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1. Process Flow 
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2. Purpose of this document 

 
Master File & Local File Process is for the Taxpayer to provide information linked to Income 

Tax Return for a specific year. 

 

The objective of this document is to explain how to file the Master File & Local File 

declaration details in the system. 

 

The Master File & Local File is directly dependent on the information that is captured on the 

Income Tax return as a part of Transfer Pricing Statement. 

 

The obligation for Master File & Local File is created base on the following information 

entered/selected: 

• ‘Yes’ for “Do you have related party transaction?” 

• Checkbox for “Related Entity Abroad” 

• Annual Turnover and Total amount of assets exceed the threshold maintained in the 

system. 

 

The Taxpayer is required to submit the Master File & Local declaration within 30 days after 

Income Tax Return submission, for the same year. 

 

This document also covers the correspondences which are sent by GTA. 
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3. Steps to file Master File and Local File Declaration 
 

3.1 Login 
 

Step 1: A taxpayer should Log-in through Dhareeba where Taxpayer is automatically directed 

to the National Authentication System. 

 

 

Step 2: The user will be navigated to "NAS" portal where the user should enter QID or Email 

address as 'Username' and its associated password and click on "Continue" button after 

providing his/her login credentials. 
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3.2  Welcome Screen & Dashboard 
 

Step 3: After successful login, the user will be navigated to the below screen. The user 
selects the TIN for which he/she must submit the 'Master File and Local File' declaration.  

 

 

 

Step 4: The taxpayer will be navigated to the ‘Home’ tab on Dashboard. The taxpayer should 

click on ‘Declarations’ tab. 
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Step 5: Taxpayer will be navigated to the ‘Declarations’ screen and should click on 

‘Submission of Master File/Local File’ tile.  

 

 

 

Step 6: The Taxpayer will be navigated to the ‘Submission of Master File/Local File’ screen in 

which Taxpayer should click on the ‘Edit’ icon for the Notification Type  Master File and 

Local File which relates to the Income Tax Return Form for the period. 
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3.3 Instructions Screen  
 

Step 7: The Taxpayer will be navigated to “Instructions” screen and must click on “Start 

Now” button, after reading the instructions. 
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3.4   Organizational Structure 
 

Step 8: The Taxpayer will be navigated to “Master File - Organizational Structure” screen. 

The Taxpayer should click on the ‘Attachment’ icon to attach the mandatory documents and 

thereafter click on ‘Continue’. 
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3.5   Description of Business 
 

Step 9: The Taxpayer will be navigated to “Description of Business” screen. The Taxpayer 

should click on the ‘Attachment’ icons to attach the optional and mandatory documents. 

The Taxpayer should thereafter click on ‘+ Details’ icon for the field ‘2.3’. 

 

Step 10: The Taxpayer will be navigated to field ‘2.3’ summary screen. The Taxpayer should 

click on the ‘+ Add More’ button. 
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Step 11: The Taxpayer will be navigated to ‘2.3 – A list of important service arrangements 

between members of the MNE group’ screen where Taxpayer should fill the mandatory 

fields and click on the ‘Attachment’ button to attach the mandatory document(s). The 

Taxpayer should thereafter click on ‘Save’ button. 

 

 

The Taxpayer will be navigated back to the summary screen where the Taxpayer can either 

add more details or click on ‘Continue’ button to navigate back to initial ‘Description of 

Business’ screen.  
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Step 12: Taxpayer should click on ‘+ Details’ icon for the field ‘2.4’ on the “Description of 

Business” screen 

 

The Taxpayer will be navigated to field ‘2.4’ summary screen. The Taxpayer should click on 

the ‘+ Add More’ button. 
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Step 13: The Taxpayer will be navigated to ‘2.4 – A description of the capabilities of the 

principal locations providing important services’ screen where Taxpayer should fill the 

mandatory fields and click on the ‘Attachment’ button to attach the mandatory 

document(s). The Taxpayer should then click on ‘Save’ button. 

 

 

The Taxpayer will be navigated back to the summary screen where the Taxpayer can either 

add more details or click on ‘Continue’ button to navigate back to initial ‘Description of 

Business’ screen.  
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On the “Description of Business” screen, the Taxpayer should click on ‘Continue’ button 

after filling all the information 
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3.6   Group's Intangibles 
 

Step 14: The Taxpayer will be navigated to “Group’s Intangibles” screen. The Taxpayer 

should click on the ‘Attachment’ icons to attach the mandatory documents. The Taxpayer 

should then click on ‘+ Details’ icon for the field ‘3.2’. 

 

 
 

The Taxpayer will be navigated to field ‘3.2’ summary screen. The Taxpayer should click on 

the ‘+ Add More’ button. 
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Step 15: The Taxpayer will be navigated to ‘3.2 – A list of intangibles or groups of intangibles 

of the group that are important for TP purposes and which entities legally own them.’ 

screen where Taxpayer should fill the mandatory fields. The Taxpayer should then click on 

‘Save’ button. 

 

 

The Taxpayer will be navigated back to the summary screen where the Taxpayer can either 

add more details or click on ‘Continue’ button to navigate back to initial ‘Group’s 

Intangibles’ screen.  
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Step 16: On the “Group’s Intangibles” screen, the Taxpayer should click on ‘+ Details’ icon 

for the field ‘3.3’. 

 

 

The Taxpayer will be navigated to field ‘3.3’ summary screen. The Taxpayer should click on 

the ‘+ Add More’ button. 

 

 
 



 

Submission of Master File and Local File   
 18 

Step 17: The Taxpayer will be navigated to ‘3.3 – A list of important agreements among 

identified associated enterprises related to intangibles.’ screen where Taxpayer should fill 

the mandatory fields. The Taxpayer should click on ‘Save’ button. 

 

 

 

The Taxpayer will be navigated back to the summary screen where the Taxpayer can either 

add more details or click on ‘Continue’ button to navigate back to initial ‘Group’s 

Intangibles’ screen.  
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Back on “Group’s Intangibles” screen, the Taxpayer should click on ‘Continue’ button after 

filling all the information.  
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3.7   Group's Intercompany Financial Activities 
 

Step 18: The Taxpayer will be navigated to “Group’s Intercompany Financial Activities” 

screen. The Taxpayer should click on the ‘Attachment’ icons to attach the mandatory 

documents. The Taxpayer should then click “Continue” button. 
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3.8   Group's Financial and Tax Positions 
 

Step 19: The Taxpayer will be navigated to “Group’s Financial and Tax Positions” screen. The 

Taxpayer clicks on the ‘Attachment’ icons to attach the mandatory documents. The 

Taxpayer should then click “Continue” button. 
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3.9   Local Entity 
 

Step 20: The Taxpayer will be navigated to “Local Entity” screen. The Taxpayer should click 

on the ‘Attachment’ icons to attach the mandatory documents. The Taxpayer should then 

click “Continue” button. 
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3.10 Controlled Transactions 
 

Step 21: The Taxpayer will be navigated to “Controlled Transactions” screen. The Taxpayer 

should click on the ‘Attachment’ icons to attach the mandatory documents. The Taxpayer 

should then click on ‘+ Details’ icon for the field ‘7.1’ 
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The Taxpayer will be navigated to field ‘7.1’ summary screen. The Taxpayer should click on 

the ‘+ Add More’ button. 

 

 
 

Step 22: The Taxpayer will be navigated to ‘7.1 – A description of the material-controlled 

transactions and the context in which such transactions take place’ screen where Taxpayer 

should fill the mandatory fields. The Taxpayer should then click on ‘Save’ button. 
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The Taxpayer will be navigated back to the summary screen where the Taxpayer can either 

add more details or click on ‘Continue’ button to navigate back to initial ‘Controlled 

Transactions’ screen.  

 

 

 

Step 23: The Taxpayer should click on ‘+ Details’ icon for the field ’7.6” on the “Controlled 

Transactions” screen. 
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The Taxpayer will be navigated to field ‘7.6’ summary screen. The Taxpayer should click on 

the ‘+ Add More’ button. 

 

 
 

Step 24: The Taxpayer will be navigated to ‘7.6 – An indication of the most appropriate 

transfer pricing method with regard to the category of transaction and the reasons for 

selecting that method’ screen where Taxpayer should fill the mandatory fields. 

The Taxpayer should then click on ‘Save’ button. 
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The Taxpayer will be navigated back to the summary screen where the Taxpayer can either 

add more details or click on ‘Continue’ button to navigate back to initial ‘Controlled 

Transactions’ screen.  

 

 

 

The Taxpayer should click on Continue button on “Controlled Transactions” screen. 
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3.11 Financial Information 
 

Step 25: The Taxpayer will be navigated to “Financial Information” screen. The Taxpayer 

should click on the ‘Attachment’ icons to attach the mandatory documents. The Taxpayer 

should then click on “Continue” button. 
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3.12 Additional Information 
 

Step 26: The Taxpayer will be navigated to “Additional Information” screen where the 

Taxpayer can fill Additional Notes in the optional field and attach any document(s). The 

Taxpayer then clicks “Continue” button.  
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3.13 Summary 
 

After clicking on "Continue" button, the Taxpayer will be navigated to "Summary" screen 

where Taxpayer will be able to view the 'Master/Local File' details for each section. The 

Taxpayer verify details and then click on "Continue" button. 
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3.14    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. 

 

Step 27: Taxpayer should click on the ‘Terms and Conditions’ hyperlink and then click on ‘I 

Agree’ button. 
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Taxpayer should tick the declaration checkbox. ‘Submit’ button will be displayed. Taxpayer 

should click on the ‘Submit’ button. 

 

 
 

After clicking on "Submit" button, Taxpayer will be navigated to "Acknowledgement" screen 

where the application reference number is displayed.  
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After submission of the Master File & Local File Declaration, GTA will review the same and 

can approve or request for additional information from the Taxpayer. 

Taxpayer can amend details and then can submit the application back to GTA for approval. 
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4   Annexure - Correspondence received by Taxpayer 
 

4.1   Steps how Taxpayer can open and view notifications on the portal 
 

Taxpayer should log in to Taxpayer Portal and select ‘My Notifications’ tab from the    Home 

screen to view the notifications. 

 

  
 

The Taxpayer should check and can download the Acknowledgement of Master File and 

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

The Taxpayer will receive the following notifications: 

 

SMS, Email and PDF on submission of Master File and Local File Request: 

SMS, Email and PDF after Additional Information Request: 

SMS, Email and PDF after Additional Information Received: 

SMS, Email and PDF Notification after Approval 

  

 

 

 

 

 

End of Document 

 

 

 

 

 

 

 

 

 


