HOW IT WORKS ?

Step-by-Step Guide to Responding to an
Income Tax Notice

1. Read the Notice Carefully:

Understand the reason for the notice. It may relate to discrepancies in your tax return,
requests for additional documentation, or assessments of tax due.

2. Gather Relevant Documents:

Collect all documents that support your position regarding the notice. This may include:

e Copy of the Income Tax Notice.

e Taxreturns for the relevant assessment year.

e Supporting documents for deductions claimed (like investment proofs, salary slips,
etc.).

e Any additional documents specifically requested in the notice.

3. Prepare a Response:

Draft a clear and concise response letter addressing the points raised in the notice. Include:

Your PAN (Permanent Account Number).

Details of the notice (like the reference number and assessment year).
A summary of the information and documents you are providing.

A polite request for clarification if needed.

4. Submit Your Response:

Ensure you submit your response within the deadline specified in the notice. You can
typically do this by:

e Sending the response via registered post to the address mentioned in the notice.
e Submitting it online through the official Income Tax Department portal, if applicable.



5. Maintain Copies:

Keep copies of all correspondence, including the notice, your response, and any submitted
documents, for your records.

6. Follow Up:

If you don’t receive acknowledgment of your response, follow up with the Income Tax
Department to ensure that your response has been received and is being processed.

7. Seek Professional Help if Needed:

If you are unsure about how to respond or if the issue is complex, consider consulting a tax
professional or a chartered accountant for guidance.

Important Tips:

e Timeliness: Always respond within the stipulated time frame to avoid penalties.

e Clarity: Be clear and concise in your communication to avoid misunderstandings.

e Compliance: Ensure that you are complying with all tax laws and regulations to prevent
future issues.

Common Types of Income Tax Notices:

e Income Tax Return Processing Notice: Discrepancies or issues found while processing
your return.

e Intimation Under Section 143(1): Adjustments made by the tax department based on
your return.

e Notice Under Section 139(9): To rectify errors in the filed return.

e Assessment Notice: For specific queries regarding income, deductions, or other claimed
amounts.

By following these steps, you can effectively respond to an Income Tax Notice and minimize
any potential issues with the tax authorities.



