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Guidelines for Field Training
(ZONE(Allocated for Field Training)... **'***** 

NAME OF THE OFFICER
'***' '**' '''°°* *****'**'**°**" 

DESIGNATION. 

BATCH. 

FIELD TRAININGDURATION: FROM. 

Type of Training Basic/Foundation Course for Newly Appointed AC/CTO 
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2018 Batch 

Name of The Institute Commercial Tax Officers Training Institute Lucknow 

Zonal Additional Commissioner 

Name 

Start Date Completion Date 

PART 1 

PURPOSE OF THE PROJECT 

Goal- Enhancement of field knowledge and experiences. 
Actual field training of all wings of Department 
Handling of practical field problems 

Performance of trainees in field is assessed by senior officers 

MAJOR ASPECTS OF FIELD TRAINING

Intensive & practical field training in different Functional Units e.g. Adjudication, S.I.B. Mobile 

Squad& Tax Audit. 

Weekly Progress Report of the Field Training to be entered online in ElMS Module by 
Trainees. 

A-ADJUDICATION WING 

A1-REGISTRATION 

Practical and procedural knowledge related to online processes and modules 
Registration related to sensitive commodities. 

Registration Suspension, Cancellation, Revocation and Amendment 

Provision of Security/Surety Bond 

Survey and Verification of Documents 

Providing knowledge related to all forms and online module 

Details of 04 Different Cases (GSTIN/ARN) 



A2-RETURN AND RETURN SCRUTINY 
Details of Dealers chosen for Return Scrutiny (GSTIN AND REGISTRATION DETAILS) 

Major Shortcomings found in Return 

MIS Reports used for Return Scrutiny 

Information gathered from public domain. 

A3-REFUND AND RECOVERY 

Forms and Documents Required for Refund.

Major Discrepancies found in documents analyzed during training 

Process Flow for Online Refund 

Process Flow for Online Recovery Module. 

MIS Reports used for Refund Scrutiny and Recovery 

A4- ASSESSMENT 

Self Assessment 

Provisional Assessment 

Assessment of non filers of returns 

Assessment of Unregistered persons 

Summary Assessment in certain special cases 

Determination of Tax 

If Tax/Penalty Imposed then reasons for imposition of Tax Penalty, if not then also specify 

the reason. 

Details of two non filers selected for Assessment. 

If Tax /Penalty Imposed then reasons for imposition of Tax/ Penalty, if not then also specify 

the reason. 
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A5- AUDIT 

Study of Key Points of Audit Manual 

Pre Audit Preparation details 

B-ADMINISTRATION 

General Administration 

Details of Procurement through GEM Portal 

Critical Points related to Office Administration. 

Functions of DDO 

C-STATE REPRESENTATIvEIS.RJ 
Study of Case list 

Appeal Memorandum Status Monitoring 

Reason and Dropping of the Case study 

Coordinating the Sector office regarding filing of revision 

Process related to final orders put before legal Committee 

D-MOBILE SQUAD UNITS 

Details of Two Vehicles assigned for Physical Verification. 

Commodities Related to the Vehicles assigned. 

Major Discrepancies found in physical verification. 

Details of Two Vehicles assigned for Detention.

Commodities Related to the Vehicles assigned.

Major Discrepancies found in Document Verification. 

MIS Reports used for Vehicle Detention and Checking

E-SIB UNIT 

Details of Dealers selected for case profile generation.

MIS Reports used for case profile generation.
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E-SIB UNII 

Details of Dealers selected for case profile generation. 

MIS Reports used for case profile generation. 

Use of information available in Public domain for case profile generation. 

Details related to Pre Search Work i.e. process of doing recce, data collection, formation of 

various teams. 

Details of Search and Surveys conducted during training 

Major Discrepancies found in search and survey 

Detailed information about final SIB Report studied during Field Training 

MAJOR POINTS RELATED TO THE FIELD TRAINING EXPERIENCE 

2.1 
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