REPLY TO AN INCOME-TAX NOTICE
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,
[Designation of the officer], [jurisdiction / National Faceless Assessment Centre unit]
Date: [date]
PAN: [__]     Assessment year / tax year: [__]     Notice reference and DIN: [__]     Date of notice: [__]
Subject: Reply to notice dated [date] under section [__] of the Income-tax Act, [1961 / 2025] for [year]
Sir / Madam,
With reference to the above notice, we submit as follows on behalf of [taxpayer], under authority dated [date].
1. Facts: [state the relevant facts briefly and in order, with dates and amounts].
2. Query raised: [reproduce each question or proposed addition in the notice].
3. Submissions: [answer each point separately, in the same order; refer to the document supporting each statement; give the legal basis where relevant].
4. Reconciliation: [where figures differ from the return, Form 26AS or the AIS (Form 168 for tax year 2026-27 onwards) or other data, attach a reconciliation and explain each difference].
5. Documents enclosed: [list with page numbers].
Prayer: In view of the above, it is requested that the proceedings be dropped / the proposed addition be deleted. If any variation is still proposed, we request a show cause notice and a personal hearing by video conference before any adverse order is passed.
Yours faithfully,

[Name], authorised representative
[Membership No.]
Checklist before filing (delete)
1. Is the reply within the due date, and has any adjournment been requested in time, before the due date?
2. Does the notice carry a DIN, and does it appear in the e-filing account? (Check with "Authenticate notice/order issued by ITD".)
3. Is the correct Act identified? Notices for FY 2025-26 and earlier years are under the 1961 Act; tax year 2026-27 onwards under the 2025 Act.
4. Is every statement supported by a document?
5. Has the reply been uploaded under e-Proceedings and the acknowledgement saved?
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