LETTER OF AUTHORITY TO APPEAR BEFORE AUTHORITIES
Model format published by Ameesh Gupta & Co., Chartered Accountants, for general information. Adapt it to your facts, fill every [square bracket], delete what does not apply, and have the final document reviewed before it is signed or filed. It is not legal or professional advice on your facts.
To,
[Name and designation of the authority], [office address]
Date: [date]
Subject: Authorisation of authorised representative: [name of taxpayer], PAN / GSTIN [__], [year / proceeding / notice reference and DIN]
I / We, [name of taxpayer], [status: individual / HUF / firm / company / LLP], PAN / GSTIN [__], address [__], hereby authorise CA [name], Chartered Accountant, Membership No. [__], of [firm name], Firm Registration No. [__], address [__], to act as my / our authorised representative in the matter referred to above.
The authorised representative is authorised to:
1. appear before the authority, attend hearings (including hearings by video conference) and make oral and written submissions;
2. file replies, applications, appeals, rectification requests and other documents, and receive notices and communications;
3. produce documents and records, and obtain certified copies;
4. take such other steps as are necessary for the proper conduct of the matter, other than [receiving refunds / withdrawing proceedings / compromise: delete or keep as intended].
This authority is valid for the matter described above [and until revoked in writing]. I / We confirm that the representative is permitted by law to appear in this matter.

[Name and signature of taxpayer / authorised signatory]
[Designation, if any]

Accepted:

CA [name], Membership No. [__]
Notes (delete before use)
1. Income tax: in faceless proceedings, also add the Chartered Accountant as an authorised representative on the e-filing portal, so replies can be filed and hearings attended online.
2. GST: where required, record the authorisation on the GST portal as well.
3. Tribunals (ITAT, GSTAT): follow the Tribunal's own rules and prescribed form of authorisation (vakalatnama or memorandum of appearance).
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