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1 

Induction Course for direct 

recruit Multi-tasking Staff 

(Batch-I) 

As per National Syllabus 
Direct recruit 

Multi-tasking Staff 
16.04.2024 29.04.2024 10 days Completed 

2 

Induction Course for direct 

recruit Multi-tasking Staff 

(Batch-II) 

As per National Syllabus Direct recruit Multi-tasking 

Staff 
06.05.2024 17.05.2024 10 days Completed 

3 
Induction Course for direct 

recruit Tax Assistants 
As per National Syllabus 

Direct recruit Tax Assistants 27.05.2024 15.07.2024 35 Days Completed 

3A 

Special induction course for 

MTS for upgrading from Gr. 

D to Gr.C 

As per National Syllabus for 

Induction course for MTS Newly regularized MTS 27.05.2024 7.06.2024 10 days Completed 

4 
Induction Course for direct 

recruit Stenographers 
As per National Syllabus 

Direct recruit Stenographers 
22.07.2024 

 

26.07.2024 

 
5 Days 

 

Completed 

5 
Pre-examination 

Course-1 

As per syllabus for ministerial 

examination. 

SC/ST & other ministerial 

staff appearing for 

departmental ministerial 

examination, 2024 

29.07.2024 09.08.2024 

 

10 Working 

Days 

Completed 

5A 
Pre-Examination Course -2 

As per syllabus for Inspectorship 

examination. 

SC/ST & other ministerial 

staff appearing for 

Departmental Examination, 

2024 for Inspectors 

 

13.08.2024 

 

27.08.2024 

10 Working 

Days 

 

Completed 
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6 Ek Bharat Shresth Bharat Karyashala on Assamese 
Ministerial staff from other 

regions posted in NER 
05.09.2024 05.09.2024 01 Day Completed 

7 
Special Course on ITBA and 

Insight 

Different modules of ITBA , 

Insight & HRMS 

Employees posted in 

AUs/VUs/JAOs 
27.09.2024 27.09.2024 01 Day Completed 

8 
Rajbhasha  Karyashala 

 

Use of Rajbhasha in office/ 

translation/ Typing in Hindi Ministerial Staff 01.10.2024 

01.10.2024 

 

 

 

 

01 Day Completed 

9 
Special course on TDS & 

TCS and TRACES 

TDS, TCS Provisions & 

Procedural Aspects with hands 

on training on TRACES on 

ITBA module. 

STA/TA/Stenos 03.10.2024 04.10.2024 02 Days Completed 

10 

Special course on Set off 

and carry forward of losses, 

Depreciation and Clubbing 

of income 

Course on depreciation, Set Off 

and Carry Forward of losses & 

Clubbing of income 

STA/TA/Stenos 
15.10.2024 

 

16.10.2024 

 
02 Day Completed 

 

11 

Refresher cum Updating  

Course for TAs & 

Stenographers (Batch-I) 

Amendments made in IT Act & 

Rules, 

Assessment procedure, Appeal 

matters, Service Rules 

STA/TA/Stenos 

24.10. 

 

2024 

25.10.2024 02 Days Completed 

12 
Special Course on Faceless 

assessment 

STA/TA/Stenos posted in Aus 

& VUs 
STA/TA/Stenos 29.10.2024 29.10.2024 01 Day Completed 

13 Course on Soft Skills Soft Skills Ministerial Staff 13.11.2024 13.11.2024 01 Day Completed 

14 

Refresher Course for Office 

Superintendents 

Leave Rule, GPF,NPS,GFR, 

CGHS, Preparation of pension 

papers,  Conduct Rules, 

Maintenance of service book, 

PFMS, HRMS,GEM, etc, e-

Office Superintendent 27.11.2024 29.11.2024 
03 Days 

 
Completed 
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Office, 

15 

Refresher cum Updating  

Course for TAs & 

Stenographers 

Amendments made in IT Act & 

Rules, 

Assessment procedure, Appeal 

matters, Service Rules 

STA/TA/Stenos 02.12.2024 03.12.2024 02 Days Completed 

16 

Special course for retiring 

employees 

How to lead happy  after post-

retirement  & retirement 

planning 

Ministerial Staff retiring in  

next three years 
04.12.2024 04.12.2024 01 Day Completed 

17 

Special Course on 

Collection & Recovery 

Procedure  for Collection & 

Recovery of Taxes 
OS/STA/STENO 06.12.2024 06.12.2024 1 Day Completed 

18 
Course for Office 

Superintendents due  for 

promotion  to AO, Gr.III 

As  per prescribed training 

module 

Office Superintendents due  

for promotion  to AO, Gr.III 
10.12.2024 23.12.2024 10 Days Completed 

19 
Course for Stenographers 

Gr.I due  for promotion  to 

PS 

As  per prescribed training 

module 

Stenographers Gr.I due  for 

promotion  to PS 
10.12.2024 23.12.2024 10 Days Completed 

20 Information Security 
How to secure and protect 

official information 
OS, Stenographers & TAs 10.01.2025 10.01.2025 01 Day 

Pending 

21 

 

Rajbhasha Karyashala 

Use of Rajbhasha in office/ 

translation/ Typing in Hindi 
Ministerial Staff 17.01.2025 17.01.2025 01 Day Pending 
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22 

Doorstep Course –I 

At Agartala or Shillong or 

Silchar 

Recent amendments in IT Act 

and IT Rules and changes in 

Service Rules 

OS & Stenographers  posted 

outside Guwahati 
22.01.2025 23.01.2025 02 Days 

 

Pending 

23 Health is wealth 

Importance of health &  

mental well being 

Ministerial Staff 28.01.2025 28.01.2025 01 Day Pending 

24 
Special course on Gender 

Sensitization 
Gender Sensitization Ministerial Staff 03.02.2025 03.02.2025 01 Day Pending 

25 e-Office Workshop on e-office e-Office 

 

10.02.2025 

 

10.02.2025 01 Day Pending 

26 

 

Doorstep Course –II 

At Agartala or Shillong or 

Silchar 

Recent amendments in IT Act 

and IT Rules and changes in 

Service Rules 

STA/TA/Steno posted 

outside Guwahati 

26.02.2025 

 

 

 

 

27.02.2025 02 Days Pending 
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27 

Special Course for 

employees posted in 

Aayakar Seva Kendra 

Duties & Responsibilities, 

Citizen Charter etc. & 

Different modules of ASK. 

Staff  posted in ASK 07.03.2025 07.03.2025 01 Day Pending 

     Total 138 Days  



REVISED TRAINING CALENDAR OF MSTU, GUWAHATI FOR ACADEMIC YEAR 2024-25, APPROVED VIDE ADG, RC-KOLKATA’S LETTER NO. NADT, 

RC/KOL/ATC/MSTU/2024-25/2728 DATED 02.01.2025 

6 | P a g e  

 

 


