time allocated to the head “Income from House Property” was unanimously agreed to be
reduced fram three to two sessions,

# The exemptions under chapter-lll which are not falling under Salary, nen-profit organisations
and deductions under Chapter-ill would be covered in a single session.

e The suggestion made by Ms. Monica Khare, Addl Director General (ADG), DTRTI, Ahmedabad to
include the training wings of the Department viz. NADT/DTRTIs/MSTUs under the topic
“Understanding the functioning of various wings of the Department” was unanimously accepted
by all the members.

» Rephrasing some of the topics was discussed and agreed by the commitiee.

* Under Individual Project Presentation of Part-F of the draft, all members of the Committes
agreed to include specific industries analysis to the current economic issues, as suggested by
ADG, DTRTY, Ahmedabad.

(v
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» Some sessions on “Mentoring by senior Inspectors from the field offices of diverse functional
areas” were decided to be included in “Sessions on Management [deas- Part-F”.

¥ 5ri Ashutosh Rajhans, ADG, DTRTI, Kolkata suggested that In respect of search and seizure
provisions, special emphasis has to be given for discrete and open inguiries, He stated that if the
same is not included or contemplated in any other topic, it must be included. The member
secretary clarified that it is included in SL.NG.48 - Practical aspects of Search & Survey, However,
it is decided by the Committee that the same needs to be highlighted in parenthesis below the
tapic;

#  On the topic of "Coordination with other agencies”, It was decided that the issue can be kept
open for the discussion particularly on the sufficiency of the number of sessions and out of huge
number of agencies, how many are to be included for familarisation.

# The duration allocated to the “Black Money (Undisclosed Forelgn Income and Assets) and
impaosition of Tax Act, 2015 and Benami Transactions (Prohibition) Act” was discussed. After
detailed discussion among the members it was concluded that the time allocated is sufficient
enough since the objective here is only to make trainees acquainted with these laws,

#  The recommendation for conducting Yoga or Physical training sessions in the morning sessions
on all working days is modified as subject to convenience of each DTRTI depending on
availability of physical infrastructure at the Institute such as Hostel facility etc.

# |t is decided that "the minimum requirement of attendance of a trainee to declare him/her as
attended the course™ could be discussed further,

*  The learning outcome “Evaluation” would be removed from all parts of the draft since it has a
different connotation for different stake holders of the training course.

® A general discussion took place on sufficiency of duration allocated to special topics like
International Taxation, Transfer Pricing, 1&C1 etc. The committee decided that the time allotted
for these topics is reasonable for induction course of Inspectors; since the DTATIs would
generally conduct special training course for each special wing of the Department every year.
This clarification will be ghven as a foot note to the course syllabus.

Upen completion of discussion, the Chairman has suggested a second meeting of the committee after
receipt of the suggestions/feedback from the Pr.CCIT offices which had been invited by the National
Academy of Direct Taxes, Nagpur which requires to be taken into consideration in preparation of the
Committee report.

The meeting of the Committee concluded with the Chairman of the Committee thanking all the
members for attending the meeting and their active participation.

5d/-

{L.V. BHASKARA REDDY)
Member Secretary
Revising National training Syllabus for 1T Induction Course
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Manual Of Office Procedure, 2019
26. Functions of Inspectors of Income-tax
26.1 General

[a} Assistance in search and seizure operations at any time, if so directed.

{b) Implementation of specific roles assigned to an Inspector in the departmental
application software.

f¢l Assistance of works relating in preparation of replies to Parliament questions,
reports for C&AG and Parliamentary Committees etc.

{d) Assistance in performance review to Assessing Officers to review performance,
monitoring of Action Plan, other targets and timeély submission of statistical
reports to higher authorities.

(e} Assistance in public relations and grievance redressal, taxpayer education and
taxpayer assistance, work relating to stafl welfare and staff associations,
deparitmental examinations and protocol work.

{f) Outdeor work relating to filing of appeals or reference applications before ITAT,
Courts, Settlement Commission, consultation with standing counsel, attending
Courts/ CAs,

{g] Service of summons/ notices, if so directed.

{h) Any other work of official nature specifically assigned.

26.2 Work Relating to Enguiry and Surveys

{a) External survey including survey under Section 133A.

{b] Intermal survey including collection, wverification and dissemination of
information.

lc} Specific enguiries in individual cases as may be assigned from time to time.

4) Gathering of intelligence information.

le} Maintaining and entering data regarding survey cases, parties/ premises
surveyed, details of authorizations, staff associated with surveys, assessment
particulars of parties, and surveys invelving violent incidents etc.

() Preparing & Maintaining appraisals survey reports regarding concealment
detected in surveys.

(g) Burveys conseguential to outstation requests, and recommendations made,

(h} Preparing list of new assessees added consequent to these surveys.

26.3 Work Relating to Assessments and Related Functions

(a) Assisting AO in processing of returns i.e. checking/ verifying data for processing
of returns on computers using departmental application software including
related data entry.

(b} Assistance in checking of returns under Section 139(9), and generating letters
of deficiencies.

{c) Assistance in checking of claims, brought forward losses, deductions,
exemptions, reliel and rebates under the Act.

{d) Generating notices for defaulters, demand notices and penalty notices.

le) Assisting the Assessing officer in passing orders relating to revisions,
rectifications, appeal effects.

(V)
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() Assisting the Assessing officer processing of applications under Section 154,

{g) Collection, compilation and entry of data for valuation purposes.

[h) Operation of judicial reference system for locating case laws, circulars,
instructions and notifications issued by CBDT/ Directorates, and inter-linking/
cross-checking of references and citations.

li} Assistance the work relating to preparation of statistical reports/ statements
called by higher authorities including audit, PAC matters, Parliament questions
and other matters.

(jl Drafting of penalty orders.

(k) Scrutinizing appellate orders and preparing comments/ necessary reports for
submitting te appropriate authorities including drafting of remand reports.

{l} Examination of accounts in regard to specific items, including assistance in
search cases.

(m) Preparation of appeal papers and filing of appeals.

26.4 Work Relating to Collection of Arrear Demand and Related Functions

(&) Assisting the Assessing officer for issuing notice under Section 220, 221, 236.

(b} Reconciliation of arrear demand.

{c} Entering and verifying arrear demand on the system.

{d) Generating ledger statement from system and their follow up.

(e} Maintaining list of cases where instalments/ stay of demand and Write-off
granted by the AQ including related data entry.

{f) Generating notices to defaulters under Section 220, 221 & 226,

{g) Generating list of advance tax defaulters and notices.

(h} Outdoor work relating to recovery of taxes.

(i) Preparing proposals for write-off) scaling down.

(i} Assistance in preparation of reports in dossier cases.

(k] Follow-up of arrear and current demand, including issue of show-cause notices,
generate notices & other action under Section 226 etc., disposal of stay petitions,
and levy of penalty ete.

(I} Carrying forward of arrear demand and its verification.

26.5 Work Relating to Tax Evasion Petitions
{a) Data entry of TEPs, TEP Parties and TEP petitioners.
(b) Generating and maintaining lists of TEPs, and related information.
(¢} Conduct of enguiries on TEFs as directed.
{d} Prepanng monthly report of TEPs.

26.6 Progecutions

{2} Maintenance of list and register for prosecution cases including related data
entry.

{b) Monitoring dates of hearings/ proceedings in the courts, and briefing standing
counsel,

lc] Maintaining list of potential/ pending prosecution cases where appeals are
pending before CIT [Appeals), ITAT, High Court or Bupreme Court including
related data entry.

|d) Collection and compilation of evidence for processing of prosecution cases.

v
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26.7 Work Relating to Audit and Related Functions
{a) Audit work of the Range or Assessing Officer.
{b} Intermal ‘audit of assessments, issue of audit reports and follow up action.
e} Processing of revenue audit objections, audit paras, etc.

26.8B Work Relating to TDS and Related Functions

{a) Implementation of all roles assigned in TDS application software to an Inspector
posted in TDS circle, including related data entry, verification and processing of
TDS returns, detection of missing information and defaults, and generating
outputs like show cause notices, orders and demand notices and recovery
notices etc,

(b} Attending to matters relating to penalty, rectification, revision, appeal etc.

ic) Follow up of current and arrear demands.

{d) Assisting AQ in matters relating to disposal of penalty proceedings, maintaining
list of defaults detected and penalty proceedings, issué of show causé notices,
drafting of penalty orders and their follow-up.

(e} Maintaining register of prosecution cases, monitoring progress of prosecution
proceedings with dates of hearings, particulars of standing counsel etc.

26.9 Work Relating to Tax Recovery and Related Functions

{a) Handling of tax recovery certificates assigned by the TROs.

{b) Assistance to TRO in the discharge of his functions under the Second Schedule.

{c} Checking of interest charged in respect of certified demands.

(4] Reconciliation of arrears.

(e} Execution of distraint warrants.

{f) Maintenance and making entries in the collection/ reduction register or on ITBA/
Departmental software.

{g) Maintenance of disposal register, stay register, instalment register, cheque
regigter,

26.10 Work Relating to the Office of Range Additional/ Joint CIT

(a) Scrutiny and processing of appellate orders and scrutiny reports for further
appeals éte.

(b) Matters relating to assessments, search/ seizure cases, penalty and prosecution
cases requiring approval of Additional CITf JCIT.

{c) Dealing with references, tax evasion petitions, audit objections, and other
statutery, technical and administrative functions.

(d} Monitoring of collections, Action Plan and other targets set by higher authorities.

(e} Assistance in inspections & work relating to audit.

(£} Monitoring of budget collections and action plan targets.

(g} Follow up of matters relating to inspection, audit, public grievance, PAC reports,
parliament questions, reports called by higher authorities etc.

(h) Work relating to timely disposal of audit objections, stay of demand, Write-off,
action plan ete.

()
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26.11 Work Relating to the Office of Pr. CIT/ CIT

Assistance in matters relating to:

{a) Proposals under Sections 147, 263/ 264 and applications under Section 273A
ete. and corresponding provisions of other direct tax laws.

{b} Judicial work - second appeals, references, writs and matters before courts
including CAT.

{c) Collection, collation and dissemination of information and its follow up.

{d) Approvals of various funds like provident fund superannuation fund and gratuity
fund.

{e} Registration of charitable trusts under Sections 1244/ 80G ete.

() Granting of statutory approvals under various provisions of the Acts relating to
Direct Taxes.

{g} References from different sources including tax evasion petitions, audit
objections, and other statutory, technical and administrative functions.

(h) Monitoring of collections, Action Plan and other targets set by higher authorities.

(i) Receipt accounting, inspections, & audit work.

ljl Vigilance matters.

(k] Registration of Income-tax practitioners and valuers,

26.12 Work Relating to the Office of Pr. CCIT/ CCIT/ Pr. CIT/ CIT

Assistance in matters relating to:

{a) Performance review, monitering of Action Plan and other targets, and submission
of statistical reports to higher authorities.

{b) Coordination within the Department and with other agencies, bodies, etc.

{c] Granting of statutory approvals, appointment of valuers, ITPs & all other matters
technical in nature.

{d} Judicial work relating to references, writs and court work including CAT.

(e} Approval to various funds like PF, supegrannuation fund, gratuity fund.

{f) Vigilance matters including collection of ACRs & collection of data for holding
DFC.

(] References from different sources including tax evasion petitions, audit
objections, and other statutory, technical and administrative functions.

[h) Becurity arrangements.

(i) Organisation of conferences, meetings.

(i} Monitoring of budget collections and action plan targets.

(k) Follow up of matters relating to inspection, audit, public grievance, PAC reports,
parliament questions, reports called by higher authorities ete.

26.13 Work Relating to Representation before Tribunal
{a} To obtain the necessary case-records/ paper books well in advance.
{b] To prepare briefs, notes and to flag necessary papers.
(c} To search, organise and link judicial references, circulars etc.

()
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26.14 Work Relating to Computer Processing Centres

{a) Checking of postings of challans in TAS, including verfication of challans/
refunds exceeding Rs. 1,00,000/-, reconciliation & Designating Officer [DO)
check of challans, detailed accounts etc.

(b} Implementation of all roles assigned in [TBA-FAN System.

(c) Assisting CIT (Admn. & TPS)/ JCIT in implementation of Computerisation
programme.

(d) To pursue matters with Banks/ ZAOs for supply of missing challans/ refunds.

26.15 Investigation and Related Work

[a) Assistance in confidential enquiries, conduct and all other aspects of search and
seizure operations and their follow up.

(b} Enquiries into tax evasion petitions and other references.

¢} Reconnaissance work.

id] Worl related to survey, collection, collation and dissemination of information
from internal/ external sources.

e} Maintenance of relevant records and generation of reports relating to TEPs,
search cases and survey cases,

[f) Vigilance matters.

(gl Assistance in all matters relating to sanction of rewards.

26.16 Work Relating to the Office of CIT (Appeals)
{a) Assisting the CIT in compilation and verilication of submission by the assessee
with Assesament records.
(b) Generation and submission of monthly disposal statistical reports.
(¢} Online generation of Notices.
{d) Referring judgments, rulings, case laws etc from tax expert, NJRS or other JRS
software. Inter linking and cross reference of one citation with another.

(V)



