HOW IT WORKS ?

How to Apply for an Income Tax Audit

1. Determine the Need for an Audit:
Understand if your business falls under the criteria that necessitate an audit, such as:

e A turnover exceeding the prescribed limit.
e Certain types of businesses as mandated by the Income Tax Department.

2. Prepare Required Documents:
Collect necessary documents, including:

e Financial statements (balance sheets, profit and loss accounts).
e Taxreturns filed for the relevant assessment years.

e Details of income and expenses.

e Any other documents as specified by the auditor.

3. Choose a Qualified Auditor:

Select a Chartered Accountant (CA) or a qualified auditor registered with the Institute of
Chartered Accountants of India (ICAI).

Ensure the auditor has experience with income tax audits.

4. Fill Out the Required Forms:

Complete Form 3CA/3CB as applicable:

e Form 3CA: For taxpayers who are required to get their accounts audited under any other
law.

e Form 3CB: For taxpayers who are not required to get their accounts audited under any
other law.

5. Submit the Audit Report:



The auditor will prepare an audit report based on the findings.

The report should be submitted in Form 3CD, which contains detailed particulars of the
business and its transactions.

6. File the Income Tax Return:

After the audit is complete, ensure that the Income Tax Return (ITR) is filed along with the
audit report.

The return must be submitted within the due date specified by the Income Tax Department.

7. Maintain Copies:

Keep copies of all documents submitted, including the audit report, financial statements, and
tax returns, for your records.

8. Follow Up:

If required, be prepared to provide any additional information or clarification requested by
the Income Tax Department.

Important Tips:

e Timeliness: Make sure to adhere to the deadlines for both the audit and tax return filing
to avoid penalties.

e Accuracy: Ensure all financial records are accurate and up to date to facilitate a smooth
audit process.

e Professional Help: If needed, consult a tax professional or CA for assistance in the audit
process.



