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mm ~/ Govt. of India 
f<l,ntr / Income Ta~ Department 4>14fot4 arrgffl, ~. 'q', ~. ~. 17-t, =quli•l<;-160017 O/o The Pr. Chief Commissioner of Income Tax, NWR, Aayakar Bhawan, Sector - 17 E, Chandi arh. Tel. /Fax: 0172-2544250 F. No.: Pr.CCIT/CHD/EB/Study Leave/2024-25/ ?--0 Dated: 1 _r:04.2024 

To 

Sir, 

The Chief Commissioner of Income Tax, Amritsar/Panchkula. The Chief Commissioner of Income Tax, Shimla/Ludhiana. The Director General of Income Tax (Inv.), Chandigarh. The Pr. Commissioner of Income Tax-1, Chandigarh. The Commissioner of Income Tax (Admn. & T.P.S)/(TDS)-1&2,/(Audit)/(Appeals-1 )/(Appeals-2)/(Exemptions )/(IT AT-1 )/(IT AT-2), Chandigarh. All Commissioner of Income Tax (Appeals), NWR, Chandigarh. The Director of Income Tax (I &Cl), Chandigarh. The Addi. Director General of Income Tax, NADT, RC, Chandigar~. The Addl. Commissioner of Income Tax (International Taxation), Chandigarh. The Dy.Commissioner of Income Tax (Hq)(Admn.), O/o the Pr.CCIT, Chandigarh. 

Sub: Grant of Study Leave -SOP/guidelines for processing of study Leave applications in Income Tax DepartlJlent -regarding . ••••• 
Kindly refer to the subject cited above. 

2. In this regard, I have been directed to enclose herewith a copy of letter F. No.: A-
24012/84/2023-Ad.VI (A) dated 10.04.2024, received from the Central Board of Direct Taxes, 
New Delhi for kind information. 

Encl: As above. 

Yours faithfully, 

ajinder Sharma) 
Income Tax Officer (HQ) (Admn.-11), 

. Chandigarh. 
C~to: 

The Dy.Commissioner of Income Tax (Hq)(Admn.), Chandigarh for information with a request for uploading the above mentioned letter on the Income Tax NWR website. 

-<;~ -
(Rajinder Sharma) 

Income Tax Officer (HQ) (Admn.-11), 
Chandigarh. 



To 
All Pr. CCslT/Pr. DGIT 

F.No.A-24012/84/2023-Ad.Vl(A) 
·Government of India 
Ministry of Fir1ance 
Department of India 

(Central Board of Direct Taxes) 

New 11~1fi}~ tf_\e Toth· Ami: ~4: 

Subjec\ : Grant of study leave - SOP/guidelin•• f,or pfflP8SSlng of stUQY Leave applications in lncome Tax Department.. . 

I am directed to refer to the subject mentione<t ati,oV,e,rand,to en~~, SOP/Guidelines for prQCessing of Study Leave applications by officers oM~nie Tax Department to be implemented/followed with Jmmed.iaJe effect. 

2. These SOP/Guidelines shall supersede ali pre~ioos. 'ilistructions issued in resp.eel of processing and'.J)()Wer to sanct!s)jt ,tudy leav$ '.to~rs of Jl)come 1ax Department. - • 

En1cs; 11 abQm 

Copy to: 

YoulW«, 

(~~8) 
Under Secretary·\Q th~ Government of India 

. Phone-23095565 

1. Web Manager for uploading \his latter along\Yilp e~l~re on the website .of the Income Tax Deptt. www.irsofficersonline.org. website:. 
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SOP I guldelines lot application and ·processing i1f:Study·Leave 
Applications by officers of Income Tax pepartinent 

I. Purpnse behind granting ·the Study Leavt: 

Study leave in gove.l1lment typically serves several purposes-, 

L 

2. 

3. 

4. 

Professlo»al Deye\qptnt,nt & CapA~l(Y BlilldJiigleteY.ide opJ5ortunities 
to Bovemtnent -employees· to enhallce· ·their s1c111&; ·kiiowJedge; and 
qu~ification through further education <>t ttaini.tig. 
Cataly.t1or~pmty Buildlng: To equ~p'&.etiabfe1lie bfficerto imp,D:t 
tmirungs, &- C1-P.a'city building to colleagues owsgl,j~ciJ.ttwlied. W:hife; ()! 
$rodyLeave 
l,m·erov.ed Ettkitnfy & E/f'ec:tlffDCSI: To :iirqSr,o!'d :eerro~necf 
efficiency. ~d~~vatiQb ,wifbin goveriunent"-~ep;l$~ts and ag~'?it~tt. 
This "'"m~ that .... e overrun t'has the'"'•"'~&!~ •id'~~'"" m~ ~t _ ......... "'!f,~ •• , "' g en ~;.i ~m ""' ,,u-..;:". . 
and futureochallenges. 
E~ployee R~tention and 1\-lqtivatlon: T9 9,9~t @iploy,e~ m<rra1e aq(l 
motivation .. 'by providing -~pportunities for ~naJ arid career 
advancemenL 

Overall, study lcavein, serves as;:llli futesbrient-m:bDffr:tbe -individual" 
employees and organization, u~ ,'a :wtrol~ .ffltimafely\oontntiutui_g. to unproyed 

,. t . .. 

_perfonnance,and effectivenCSS'.,iirse.w.in_g;the public. 

II. Relevant Ii~: 

Study Leave. applications ~f4he. ,officers .bf the ;Income T~ ~ent are to be 
processed-as per Chapt~,VJ of·the Central Civil ServiSC-&1~..e), Rules,, 1972• 
which deals with the S.tudY Leave ,matters. The 'r.ele¥ant niles· are . . inter,..qdia, as 
under: 

RJtle, 50. Copdidons,Jp,-gtfltllt,,f!J,mµly leave 

l. SubjeC/'10 condiiiolis.ape.,cifte<l inith-is Chaple,:,, stut/y leave -~ be vanJed lO'a 
Gqyernment servq,jt ~J(h .d11e ,:egf}ft!.' to ,.tlie.: aigencia roJ. public un,!~ ,o 
,mabie- lti"m~ro 1uflll~o. 111, ri.i' qt1f.ij(1;,ill°' a sf!~itil couiff,~"'-tlj~ consisting :<>.f 
J;_J~,: "ihf4ia· or:· ,spe.cialized training ''!'' _a,profasio,-,_~ ,r,r'!";;_ :tech,aical subject 
lgdlj;1 a direct a,,4 clos'e con11,ection with the spllere-r!JflliJlit,. 

2. St11!1Ji; lewe1iJ~ al~o. be~te.iJ.:.. .< 

i. lk particu/pt study '<Jr s1udy tour. -sbQ&1/d. t,e.\ @ttli,~,}j~•thil •i:iufliorlty 
competent ta gram leave; ,and 

ii. the Goven1Jl'_e11tservan1 ,1f,ou/d bf.r~qufre.d t,r~bzJ•i~ Q'l.l ~ts~r,P4rn. -ajyJI 
rePQJ'( 011 i/,e work done by him w.b;le.g11 stttd.» ltK!VPt 
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-iii. /<Jr a course o/trmnirtg or study tout in which a (}qyernment 9,ervant may 

not -~ll!nea r~P,lar academic or stmi-:11ca~emic. C()tlfl~-If~ ~JJtse of 

~hin~ng or th~ smdy f~ cutifitd tc> ~e f ~ejilttte, advtJJttage to 

Governm~, ;Jtot,t the .polnf of ~ew' ofpulldc fiJ/i!rtst (iJJ8 ts relatell to 

:. sphere of iAilles of the Government servant; 011d _ " _ 

,v. fo! dte purpose qf sttJdies cbiln~ted with the ftaflllW(Jik or, hackground 

of public administration subject Jo the C(Jnditions f"41· . 

v. for the -studies which may not he elostly or. directly Cf!rmecle~ W:1h tJ,e 

work of a &wJrnment 8'-erWint. out which, 'afe capplilt- o/ w.tiJtltmg his 

mind -in ti-manner like~ ta improve his abilities as a .,.<fivi(3ervant-and to 

equip 'l,;,n hetter to collahorale with those employed in ()ther branches of 

the public St!,rvicft. 

NOTE-AJ!_pRCiitlliii for study leave in cases fall~ E'nder clause (!ii} 

shall- ,be consiiltred· on merits of each case, in consultation with the 

Departme11t""i>f §xpenditure of the Ministry of Finance. 

3. Study klwes,..I/IIOtbe granted 1111/ess-

i. ii 'is cetiiffell by tl,e_ autho,:ity comMftfnJ fo- grllllt lem,e that 

IMJJ!..IJ_PlJ:.$ed course ·of $1111/y or train,ing shall he of dejinile 

l-~efr.-l!Jlj the point of view of puiflic interests,· 

ji. it is/or prosecution of sJudies in subjects other than academic or 

literar,Siihj~cf: , • 

ibtfe_ 5L Maximum (llllDllnt of study leave 

'f/;e maximum-rimcmnt tif--stiliJl),Je.ilJe, which may be awri•d~d ~o a G 

servant shaffoe - ';/ • e,•811:H~, ,, overnment 

iJ ortJ_inarily twelve months at any oM time, and 

i:bj .rx:ring his entire, se'rvi~e,_ twenty-four months in all (inclusive of similar kind 

'0/Neave for study or trammg granted under any other ru~es). 

Ruk 52. ApplicaJi.onsf(J,:, stutif leave 

1. (a). Every application J]Jr study leave shall he sub 'fl d th 

chann§t to ti,~ rzlillP.ill)' cp:mp~tent m, ei rough proper 

{b) TIJ4 ~oul'(e. or,(c(}urses of Jtfltly co11,templa1ed f,y th G 

J~rvant and (ii,y, ~mlnat/011 w/rt I, h . -• • • • • - • e o~r,upent 

clearly spec1f_i<d 11r',,i,.,,· h ,, 1
. c e propoSes to unde_rgo snail be 

•r• ' f",,..,,., uppuca ,on. 

2' Wh,~~ iL is J,bt pif1.1ible for the G · . 

apphcation, or g; a/ler ,leaving o;~n:m: SeYfqn/ (Q giw:foll.details in his 

- n ta, is, lo make any change in tJ,e 
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programm" wltida /ms been apptovi!d 'in- l'IJilla. lie shcill iiibmu tlie 
particulars 4t soo1,1 ils j,ossible -to tlie Head• of the WIJssi<JA;o1' the aufHority 
compelent .to grant leavei as· the case may Bei ,and Y/#ill ~Ott, ~nless P.ff paJft!d 
to do so aL his own risk, commence the course of 111JJ{y,,qf 1!1,CW' .any ~eh$u 
in to1ntett(o1t therewith until he receives .the approviJC,of tJae, autho~ 
competent to gr4nt the. s'tudy leave for Ute course: 

Rule 53. Sanction oJ,iturJy lem>e 

J. A report regarding Ore admissibility of the study leaw,.,iha/J.be:obtainedfrorh, 
the Audit Ojftcer: 

Provided that the study leave_, if a!fy, alre~:mJttd of by ilr§ 
Governmewtservant shall be included in. tbe relf(JPJ 

2. Where· a Goven.fme11t servant barne permanently on t1lt! cadre of orre 
department :or establishment is serving temporari!y in, aqp!her deP,artf1.W.n,.t or 
establishment. the grant o/ study leave to him shall bt: ~ject t6 (he' cantlition. 
that the concurrence-of thf departmeftt or-tne:.-establishment fo which, he 1, 
permanently.. atia-ched is o'btain~d ~for_e t~e)(p<t,Yej[ gr<J..~led: 

3. Where the stJ{JJY,. l.e~ ~-'grtijJ~a fo.r p_,:_qs~fkiil pf _smlfe,s abroad, t/Jp HetfJI, 
of the Mtssiorr co~me.d slial( be informed .of Ute [(ll)i ,by fhe. authority, 
granting the. .Jeave, provi~',fhat whe,:-e ~k 1i!t:J•Y.t -~ b~ p~ l1y a1': 
Administr¢!)r~ t1Je ~~on snail 'be-sent th!ortifi the:Minis'1J.' conc_erned.-

NOTE:- The: Head of the Mission shall 1Je:- c-onlacted by the 
'Government s-ervant for issue of any letters, <>f intr9(luction or for 
other simila1t fa.<:ilities that may be requir.ed. 

4. (a) Every- Government servant in permanent emplgy who Jtas been granteif. 
• lo.; .. - ... -study leave or exteMJon. of ~uch ,study lea~e sh,all)jt f#~ Jo ~JJ.te !f. 

IJ01J.d in For.m {(.OJ;'• Qom, 8, as 1he :c~e ·-~ b.e, bflo1...-s iL study leave t,rf 
exteM'ion of suc.h.atuily leatte,granted'to hinuiommences. 

(b) £very ·Gtf~~e'hl sen1ant nor in Pffl!'alfenji!'. ~Ii. ·: w1ro 'b~n 
gr.anted sh«JyJJlellV'e .OJi extension of such :shl(ly ; , 1 be reqi4ired to.. 
~ecute a .bond bt_;FonJt J or Form {O, as the. <;4Se. ••,c .,Im ,1,eJQre 1M'$~ 
leqye-,or· extt!ILJIJ>n;ofisuefJ stur,lj>· leave granteiflo 'hiin!'~. 

(c) The AuthJ>r#y c,;,111petenr<1" grant leave ihall temi tie. A#illi-Ojftcer--B 
cer:tiflcate to the effer:t thQt the Gover1fme,u ~ervant'-rej)n:e4·1() in Claig.e or 
Clause (b) has exet;ute(/ the reqtds/te_ bo,,d. 

5. (a), On, ,lt().mpktio~o/ the count: 11f study,, t_!,e Go~Mi.servlU{t s/Wl' 
s11bl#lt to th# atlto;IIJI which.,..,.,. W. 11,e ·1"'-4'' k~ ,,., c~rllflc•,-
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rtiJ ~jl,~o~ ppstdi or ,pedal .CD11na of siuily.~ndtrtllke,n1 ind_icating 
dit-dltll fl'/ c~•lift~•iitimd &f.1hillt}ti6Jt of~;~~uts~ with-the remarks, 
-q;.ir,i uf-~ ltdJtorill: in:.c/Jitge of the co~rse-rf sJuilf. 

l{b) 1/. the ;studjr@ ~r-tii_/wl in.•.~ ,co,untrji ou!stJ~f l_(i:iia .. _.~e.te the,:e is a_n 
vndu:in Misslon, tie ie-ertlflcates sHall be submitted ·thcm,,gh. the-· Head of the 
#itsion. CO.TiC~'eif,· 

ll&S.4!{2): Sbuly1.&we·mdy,-be. combined with -0thet. kinds ,oflef_ife, but_)1(';1t9 t,ose 
(l@.'P tit- gta!tt' (JI tl{~J• in, to1nh'firation with leave: ~firer. iAan extraordinary 
fl~ Jt1;Vf>lve a' 1ot!if ti&efice, of-more than ~enty ~ight _Jfg)nihs generql/y -and 
<h.irty-sj:c mon1hs for :the courses-. leading to PhD. degree from fhe regular duties of 
lite. ()overnment se~dnt. 

·Cornpettnt Authority tor grant of study leave: 

l. ·Group A.: ·aoa«t of1D1rect Taxes 
:2. Oroup.8,&below¾ '.ft. CCl1.oflhe con~ei:nt~cO-ega_on;wl\c, IS'tbe Cadre 

•€C?fitroll~ 

l;lasslficati~ ~C~urses /~Institutions forr:purpose of Study 
I.eave: - . . 

The: .. Co~, ~~d; to beJ>J~µrsu~~tl~~~· ig which admission is 
,pr~sed to, taken, while applying, fot :Study l~;e, are hence-forth 
categori~ ,qp4e_r th~ f9il.9WiP& .cij~g9ties;: 

-• eategory I~ Cb~ appearingcin llie 
o top· iw.: Instituti~ns ·1,Jllder NIRF 1(Nati?nal Institutions Ranking 

F.ranrework) or othe.r ,e.cognized national ranking in the context of 
COUJ'Se'Pl'op.osed·to be pursued 

o To.p~@'Qif:i~~s lijgber Edu¢atjon (T;BE) Ranking, 
o QS· of'il~Y other recognized and ·reputed.global nmlongs. 

F.ur:ther, latest :avi.mtSIJ ffinlqng at the time of study l~te,applicati<1n•may be 
'used ~idecide t:1ie.·~g of the institution I ~QurSe. an institution / 
, c81).rSe. j's rankeffi}jj 'U!~re· than one ratiking, ,the l?e~t ranktng irnong afo~said 
rankings may~ ~i4e~-

• 1 ~tegory ·u:. Non ., mtnkcd institutions-/ courses, 
• ·Ct~9•l~; ~~i~~P.?1'·s~<l!~s ~at do not require a~~J\QaJJCe as required in 

1:egu1ar·aca"derm¢/.enu .. acadenu¢,.cc>urses. 
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V. Procedure for grant of Study leave: 

The procedure·forf.iling <>f appiitatioll, ptoccssing ml ap,provaL,of Stud¥ 
Leave s'hall broadJYi be·&$ ,unde~: 

l. Appliaatjon.s ftoitt Offi~ ·who art clear from VJgitance/Adniinistrative; 
Angle shall ~nly be conside~ for, fiutbe,r processing 

2. The criteria ·for P~"ing_ study leav~ applications r,would depend on the: 
tateg'oi:y ()f5the c~urse- / institution· and the. ~9' I number of st;u9Y. 
leave applications at a time and the numbet, of slq' :ata.ilable out of the. 
ret~vant reserve pool. . 

3. For-officers who have ·undergone long term inijJii~ ·(mcluding fO(eigp,_ 
lraming) ifor l ~d of .6 months .or mote, -~ 'die '-cooling;_ otr 
period for consicl~on of the offi£Cr: for study leave lhall),e 3 years,~ 
the date ·of joining the deparfm,ent after completio~ ,~-~14 COUJ1C~ 

4. Normally, 
a. Study. leaye shall be considered for co~ in~olving, leave, for 

• upto l2 months; 
b. The ~ur:scs bei)ig undertak~n iii insti~ .oftipufatiOJ11 baying· 

nmkirig u pe.r Category 1 above 
c. ¥>:, • I.eave ·app!i,~o~ ~haft k ~ideted fat 

course$1'institut~ fa}t~s~m:Gate.~~i 
S. The applications Joi; ttudy.i~v,e. shall ~sent to fhe.:.,p.Q{T(HRD} AJid will 

he processed o., the co~e~ MlG in DGIT~. The applications 
~ved i~ vatio\iS Pr. CClT•tejf()Jis ·shalt be forwardediJo-DGIT(HRD) 
,tfin1ugb proper ;_Channel· by respecti:ye- ~c~,. afopg its NOC snd 
specific reci>mrgcn,d4t,ions,. with ,re,gar~f·tQ, tKe {~ :o.f the course, 
itjiutafion of ,the institute from where such -~e: Js rp~~sed, ft), .be 
pm.sued (in case·ofn~~rari,k«I insti~),~: ~t,l#iQtJtats submitted by 
the applicant slioul<l pc dqly vetted by the re:speetive~COA:. m ,case these 
are submitted online or through appropriate .software/App etc, samc 
would be uploaded and vetted by the CCA. 

6. The study leave for. pursuing .a comse from foreign tinstitute shall be 
alfowablc subj~t to the extant Got gui<!elines/regwati,c;,ns on the . 
impo~ce oflbe ~~ftS~tioA-arut tlie av•ilab~ of,officers in the 
c-,.-· '"PQ, 

7. The·appllcmo~:sliill,:intcratia. specify: 

t. l>et.alll of':the Coune: 

L N~ ~ftbe Qo)U:$~.; 
·s. Ass~ated Degree/Certific!ltc/Diploma/I'itle .awlU'dcd. on 

~mplet1gp of CQurse; 
c. Wbetbcr the course is, ~d~ijQ!l/Post-. 

graduation/Diploma/Doctorate/,,8Jly· ote..n 
d. Oun(~,.qf the CoUJ'Se; 
c, of ~mmcoeemcnt of course and, da~ '?.f ending of thQ 

course-. If the go~ is mQre. -. 'th¢· twdy l~ve 

S· 



ed h · is me, pfOPJ)Std to 
applidadtnissible/grant - ow . 
c~t~fe4; ... •inrnents in the lncome Tax 

f. ttetiyau¢-e· ·of the Course for asstf,-

~~n\ .· ln . ·. ·11as~ ~uriµg ffl~ period, ~Id 
g., Wle_, ~. ,tile . /~th . nf1riit~..i to be· studied? 1f so details ~·nfrtlatea· tb, · e area pr1,,r-11eu ' 

the~ . . . . . . • Nlit ~letion of 
11. . \Vbat ~-,jgnmefifi does- thb officer envisage,. ,,..,.,~ 

the proposed1~arse; . . . , 0 .. ~tion to 
.t )Vhe~er tbe\~ffi¢..e; h4$ ,8P~ for any .c~ • 

qualify fqrtb.c course? Ifso, de~ds there~. . ft 
jt Details .of ·Examination/appraisal required. to be cl~ed or 
• ~o~letion of:pJ~ 09~; . . . 

k~ ~etlh, o.ffi.c.er{'basJ?rior academic baekp:ound f~r th~ cowse, 
t J\lstilbtion~fcr,·appltcatfon•of,Stµdy:Leav~,for ~, . 
m. Whe.ther stt\\ftiu' .cotlr$e .can ~- pui$1ed fbrough -onhne -means, 

w.bile~discharging duties, . _ . 
n. lnr case ,the proposed ~w;se i_s .to . be' done c;utsfdt· ~dUli then 

~eiKer ~1nilat courses exist in 1ndia,AJiB if's'.01 .. why ,it bas been 
pro'posed to do the course abroad? 

2io RtJi~'of-tfie .Ins.titutton: 

a. ~Jjle.stjp: Pl!·, iJi~(MtiQnaf ranking of the, wtitution. 'from where 
'the:course~s. pro.posed :iq,be pursuetl; 

b. Al~~~tytfont-<Jf'~ tankingtllato.ffer~li;~; 
c. 1Wae~et. ,the officer has.applied1-for·t:he ·co.unes- in?institutes of 

.beJtei .tatiking? '.ff nO,;lnsons,thercof; 
dt R~fyr,clt~hg'tJl~ relevant instiUJtrQli; 
e. It•c ·~i9Jfis not'7,fallirig under Category I, 1hen justification 

for,Jt4'j>osirig to-putmte}the co~ ~m the p~ lnsn(ulion. 

8,. The applications received'for1be,Acadcmic session commencing from th'e month 
of 

,. .April ,of. a :Calender ry,ear •>-'would be1 requ.ire~t to :tx, sub~itted 
tlptp·~~t Ofthe ptevious ,year1,arifl ·s11a1Micuconsidercd 
fqr •tvall!.ation _ut '!he month ·of January ~f· ~at .cal~~ year. 
Approwl ·or reJectton 'for study leJVe' shall be-·pm-vi~ ·by tsth 

F.e'tmwy·of that year 
ii. Jul)" 61.a Calender year -> would be required to Qe submitted 

upto 31.c ~arch ·of that calender year and $hall be considered for 
evaiu.tioJI in the JllQnth of April of that. year. Approval or-
ieJcdion for; study;leave, shall be provid~ by. l5'th M'ay .of that 

iii. JJtfeiuber of• Calender year or Juu•ey ol'the neit C•lender 
leu ~> ·would be 'rcqui.-ed to be sul nutted ·upto .August l J st of 
that calqruicr yc;ar an~. sbidl • t,Q col\${dered for etaluati'an in the 
mg~Ui o.f·1~j)ternbcr of, that year. ·Appioval ·orrrejection fo.r stu<iy 
lmc· slia!U,e provided by October l sit! of t1-.t-year~ 
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9 • The applicalions s~ 1>e considered for evaluation by a: Screening Committee 
headed by the Pr. l>9lt(Trg) and comprising of 011c ~. from D.GIT(flRD) 
an~ JS(Adtnn), CBDT. ¢,'ncemed ADO in DGIT(HRD)'ihall'\ptovidc 'secrefaruil1 

assistance to the Scrccniflg Committee; ln case any online;module or APP or ariy 
oth~ ~ftware is pl'Qposcd for receiving and pt'o,ce~sl()l s,ucb ~tud_y lcate 
apphcations, the DGIT(HRD) shall be its custodian for. ope.tational and 
maintenance aspects including maintenance of fmal thesiS, or recommendations 
or any other report submitted by the officers. lX,HT(:HRb} may also i~ue 
suitable instructions in-such case, including.sharing of such reports with NADT 
or any other agency/institution ofGol. 

l 0. The Screening Committee 'Shall: 

i. Examine application ta assess the televance, c,f tlib· applitd 
alohg with the suitability of the officer. 

11. Examine the admissi1lility ·of Study Leave b~ oi, v~ous criterl-,· 
tntluding. nature of course; the relevant institutibn from where ab: 
course is proposed to be pursued; ·relevance ~f-tl)p C,OUl'SC; -ov~lt 
permnnan~ ~-~~et)ce.oflhe aRplic~t officer~~: 

iii. Rap\ & Prioritize the applica;tions before it on a~g:systctn, as per tlw 
Anhexure. 

1v. R~ommeJl(i apl>J'0\'8,V ,tejectidn of the; :;tudy le$'!,C 9H~~on consideri~g 
all the factors. 

v. No applicati()JIS. ,sh9µld be ~ed f~!ffl cycl~ by· ~-
committee. 

11. The Screening Cogunjttec shall submit its recommcnda(i.QI\S,~.regar-ds approval' 
or rejection of the application to the Sanctioning .Authority. Con~ 
ADG(HRD}-sball further process the ~ppfications at:td reco,ijnn~da6ons. _ 

12. The leave sanctioning authority would consider the rec9JI1Jt1endations o{ ;the 
Screening CQmDUttee, al.ong_.with 11re overall requircmeiitofoffi.cem'inithe cadre 
and other ·administrative ·factors, while approving/rejeetitJJ Jhe; ~li~tion. The 
sanctioning a11lhority sAAll decide cases .in ,order of priority, subject to 
availability of slots fi'om:tb'e study leave reserves. 

13. The decisjon on_ the l~YS applications shall ,be commuiii~~~ 10 the AD-VIA 
division of the CBDT~ timelines.as per PIU'a 7~vcJn case of Group-
A officers. 

14. 1:he communication:i,)i ~t1r;ejection ol_thc s~y le~v~ ~ll~ <:otnniUflibAted: 
to th~ .offiter by the Al>-'W.A ~ivis.ion <>f the CBDTlin eisc ~fCfmup.-A· officers. 

15. For Group B and Group .. C CD\ployees, respc;cliyc ~: e<>~llipg autborities, 
sh~ll suitably. adOJ?!~ ~i,@lin~B. 

VJ. Par.am~ten~for-evalQatlon•of·Stpdy 'Je,av"•A,plicafions: 
The ~uatjosr ~t: app~ons for ,sJudy, l~V.C• \\!Quid (involve asse5:5ing 
various -~ ,to ensure that the leave is: granted' in ,t-:C.ir and eff~ve· 



t be considered for: .evaluating such manner. Some eommon parameters o • • 
appUcations.~as1,elow: 

1. Qele"'n·c"Jtt~J~b Ulltiet: 
. , . . _ _ dy to ·the ·applican~s cmrent job • Re1WM.ce, of the. :pro~ed stU • .d _ ,, ... ..M;~ ooutses duties a(ld respunsibiUncs: For examp,e to ~!"""''".. ' 
~µrre1 i~-~m.glechrtol~~ etc:__ .• _ . • , to the • Whedler the knowledge/skills wtll dtre~ly contribute ernpklyef effectiveness in their role in the Departm~nt. 

2·. Alignment~ Organizational Go,ls: 
uAsfh ~- "'~ectivesl • How tf1e proposed study leave. aligns ",. vvJ 

Plfiori.ties, of me Departmenli 
• ~fher the skills/knowleclge acqul~ -wilt w_pport otgamzatioo'smi~ion·& mandate. 

lmpact.oa StWltcfDellvtry: ., . 

• P~tW impact Qt the. t:mploy~'s li~ oti' deli~ or .titM~in the Deptt. 
• Whetlalt ~gem~ts can be .made to mitigate any P,Otential di~.do.rl.11g thtttmpJo)lt:;e• s ·abseJtCe.? 

_._ Eml)lo_y«~dormanie .ud· P.otential:: 
• ~cer,.,.s perfommnce record (las~ fiy~ years !',~AR etc) • His I-~ seniQiity, nuin~ of'years ill q"13fifying service/ pde atid ~lifi'al for .career.advancement within tbtfDepartment. • ·Wheth~r):l)e stu.ey leaye will help the employ~ gevetop skills and oompdei)cies for futute leadership roles or specialized positions. • Whether the study is in an area .mentioned by the reporting/reviewing. officer 111 APAR 

S. Tralnbi.'Pricram Qn~ ud lteputation: 

• Quality and;-reputation of the proposed' study .program, including the credential~ of the institution (jr organir.adon- offering the pr~. 
• Factors suc'h u accreditation, faculty expertise, curriculum releyan~ ·and past participant feedback. 

.6, lmployee,·C,,-mftm,nt and Moflvatlon: 
• Employee's revel of' commitltlent rto '.their professional development and their motiv~tion for plU'SUing the:.prQPQsed study 

leJYJ.', 
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., Past~Uffl;liiide~entor ire1f'-impt~ve~ taYedi' 
aligtiment with organization's values. 

7. Lea"e hittory, D~putatton1 & aulgnm~ta: 

• .Leave bistoey, .any deputation or ~gjn !CBDT/ ,Ditectorate, 
any too.g- term training ·c<>urse undertaken ,~:. the officer in, the, 
past.,· 

Keeping in view the abovefparameterss a Sc()ring system bas l?_e_en"~esipett (~per 
AnneX\ll'e). for examination, evaluation and prloritizaijon, of iilic; study ·]eave 
applications. However, the ume is not exhaustive and the ~tng -Commi1tee 
may .add more criteria ror·,scoring~. on the basis of ,above~J)411l~•, 

VU. Post Study-lave Presentation: 
After availing study·jeave. tJie offi~r would be required tQ de,ii'y~-i'~·pre$CllfaPOD 
or report on hi~r experiences, learnings, and any. ,C)utcomes. ~bievea 'to ths 
Screening Commi~ wil\un 3 months of the completiQD ~fthe .e<>Uf.¥. The; 
general s~ fQt such &:'{trC$ehtation may be interalia.as ~lOVI~~ 

t. Purpose and Objedives: 

• Specific objectives setout to achieve ~wing ~t leave. • How objectives aligned ;Witn Depattm~nt's goals and 
priorities. 

2. Stadyfrralnln& E.-,lence:. 

• Description ·of study/program. including':ibe, institution where it 
tookplaee. 

• Key topics oovered, methodo1Qgies us.edt awl any bands-on 
:experiences gained. 

3. Leandngs.:and ~; 

• • ·Sigtll~ insigh~ or l~ns learned d_utjng ,study leave. 
• How~the$e. Jeaming telaf.e to-relevant work within the ·go~cnt 

and·bew'<ibey,can benefit the,D.epartment • 

4. Achievements and Oatcomes: 

• Tan$ibl~. outcomes or ·accomplishmcn~ '-iting bm· stu~ 
•leave. 

• ttow the,se achievements shall' tontrib'Q.~ jQl advantemeiit '<>l 
yo\lr s'ktl1$., knowledge, or the goals of your orpnization. 

9 



-5.. RekYAll~ lo: the Organization: 

1 xperience to the JJeJ>artm.ent· • Re.levat1£.e of study cave~ .. • ~~owledge/, jkiljs fp improve a6w 'yo.u plan 10 -a_pply n'>! :~ . · ., ·ects within the :P~~ so1w •pt<>blem~ 'Or· contnbute- t<> pn>J 
t>r~ion. 

:6,. l~O#lmtJdltiOllS: 

• Reeom.mendations based on studf leave experience. 
, ·~ HQ)V. ~t~jzatioo can further suppo~ employee development or 

1cverap:Similar~rtunities in ~e~(ufiaV. 

':1,: Role asi: truaer': 

• How ~Q ~\l propose to imP,art trainings incolleagucs in the 
~erit. 

~" Database::ottdcers •for future: 
The Ttailiing'~te' sball ,main~i~ u ~~•··o( AtC~_~lf!~ 'WbQ :J;aye 

~b'- cortmleteaJl~,.~~~ ~~l:lfSCS, d~g;-~~J~t~ $.0 to. utilize theµ- cx~sc fod~. ,. 
.of the l>ffi~~~ls 9/ th~ d~@k- This .shall be ,rnfde - !AJ... mi1anle tQ NK!>T ~1ts.RC, (t~_.:r~ p,ersQ,n an<f ktiQwtedge iharing) and 

<ten (for -~.t i;. ~~~llre quali(tca~oii at tlie time of 
~' the ·~11 ,al$> evaluate the cittcnvcne,ss of the ...... ~- and 1the .wd-it...t. " .. ,.~ 'h-tJ nch ·m ;§o •• • • ·....t • 'd .r. ~.,,.-· ~~,JJw:~~ ~J. s . o cers, . . •'&S 10: '"' as -a gu1 e aor 
fµrther evaluation of applic,at10ns. fo.rst.udy leave .. 

10. 



Anttexure A : Scoring System 

Criteria for -.eorlng or oilkk, applyiq, tor study '1.~ve: 

Criteria Detailed ,distribution -0f points Jtdflftcatlon & Remarb • 
Leave History Scale 

of7.5 

' 

. 

' 

Maximum Poittb; 7.5 The ,,stem streamlines the 
sconbJ -10- en.courage tbo.se 
who have· never got such 
~iti~. 

i) Never taken study leave: 
1~S points 
.. u. 

iii. 

Alrea.dy taken leave 
of 6 , -months 
{ excluding maternity 
leave) 'and tbove at a 

Ordinarily 12 ~ontbs. -of • 
Study Js allowed. And M ; 
montbs,in entire career. 1 

stretch in the past: 3- The ~it'lg• C()jmni~ 
6 based on the extent sliould!· also take- , into • 
& nature of 'leave cortsideration the duratfott ~f) 
taken th~ conrsc {aiid ,the,,. extent of;, 
Already attended_ a ~y appJi~- and, 
·long- tenn traJtting ,~J .o! the offi"1: ·tq 
PT?~m (other tbaii eomp1ete die course 
?1•~- .. c~_e~. _ ~r . dµring,_. the 
111dpc;t1on tfain1n8)1n , period not' covered by tl)e' 
~.hibh salary ~- • ~}~. 
been '~id by· the- ' 
·aovt or ~nsor~ 
by the· 'Cidvt: (f. 2: 
based on the ·extenti 
& nature of leave 
1aken ' 

The score shall be reduce(! 
by~ factor of 0.60 - 0.75 in 
case the leave soµght is 
more than 12 months • 
d~ding on th~ extent of 
leave· sought 1

' 

l 

I 
I 

. ' . 
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·ng 
cc/ 
-) 

Scale 
of of 7.S 

in· 

I 
I 
I 

I . 
·1 

l 

No o~~ars Scaloof 
spent in 5 
Boatdor 
Directorate· '--

, Maximultlpoints: 7i5 study leave ·may be:pted 
\ . · o . A to a Goven11n~t. ~~t-
1 Oirect R:crwt. ~up . 1 • h. has satisfactorily officer with -o~ y~ of 1.. w: 0 . , 'od, of 

.~mpleted semce m compl~ ---4 C, tndered ·Department as on 1st of proba~on 111"1 ti_ . , . 
Jatnla?Y of tbe yeu gets 03 not 11~ five Y~ 1>0'. ts regular contmuous service m • • inclu4i)lg, • tho period pf 
T."li I"--. A 'p· roa.:..·ti·- , under the i..:i~t Recruit v,uUP VP vu 
~fficer will also get Oovemment; 
-additional weightage t,f. 01 ii.1·w1lQ is ,iot, due ·to reach 
ppint fqr every three tbe ,gc of. supepmnuation 
completed years in excess of from,the Government 
~;.,years in Groµp A. service within three Y~ 

frorn the date on which be 
Promoted Group A office· ' is- expecte(J to :return who to ·du(! afte( tbe expiry of 
tbave completed at least ls .. , the1eave;, a!!d • 

~of service from the date , iii. ~lfu,~x~ a .BgtJd as 
o(joining as • laid •®Ml Jn Ruf~ 53 ( 4) 
ITO or equivalent rank-as on undertakinS :to ave the 
1st January of the year. wU1 . qo~~enti:;or i ~ri~ of get 03 points. tliree years after·tHe-expi~ 
Further, 01 point each will ofthe.Tuave . 
be given for eac~ additional 
lhree years eomple~ ih 
excess on 5 years. 
'Provided that wJiile 

the number of 
years;as a1,ov~, the number 

1 1Pf years spent on 
dcputatiort '0.Utside the 

, ~ent or period of 
l®"g-te-rm leave (pcyond 6 
inoriths) or period of Jong-
tenn training(s) shall' be 
re:duced. 
~: 5+2 points 
Q;i~ point for each year 
sj,ent in CBDT, NADT, 
NA'.PT-RC or any 

, of the D,irectorate; 
Additional two points for, 
,ursuinj the course in area 

' '-bin.died in the 
Board/Directorate 

The system iationalizes the 
-need to give, more 
weightage to officers who 
))aye gained . eqeriencc in 
'the department and 
ratioofilizes period spent 
,outSlde on deputation, 

t·ea ve, trainings. 

ncouragc officers who 
3ve worked in 

ard/Directorate/Training 
erti~l 
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1'ax specific t Scafe 
I 

courses, 
Emerging 
Technology 
and.Areas 

Ranking of 
the 
Institution 

'of7.s 

Scale 7'5t 

• Maximum points: 7.S 

'Baebelora ».ee: 
~ntemational Tax specif 
IC: 5 points 
Digital tliianciai or, cross 
~ rder ~tionsr s· 
t><>.ints 
E-Oovernance telatcif 
courses:1 s points 

1 ~ata ~naJytics: 5 point 
Financial Transactions: S 
points Cyber Forerts.ics: S 
points Behavioral Courses: 
4 points Tax- ~pecific 

, courses: 3 point Contract 
management: 3 poi~ts 
Artificial lnteJ\igence: 3 
points Law course- LLB: 2 
point 
Post-Graduate or 'BhD· . 
course may be scaled -qp 
by 1.S times; 
Diploma ~our-se ;may O w 
scaled dO.wn· by factor, of 
0.75 
Screening committee ~y 
identify more such ·areas 
·and assign score, 
depending upop th~ 
emerging - situation/ 
academic scenario. 

ITTtis officers· to 
oain, «"'"'".. •.,.... • ... - , 
6' t-J..._, 111 WA m4ffe1's 
~r newi emerging areas: to 
broaqen the',outlook aruf bring 
in • llCWl innovatiom in ttbe 
kiepa,tmenf. 

Jnstitution in, ·ranking ThiS' ensures that admissions 1 

list recognized by I the in 'betteniii~ked universities 
Government ( e.g. ·NIRP- arid get hi~ir;riority. 
inlemJtional rankings) • • 
'fop 25: 7.5 points 
Top 26 to 50:•6-points 
Top SJ to 100: 4 P,Oints , 
Top f0J to 150:'l;points .! 
Top 15] to 200: l point 

i 
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,Past Scale of 
'f>enonnance/ s 
contribution 
towards I 

Capacity 
Bliitdingm 

"~· '. 
, ~u1~ent 

Mod'e:of Scale of ' . 5· a~ion to 
,tfit ·cowse 

I 
I 
' . 
I 

"Sc.ore Scale tf ·=~ s 
=r." 

.1,Gonducting training• 
11seSsions in the department: 
i More ·than 25 '.bouts! 5 
P!)it;lts 
More than lS hg$ bUt less 

1,'.Uian l'S''hours:• J1j>oinf$ 
i'.M or,e than S h'OU11 ,but less 

1 S hours: 1 ·po'int, 
Competitive Examination or ,"'- . , Score in reputed 
1examinations 
lCAT/CLAT/GRE/GMAT I • 

·et~.): 5p<>int5. 
f 'Qualifying entrance. 
1.ic~am;h~tion: 3 'POints . 
&ai
l O.verall)lpplication 

uatfon of-the ·application 

I 

. .. 

,, 

' 

' 

, 

• 

,. . . - -
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I 

( 

, , / 

'Application li'orm: 

J. Name: • 
2. Batch/Civil Code: 
3. Present Urade: • 
4• Regi<>:ri/Prescnt })osting (since when); 
S. Duration of Study Leaw Sought: 

6. Details oftlie-~: 

A. Co~rse particulars: 
1. Name of the Oourse· 

.. t 
11• Associated Degree/Certificate to be awmife<I. on (?OmpJetion of 

~ours~ • 

m. Whether the course is G~duafio,n;/ Postgradtt~ti~n/ 

Dipfoma/Doctorate/ any other; 
1v. l>tJration of th~ Course; 
v. Datb of eomrnen~ment of course .ana date- iJf cncfing, of 'tlie. 

course. 
Vi. if the , ourse is more than .the sttµiy ieave 

applied/admissible/granted - now 'is the c.ourse proposed·<fo ~be 

completed; 

B. • Prior Academfc/profejsional background ,-.JJ,e,-1,(rea of,put,.ait: 

1. Whether• the offi~er· ~- prior ~de7r:ii_w. ~ound: :for -the 

c~; . 
u. Whether the officer has prior profession11lb'ack~ound specific to 

the of the course 

C. Mode of .admJlifon & completion for the Couaa:; 

i. Whether the officer has appeared for any examination to 

q~ •for the cours~ or -GQD;lpetitive J~xiµn~tion. -or ~CQre in· 

repufed· -examinations: (CA T/CL,1.T/GRE/GMA T etc.)r If so, 

details thereof: 
ii. Details of E,wnination/appraisal required/ tq ,be cleared for 

completion of the course; 

D. Relevance & ·A-rea - proposed to J>e punuecl: 

i. IteJev•·of the Course'for assignments mdte,IQcome T1'X 

.~t; 
ii. Wheth~r'lhe officer has. duringlJie service period, held 

assignment related to the area proposed to be studied? 1f so details 
thereof; 

iii. Wbatassigiuncrifs does the officer-envisa,ge,post•completion'of 
the.p.roposed COWBC; 

15 



,1; 

1. 
.. 
l). 

)fi. 

til':. 

& 

,i. 
.~ 

Ranking ,of tbe lnsfltudon: 
. . . . . . ., . • • tion from where the course Domestic-or mtctnat1onal rnnlcmg of thc tnStl\U 
is proposcd~to be pursued; fi1 . h, utses' Alternate institutions of better ranking that ·o. er su~ . nsti~tes of better Wbetlier \he >-offic.er 'has applied for the courses tn 1 
ranking? If no,,reasens thereof; 
Rea.sons for olaoosir1g lht relevant institution; 

JllStit\cstion fQt need for Study Leave: 

Justffication~r applitarion.ofStudy Leave; for the ®~; , ·1e Whether si~lr course can be pursued through onhne means, whi dfsch~duttes; 

9~ lletaik,ot Long-Term Leave availed (more than 6 months): 
i') Specify N_aque-of:Leavc, Duration and period thereof 

16 .. 

.1. 

.... u~ 

Details of ~tion, Long term Tr-1nings: 

Specify details ~f, Deputation, Long term Trainings al90~th duration, peric_>d and level (in ~ase of deputation) 
Specify details of posting in. CBDT/Directonne/NAD11NADT-RC 

u. Dttalls of tnJOlng/capacity building programs undertaken 
f2.Rny,otheq,articylai that is,rel~ant for.the purposes of-seQrln,g as per Annexure. 

(Name & Desipatlon of Officer) 

16 
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