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1 Purpose of this Document
The purpose of this document is to explain how to raise the
request and make the payment for Installment Plan by the
Taxpayer in the system.

GTA has provided a facility to the Taxpayers to defer their
payments by requesting the Installment Plan.

Within one request the Taxpayer can request either the
installments for Excise Tax or Income Tax for any one currency
either USD or QAR at a time.

Every installment plan is subject to the GTA’s approval.

To raise the request for Installment Plan for any Tax Type -

1. Taxpayer must be registered for that Tax Type for which he
wants to raise the request.

2. Taxpayer must have filed all his previous pending due returns
for that Tax Type.

Installment Plan Request
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2 Steps for Installment Plan Request Process

Step 1: Login Screen

Taxpayer needs to access the Dhareeba portal where he needs to click
on “Log In” button.

Dhareeba About Dhareeba Dhareeba Features Dhareeba News Legislations Help 83 LogIn | s ®
tox portal

DLETCELERERG
all-in-one platform for
Tax Filing and Returns.

Installment Plan Request
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After clicking on "Log In" button, Taxpayer will be redirected to GTA NAS
Portal.

On GTA NAS Portal, log-in page will be landing where Taxpayer needs to
click on "Continue" button after providing the login credentials in the form
of EID or QID.

. \ 00
ol Guigill pliaj
National Authentication System "_':g_’
TAWTHEEQ

Authenticate

A username & Password Authentication iS smart Card authentication
Ussmame ‘ sparshtyagi2010@gmail.com Login with Smartcard
Password Smartcard FAQs

Forgot your password?

Create new account
Cancel

@ 2020 Government of Qatar

Installment Plan Request
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Step 2: Dashboard

After clicking on "Continue" button, Taxpayer will be redirected to
Taxpayer Portal where he needs to select the TIN tile.

Dhareeba G) u):‘ Q)

Login As:

TIN: 5000022731 Register other Taxpayer

Sparsh Tyagi

After selecting the TIN tile, Taxpayer will be navigated to “Home” screen
where he needs to click on “Payments/Refunds” tab.

A 2 Name: Sparsh Tyagi  a
3 2 23 |
Dhareeha © e ‘ @ TIN: 5000022731 ) | 8'_1] H 37 © O
Return/Statement Es Payments/Refunds E=] Requests ER Declarations il Reports 3 Taxpayer Services
Home
My Notifications My Certificates My Profile Manage Employees

& Amend

Manage Taxpayer
Representative

27 Assignment | 2*Disengage

Installment Plan Request
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After clicking on “Payments/Refunds” tab, Taxpayer needs to click on
“Create” button on “Installment Plan Request” tile.

e e - Name: Sparsh Tyagi & = |
Zogroehd @ e ‘ @ TIN: 5000022731 f | 8'-1] H E‘+ ‘ ©® O
Return/Statement Es Paymgms/Refunds =] Requests EE, DEWETET al Reports ’!_'i Taxpayer Services
Payments/Refunds
Total Due Payments Advance Payments Pending Payment Refunds
QAR 83,516.00 Transfers

Z Create

(& Pay Taxes # Create ®View

Installment Plan Request Financial Transaction
History
/ Create @ View @ View

Installment Plan Request
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Step 3: Instructions for Taxpayers

After clicking on “Create” button on "Installment Plan Request" tile,
Taxpayer will be navigated to "Instructions for Taxpayers" screen where
he needs to read all the instructions before clicking on "Start Now" button.

dua > Name: Sparsh Tyagi |
Dharesha ® e ' @TIN:5000022731 ) ‘ gﬂ l O

Instructions for Taxpayers

These Instructions need to be read and understood before starting the Installment Request

* Please ensure to provide accurate information

* The information you provide in this request will be kept strictly confidential.

o ltis an offence to provide false and misleading information to General Tax Authority.
* Arequest for Installment Plan can be submitted for one tax type only.

* Please ensure all your due returns are submitted.

Sl b

Installment Plan Request
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Step 4: Select Liability
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After clicking on “Continue” button, Taxpayer will be navigated to “Select
Liability” screen where he needs to select his Tax Type from the drop-

down list of “Select the Tax Type”.

After selecting the Tax Type from the drop-down list, Taxpayer needs to
select the checkbox for the period for which he wants to raise the request

and then needs to click on “Continue” button.

Dhareeba
tox portal

Request Number:710000000450 INSTALLMENT PLAN REQUEST

Taxpayer New

> 100000015589 ET Regiwation

Installment Plan Request
Version 1.0 -2020
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e Summary
Search Reference Number

Original Liability ~ Outstanding Liability Currency

o Select Liability e Select Reasons o Payment Proposal ° Additional Information
Select The Tax Type* | Excise Tax v
Reference # Tax Type Description Due Date

Name: Sparsh Tyagi  _a_ 1
TIN: 5000022731 ) &'-D o

o Declaration

10,000.00 QAR

RRvERs AN
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Step 5: Select Reasons
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After clicking on “Continue” button, Taxpayer will be navigated to “Select
Reasons” screen where he needs to select his “Reason for Installment

Plan Request” from the drop-down list of “Financial Difficulty” and

“Others”.

After selecting the reason for installment plan request, Taxpayer needs to
describe the reason in detail and needs to attach the mandatory

attachment for “Last 12 months Bank statement”.

Dhareeba
tox portal

Request Number:710000000450

Select Reasons
Reason for Installment Plan Request*

Financial Difficulty v
Describe the reason in detail

Financial Crisis due to Covid-19

Last 12 months Bank statement= @

Any other supporting documents @

Installment Plan Request
Version 1.0 -2020
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o Select Liability o Select Reasons

o Payment Proposal ° Additional Information

Name: Sparsh Tyagi _a, I
TIN: 5000022731 tw 8'-]] O

e Summary o Declaration

save as draft
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Last 12 months Bank statement.

Last 12 months Bank statement

1. File size should be less than SMB
2. Choose only file with extension: DOC / DOCX / PDF / JPG / XLS / XLSX

Attachments (1)

(&  Last 12 months Bank statement xis ®

Installment Plan Request
Version 1.0 -2020
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Step 6: Payment Proposal

After clicking on “Continue” button, Taxpayer will be navigated to
“‘Payment Proposal” screen where he needs to select the “Payment
Frequency” and “No. of Installments” from the drop-down list as per his

requirements.
by ® o | @ Tt & [ &0 O
Request Number:710000000450 INSTALLMENT PLAN REQUEST

o Select Liability o Select Reasons o Payment Proposal o Additional Information o Summary o Declaration

Currency Total Amount Down Payment @ Net Amount Payment Frequency* No. of Installments* Periodic Installment Amount

QAR 10000.00 100.00 9900.00 Monthly ~ 3 ~ 3300.00
Description Tax Amount Penalty Amount Amount to be Paid
Downpayment 0.00 100.00 100.00
Installment 1 0.00 3,300.00 3,300.00
Installment 2 0.00 3,300.00 3,300.00
Installment 3 0.00 3,300.00 3,300.00
Total 0.00 10,000.00 10,000.00

O Save as draft

Installment Plan Request
Version 1.0 -2020



Dhareeba

tow portal

15

Step 7: Additional Information

After clicking on “Continue” button, Taxpayer will be navigated to
“Additional Information” screen where he can provide additional notes and
attach documents only if he requires, else he can click on "Continue"

button.
jma > Name: Sparsh Tyagi
Dhareeba ) e ‘ @ TIN: 5000022731 @ i 8'-1] ‘ o
Request Number:710000000450 INSTALLMENT PLAN REQUEST

o Select Liability ° Select Reasons o Payment Proposal ° Additional Information o Summary o Declaration

Additional Information
Attach any supporting documents [if any) @

Additional Notes

— i

Installment Plan Request
Version 1.0 -2020



T
Dhareeba

tow portal

Step 8: Summary

After clicking on “Continue” button, Taxpayer will be navigated to

“Summary” screen.

16

In case if Taxpayer wants to make any changes on any screen then he
needs to click on “Edit” icon which will take the Taxpayer back to the

respective screen.

After reviewing all the details on “Summary” screen, Taxpayer needs to
click on “Continue” button.

Dhareeba
tox portal

Request Number:710000000450

o Select Liability o Select Reasons

1. Selected Liability

Reference # Tax Type

> 100000015589 ET

2. Select Reasons

Reason for Installment Plan Request

Describe the reason in detail

Installment Plan Request
Version 1.0 -2020
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Name: Sparsh Tyagi
& e | @ TIN: 5000022731
INSTALLMENT PLAN REQUEST

o Declaration

o Payment Proposal o Additional Information

o Summary

Edit
Description Due Date Original Liability Qutstanding Liability Currency
Taxpayer New 10,000.00 10,000.00 QAR
Registration

Edit

Financial Difficulty

Financial Crisis due to Covid-19

Save as draft

100%
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Dhareeba

Last 12 months Bank statement o
Any other supporting documents o

3. Payment Proposal

Currency Total Amount Down Payment € Net Amount PaymentFrequency No. of Installments

Name: Sparsh Tyagi
TIN- 5000022731

@uﬁ|®

ARG

Im
=

Pericdic Installment Amount

Additional Notes

Attach any supporting documents [if any)

QAR 10000.00 100.00 9900.00 Monthly 3 3300.00
Description Tax Amount Penalty Amount Amount to be Paid
Downpayment 0.00 100.00 100.00
Installment 1 0.00 3,300.00 3,300.00
Installment 2 0.00 3,300.00 3,300.00
—— [==]
Installment 3 0.00 3,300.00 3,300.00
Total 0.00 10,000.00 10,000.00
4. Additional Information Edit

Installment Plan Request
Version 1.0 -2020
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Step 9: Declaration

After clicking on “Continue” button, Taxpayer will be navigated to
“Declaration” screen.

On Declaration Screen, Taxpayer first needs to read all the Terms and
Conditions by clicking on "Terms and Conditions" hyper-link and then
needs to click on "l Agree" button to enable the first checkbox and then
needs to select the last checkbox to submit his request for Installment
Plan.

Terms and Conditions

Terms and Conditions

« Failure to commit to the approved Installment Plan, leads to an automatic cancellation and you will be liable to penalties

+ Ensure to submit all your due returns

=

Installment Plan Request
Version 1.0 -2020
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Taxpayer needs to select the last checkbox to enable the "Submit" button.
Taxpayer needs to click on "Submit" button to submit the request for
"Installment Plan”.

Ay - Name: Sparsh Tyagi  a |
iy ® e ‘ ® TIN: 5000022731 tad | 8'-]] ‘ O
Request Number:710000000450 INSTALLMENT PLAN REQUEST
o Select Liability o Select Reasons o Payment Proposal e Additional Information o Summary o Declaration
Declaration
First Name Last Name Designation Date

A 2eaa Taxpayer 01/10/2020
Email Address Phone Number

sparshtyagi2010@gmail.com +| 974 55646913

| agree with the Terms and Conditions

| declare that the information provided in this form is true and correct.

Save as draft m

Installment Plan Request
Version 1.0 -2020
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Step 10: Acknowledgement

After clicking on “Submit” button, Taxpayer will be navigated to
Acknowledgement screen where he can view the request reference
number in under review status.

A Name: Sparsh Tyagi
{ A |
Dhareeto 6 e | @Tm;aououzzm o) ‘ 8'_1] | V]

Request of Installment Plan complete
Your request reference number is

710000000450 submitted on: 14/10/2020

Your request is under review.

Kindly use your reference number to track your request's status in the system and when contacting us.
This Notification confirms that we have received and your request, however this is not an approval nor a rejection of your request
Kindly note that the General Tax Authority reserves the right to request additional documents and details concerning your request.

For any inquiry or assistance, please contact us on:
Within Qatar: 16565
Outside Qatar: +974 4406 9941
Write to us at Tax.support@gta.gov.qa or to learn more, visit Dhareeba.gov.qa

After the request submitted by Taxpayer, the request will now further go to
GTA Tax Officers for approval in case if Tax Officers requires additional
information then Taxpayer needs to re-submit the application for additional
information.

Installment Plan Request
Version 1.0 -2020
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3 Steps for Installment Plan Down-Payment Process
Once the request for installment plan is approved by GTA, Taxpayer needs to
make the payment for Down-Payment.

Step 1. Payments/Refunds

To make the payment for Down-Payment Taxpayer needs to click on “Pay
Taxes” button under “Payments/Refunds” tab.

e Name: Sparsh Tyagi & = |
bhaoahag ® we ‘ @Tw:5000022731 ) ‘ gﬂ H e ‘ ©® O

Return/Statement £ Payments/Refunds Requests ER Declarations .l Reports a3 Taxpayer Services

Payments/Refunds

;

0

= >

Total Due Payments Advance Payments Pending Payment Refunds
QAR 83,516.00 Transfers

& Pay Taxes / Create @ View

8O

2 Create

Installment Plan Request Financial Transaction
History
Z Create @ View @ View

Installment Plan Down-Payment
Version 1.0 -2020



T
Dhareeba 23

tow portal

After clicking on “Pay Taxes” button, Taxpayer will be navigated to Payments
screen where first he needs to select the checkbox of reference number for
which he wants to make the payment for Down-Payment and then needs to
click on “Continue to Payment” button.

TN

— Name: Sparsh Tyagi | ‘ |
Dhareeba & e ‘ ®T\N:5000022731 tad 8'-]] O

Filter Tax Type v || PaymentStatus s || Currency v || Reference #

(2% Continue to Payment
Y

Qutstandi
Reference # Tax @ Tax Payment Due Original utstanding @ Amount to be Payment

Period/Description Date Liability Liability Paid Eur Status
> 710000000450 g7 [netalimentPlan 100.00 10000 10000 | QAR
Request

After clicking on “Continue to Payment” button, “Payment Summary” screen
will appear where Taxpayer needs to click on “Pay” button.

Payment Summary

> ET 100.00 QAR
Total Amount to be paid [QAR]

100.00

Installment Plan Down-Payment
Version 1.0 -2020
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Step 2: Payment Method

After clicking on “Pay” button, Taxpayer will be navigated to Payment
Gateway screen where he needs to select the mode of payment from the
options available.

Dhareeba

tax portal

TIN: 5000022731

Total payment to be made: 100.00 QAR

« Select a payment method

Debit Card/Credit Card Direct Payment Bank Transfer

Installment Plan Down-Payment
Version 1.0 -2020
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After selecting the mode of payment, Taxpayer first needs to select the Card
Type from the options available and then needs to click on “Confirm” button.

— TIN: 5000022731
Dhareeba
tax portal

Total payment to be made: 100.00 QAR

Home —> Debit Card/Credit Card

Payment details

Select a card type
) Credit card @ Debitcard

Total amount: 100.000AR

After clicking on “Confirm” button, Taxpayer will be navigated to Payment
Card details screen where he needs to click on “Continue” button after
providing the necessary card details.

QPay

Amount

aar 100.00

Enter your payment card details

Card Number (421 3755 0088 2243
Card Expiry Date 2004w

By clicking the "Continue" buton, you hereby acknowledge accepring the Terms and Conditions of
payment

For proper completion of your transaction, please do not refresh this page or click the
browser's back button

Installment Plan Down-Payment
Version 1.0 -2020
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After clicking on “Continue” button, Taxpayer will be navigated to Card PIN
screen where he needs to click on “Pay” button after entering the card number
PIN using dialer.

QPay

Amount

aar 100.00

Enter your debit card PIN

4215 37%* R 3243 ° °

;e e

For proper completion of your transaction, glease do not refresh this page or click the
browser's back button

After clicking on “Pay” button, Taxpayer will be navigated to “Payment
Successful” screen.

pa > Name: Sparsh Tyagi |
Dhareeba F KRS ‘ @ 0 @) ‘ 3 ‘ I
onare ® TIN: 5000022731 | &0

Payment Successful

Payment Reference Number: 900000002119
Amount Paid: QAR 100.00
Payment Mode: E-Commerce

Paid On: 14/10/2020 at 16:58:13

For any inquiry or assistance, please contact us on:

Within Qatar: 16565
Outside Qatar: +974 4406 9941
Write to us at Tax.support(@gta.gov.qa or to learn more, visit Dhareeba.gov.qa

Another Payment

Installment Plan Down-Payment
Version 1.0 -2020
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4 Steps for Installment Plan Payment Process

After the successful payment of Down-Payment, Taxpayer will now be
able to view all the installments under Payments screen.

Step 1. Payments/Refunds

To make the payment for Installments Taxpayer needs to click on “Pay
Taxes” button under “Payments/Refunds” tab.

il Name: Sparsh Tyagi = |
Hidrasha @ & e | @TIN: 5000022731 tn) ‘ gﬂ H ,5_|+ | ©@ o

¢

Return/Statement @ Paymenls/Refunds Requests E’.g Declarations il Reports E‘j. Taxpayer Services

Payments/Refunds

= D =
Total Due Payments Advance Payments Pending Payment Refunds

QAR 83,516.00 Transfers

& Pay Taxes / Create @ View

9

/ Create

Installment Plan Request Financial Transaction
History
/ Create @ View @ View

Installment Plan Payment
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After clicking on “Pay Taxes” button, Taxpayer will be navigated to
Payments screen where first he needs to select the checkbox of
reference number for which he wants to make the payment for
Installment(s) and then needs to click on “Continue to Payment”
button.

After entering the amount of installment(s) in “Amount to be Paid” for
which he wants to make the payment before due date, Taxpayer needs
to click on “Continue to Payment” screen.

Ltipsdh Name: Sparsh Tyagi
2 A I
phareeha @ ® QJ“ @Tw: 5000022731 t) ‘ '%'—D ‘ O

Filter TaxType v || PaymentStatus ~ || Currency v || Reference #

2% Continue to Payment
Y

Tax Payment Due Original OQutstanding @ Amount to be Payment
Tax P
gefersrcal ° Period/Description Date Liability Liability Paid Cey Status
v 710000000450 ~ ET  nstalimentPlan 10,000.00 1000000 | 333339 | 0AR
Request L

Installment

v ET : 10,000.00 10,000.00 10,00000 QAR
Receivable

gr Installment 13/11/2020 3,333.33 3,333.33 333333 QAR
Receivable

g sl 13/12/2020 3,333.33 3,333.33 333333 QAR
Receivable

Ed e 12/01/2021 333334 3,333.34 333334 OAR
Receivable

Installment Plan Payment
Version 1.0 -2020
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After clicking on “Continue to Payment” button, “Payment Summary”
screen will appear where Taxpayer needs to click on “Pay” button.

Payment Summary

> ET 3,333.33 QAR

Total Amount to be paid (QAR)

3,33333

Installment Plan Payment
Version 1.0 -2020
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Step 2: Payment Method

After clicking on “Pay” button, Taxpayer will be navigated to Payment
Gateway screen where he needs to select the mode of payment from
the options available.

Dhareeba

tax portal

TIN: 5000022731

Total payment to be made: 3333.33 QAR

» Select a payment method

Debit Card/Credit Card Direct Payment Bank Transfer

After selecting the mode of payment, Taxpayer first needs to select the
Card Type from the options available and then needs to click on
“Confirm” button.

Dhareeba

tax portal

TIN: 5000022731

Total payment to be made: 3333.33 QAR

Home - Debit Card/Credit Card

Payment details

Select a card type
(O Credit card @ Debitcard

Total amount: 3333 330AR

Installment Plan Payment
Version 1.0 -2020
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After clicking on “Confirm” button, Taxpayer will be navigated to

Payment Card details screen where he needs to click on “Continue”

button after providing the necessary card details.

QPay

Amount

0ar3333.33

Enter your payment card details

Card Number (4215 3755 0088 3243
Card Expiry Date 2022 v
ton, you hereby a dge accepting 1

By clicking the "Continue” bur by acknowledge accepting the Terms and Conditions of

For proper completion of your transaction, please do not refresh this page or click the
browser's back button

After clicking on “Continue” button, Taxpayer will be navigated to Card
PIN screen where he needs to click on “Pay” button after entering the

card number PIN using dialer.

QPay

Amount

2ar3333.33

Enter your debit card PIN

4215 37+F HrEx 3243

B ror proper completion of your transaction, please do not refresh this page or click the
browser's back button.

Installment Plan Payment
Version 1.0 -2020
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After clicking on “Pay” button, Taxpayer will be navigated to “Payment

Successful” screen.

Dhareeba

tox portal

% Name: Sparsh Tyagi
® e ‘ @ TIN: 5000022731

Payment Successful

Payment Reference Number: 900000002124
Amount Paid: QAR 3,333.33
Payment Mode: E-Commerce
Transaction On: 15/10/2020 at 09:41:12

For any inquiry or assistance, please contact us on:
Within Qatar: 16565
Outside Qatar: +974 4406 9941
Write to us at Tax.support@gta.gov.ga or to learn more, visit Dhareeba.gov.qa

Another Payment m

&P o

Installment Plan Payment

Version 1.0 -2020
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5 Annexure — Correspondence received by
Taxpayer

Steps how Taxpayer can open and view notifications on
the portal

A Taxpayer should log in to Taxpayer Portal and select ‘My
Notifications’ tab from the Home screen to view the notifications.

a4 pa > Name: Sparsh Tyagi  a, = I
Dharacba & e | @ TIN: 5000022731 to) ‘ é]] H FEL | ©® O
Return/Statement £ Payments/Refunds Requests ER Declarations Al Reports B3 Taxpayer Services
Home
My Notifications My Certificates My Profile Manage Employees

59 1

& Amend

Manage Taxpayer
Representative

&7 Assignment | 2Disengage

Installment Plan Payment
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Taxpayer needs to click on Download icon to view the Notifications.

[y} by : Spars i
Dhaljeeba @9 L)J't‘ @ ekt ﬁ ‘ éﬂ ‘ (D

TIN- 5000022731

My Notifications

Il

¥ Date of the issue ¥ Reference Number W Application Type Y Subject V Tax Type ¥ Classification

Acknowledgment -
Installment Plan

14/10/2020 710000000450 & + Installment Plan General Informative L
eques
q Request
Additional Information
. Installment Plan N ) L
14/10/2020 710000000450 R + Required - Installment  General Pending Action K3
eques
q Plan Request
Additional Information
. Installment Plan R L
14/10/2020 710000000450 R t Received — Installment  General Informative &
eques
q Plan Request
Approval of -
; Installment Plan L
14/10/2020 710000000450 R + Installment Plan General Informative =
eques
4 Request

<

Installment Plan Payment
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Taxpayer will receive Email, SMS, and PDF on Email ID,
Mobile and Dashboard

SMS, Email and PDF of Acknowledgement of Installment Plan
Request

SMS, Email and PDF of Additional Information Required
SMS, Email and PDF of Installment Plan Approval
SMS, Email, and PDF of Rejection of Installment Plan

SMS, Email and PDF of Installment Plan Schedule

End of the Document

Installment Plan Payment
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