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2 Purpose of this document 
 

 

The Purpose of this document is to explain how a Taxpayer can apply 

for Deadline Extension for Excise Tax Return or for Income Tax Returns 

filing. 

 

Taxpayer should be registered with GTA for the Tax for which the 

application for Deadline Extension for filing Tax Return is made. 

 

Taxpayer can request for Deadline Extension for filing Tax Return only if 

there are no Overdue past Returns yet to be filed. 

 

For Income Tax, the maximum deadline extension period will be 4 

months and application for extension should be made minimum 1 to 30 

days prior to due date. 

 

For Excise Tax, maximum deadline extension period will be 30 days and 

application for extension should be made minimum 1 to 7 days prior to 

due date.  

 

Taxpayer Representative, Taxpayer Representative Employee & 

Taxpayer Employee will be able to proceed ‘Deadline extension 

application’ on the behalf of Taxpayer.  

  

The application form has following sections: 

 

• Instructions for Taxpayers 

• Reason(s) for Request 

• Additional Information 

• Summary  

• Declaration 

 
 

 
 



 

 

 
 
 

 
 

 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Process to be followed by Taxpayer to 
apply for Return Deadline Extension 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Request for Tax Return Deadline Extension 
version 1.0 - 2020 



8 

Request for Tax Return Deadline Extension 

version 1.0 - 2020 

 

  

 

 

3 Process to be followed by Taxpayer to apply 
for Return Deadline Extension 

 
A Taxpayer can apply for Deadline Extension for filing Tax Return by 

following the process described in this document.  

 

Step 1: Login Screen 
 

Taxpayer should Log-in through Dhareeba, where the Taxpayer is 

automatically directed to NAS (to know how to Sign-up please refer to 

the document: GTA_TAS_Self Registration on National 

Authentication System).  

NOTE: “FAQ” and “Taxpayer Guide” are available under the “Help” tab. 
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Step 2: Dashboard 
 

After successful login, Taxpayer will be navigated to the below screen. 

Taxpayer should click on the TIN for which the ‘Return Deadline 

Extension’ is to be applied. 
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The Taxpayer will be navigated to the ‘Home’ tab on the Taxpayer’s 

Dashboard. 

 

Step 3: Taxpayer should click on ‘Requests’ tab. “Return deadline 

Extension” Tile will be visible under Requests. 
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Create and View options will be available on the Return Deadline 
Extension tile. 

If Taxpayer clicks on View button, the existing applications for Return 
Deadline Extension can be viewed. 

Taxpayer can filter the details based on Tax Type, Status and can Sort 
with the Tax Period, Due Date, Requested Date and Submission Date.  

  

 
 

Edit Button : Taxpayer will be able to edit the form by clicking on 
EDIT icon. 

Cancel Button : Taxpayer will be able to Cancel the form by 
clicking on Cancel icon. 

Clicking on this icon should give a warning message to the Taxpayer 
“Do you really want to cancel this application  ‘If yes, then you may need 
to start from beginning again as all your previous data will be lost.” 
YES/NO.  

If the Taxpayer clicks on YES, this will cancel the Application. 

If NO is clicked, then the warning will be closed and no action would be 
taken, the Taxpayer remains on the same page. 
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Back Button Taxpayer can click on Back button and after clicking on 
Back button, Screen will navigate to the Home Page. 

View Button : Taxpayer can check any application in view mode by 
clicking on View button. 

 

To apply for Return Deadline Extension, Taxpayer should click on 
Create Button, this will display the Instructions Screens. 
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Step 4: Instruction for Taxpayers 
 

The Taxpayer should read the Instructions for Return Deadline 
Extension and click “Start Now” button to proceed.  
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Step 5: Reason(s) for Request 
 

Taxpayer should select the Tax Type from the drop down. 

Based on the Tax Type selected, Tax Period, Due date and Requested 
date would be populated. 

Taxpayer should enter the requested date for Return Deadline 
Extension.  

 

 

An information will be displayed, on which the Taxpayer should click 
Ok. 
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Taxpayer should select appropriate ‘Reasons for the Extension’ and 
attach the respective document. 

Save as Draft Button – Taxpayer can save the information on the 
application by clicking on Save as Draft button. An application 
reference number will be generated. Taxpayer can continue filling this 
application later.  

Taxpayer should click on Continue button. 
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Taxpayer should attach documents for ‘Reason for the Extension’.  

File Size should be less than and equal to 5MB, multiple attachments 
are allowed (maximum 10), Attachment types permitted: DOC, PDF, 
JPEG, JPG, XLS, DOCX. 
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Step 6: Additional Information 

 
Additional Information section is available to the Taxpayer to add 
Additional Notes with Attachment (if any) as supporting documents. 
This is an Optional Step. Taxpayer should click on Continue. 
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Step 7: Summary 

 
In ‘Summary’ section, Taxpayer can view Summarized information of 
the application. The Taxpayer should verify the details and can select 
Edit button to go back to the earlier information and make changes 
wherever required.  
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Step 8: Declaration 

 
After clicking on "Continue" button, the Taxpayer will be navigated to 
"Declaration" screen where the details in all the fields will be pre-
populated from National Authentication Section Sign-up. 
 

 
 

Taxpayer should click on the ‘Terms and Conditions’ hyperlink and 
then click on ‘I Agree’ button. 
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Taxpayer should select the check boxes in the Declaration Screen. 
Submit button will get enable after selecting ‘Terms and Condition’ 
and ‘Declaration’ check box.  
 
Taxpayer Should click on the Submit button.  
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Step 9: Acknowledgement 

 
After clicking on "Submit" button, Taxpayer will be navigated to 
"Acknowledgement" screen where the application reference number is 
displayed.  
 
After submission of the Deadline extension application, GTA will review 
the same and can Approve or Reject or request for additional 
information from the Taxpayer. 
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4 Annexure – Correspondence received by 
Taxpayer 

 

4.1 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. 
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4.2 Taxpayer will receive SMS, Email and PDF on Mobile, 
Email ID, Dashboard 

 
After submitting the form, Taxpayer will receive Email on the E-mail 

Address which Taxpayer has provided, SMS on the Mobile Number 

Taxpayer has provided and Notifications on Taxpayer Portal. 

Taxpayer will receive an SMS, Email and PDF on Submission. 

Taxpayer will Receive Rejection SMS, Email and PDF. 

Taxpayer will receive SMS, Email and PDF for Additional information 

Requested. 

Taxpayer will receive SMS, Email and PDF for Additional Information 

submission. 

Taxpayer will receive Approval SMS, Email and PDF. 
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4.3 Taxpayer can check the Status of Deadline extension 
request application 

 

Taxpayer should click on the View button of ‘Return Deadline 

Extension’ tile.   

 
 

Status will be ‘Under Review’ once the application is submitted.  
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Status would be updated per GTA decision: Approve or Reject or 

request for Additional information. 
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