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1.  Purpose of this document 
 

 

The Appeals Process aims at providing a chance to the taxpayer 

for being heard in case if he disagrees with the decision made by 

the GTA at various stages.  

 

This document explains the process by which the Taxpayer can 

Appeal against any rejected Objection, or Assessment, or 

Penalties, or Administrative decisions. 

 

• Committee Appeals can be filed by the Taxpayer against an 

Assessment Decision taken by GTA, in the following cases: 

a) In case of an Audit case created and assessed by GTA 

b) In case of an objection raised by the Taxpayer for an audit 

case, which is either approved or rejected by GTA. 

 

• Taxpayer can file a Committee Appeal against Administrative 

decisions taken by GTA in the following cases: - 

a) On his Objection Application being approved by GTA, but this 

approval is not being in favour of the taxpayer, in terms of 

amount or reasons approved by GTA. 

b) On his Objection Application being rejected by GTA. 

 

• Taxpayer can file a committee appeal against the below: -  

a) Penalties levied by GTA 

b) Taxpayer’s Objection against penalties charged by GTA, 

which is rejected by GTA. 
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2.  How to file an Appeal against a GTA 
“Assessment Decision”  

 

Step 1: The Taxpayer logs through Dhareeba portal, where 

Taxpayer will automatically be directed to the National 

Authentication System. Taxpayer should login with Username and 

Password. 

 

 

 
 

 

 

 

 



6  

Taxpayer Appeals User Manual  
 

Version 1.0 – 2021 
 

 

Step 2: Taxpayer accesses dashboard on Dhareeba portal. Select 
Requests tab. Select “Create” option in Appeals tile. 
 

 
 
Step 3: On Clicking the Create Mode, the appeals application will 
open with the Instructions Screen of the Appeal Application. 
Taxpayer should read and thereafter click on Start Now. 
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Step 4: On Clicking on “Start Now”, the Taxpayer details like TIN, 
Name, Capacity and Address of Taxpayer will auto-populate. Click 
on Continue button to proceed ahead. 
 

 
 
Step 5: Taxpayer is navigated to Appeal Selection screen, wherein 
the Appeal Reason, Appeal Sub reason will be entered.  
 
The dropdown options available under Appeal Reason are 
Assessment Decision, Administrative Decision and Penalties. 
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If Taxpayer selects the Appeal Reason as Assessment Decision, the 
dropdown options for Appeal Sub reason, as shown in the below 
screen, are available. Taxpayer can file appeal against any sub-
reason.  
 

 
In the example shown in this document, Appeal Reason is 
Assessment Decision and Appeal Sub reason as Audit Decisions.  
 
Reference Number, which is the audit case reference number, is to 
be mandatorily entered. Taxpayer selects the Reference Number 
(for VAT or Excise, there may be one or more Reference numbers 
against which the assessment decision was done). Click on 
Continue. 
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NOTE: If the Taxpayer selects the Appeal Reason as Assessment 
Decisions and Appeal Sub reason as Objection Decisions: 

• In case 30 days have passed from Objection Decision, an 
error message is displayed.  

• the fields for Objection Reference, Objection Status, Objection 
decision Issuance Date and Decision awareness date become 
mandatory. Reference Number, which is the audit case 
reference number, is to be mandatorily entered.  

 
The details of the fields are as under: 

• Objection Reference → dropdown list with the reference 
number of the Objection 

• Objection Status → Prepopulated based on Objection Case 
being Approved or Rejected.  

• Objection Decision Issuance Date → Auto Populated Based 
on when decision was taken on Objection Case 

• Decision Awareness Date → Need to enter date. (Not a future 
date) 

• Reference Number will be the Objection Reference Number. 
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Step 6: Taxpayer is navigated to the Dispute Details section. 
 
The Returns Information of the Taxpayer is displayed, along with the 
Tax amount assessed by GTA on Taxpayer’s Audit Assessment. Any 
penalties related to Assessment, can also be charged by GTA.  
 
Taxpayer clicks on Amend and Appeal Hyperlink to amend and object 
against those items in the return which have been amended and 
assessed by GTA. 
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Step 7: The initial screen opens with Feedback as ‘Agree’, before the 
Taxpayer makes any changes.  
 
The Taxpayer can then: 

a) View the field changed by GTA,  
b) View Tax officer remarks on each change,  
c) Can then decide to Agree or Disagree with the assessment 
decision against each item.  

 
For items not agreed, Taxpayer needs to put his dispute amount and 
remarks. 
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Step 8: Taxpayer chooses ‘Disagree’ in Feedback and enters his self-
assessed amount in the Objected Amount which is an editable field. 
This Objected Amount should be between the Original Amount and 
the Assessed Amount. Taxpayer also needs to enter Reasons on 
disagreeing to GTA’s assessment. 
 
This Objected amount, which is appealed by the Taxpayer, can be 
either: 

• the difference between the Assessed Amount and the Original 
Amount, or  

• any amount between Assessed Amount and the Original Amount 
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Supporting document as Attachment is to be mandatorily uploaded. 
Click on Close button. Click on Save button. 

 

 
On clicking the Close button after uploading the mandatory 
attachment, Taxpayer clicks on the Save Button in the Details of 
Returns Reference window. Taxpayer is navigated to the Dispute 
Details screen, wherein he/she shall click on the Continue button to 
proceed ahead. 

 
Step 9: The Taxpayer is navigated to Analysis of Decision section, 

wherein all the mandatory fields are initially blank. 

Taxpayer needs to provide the details for all the mandatory fields 

and click on Continue. 
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Step 10: Taxpayer is navigated to the Additional Information page, 

wherein he can enter the notes and attach any supporting 

documents. Click on Continue button. 
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Step 11: Taxpayer is navigated to Summary page wherein he can 

view the Appeal Selection, Dispute Details and Additional 

Information sections filled. Click on Continue button. 

 

 
 

Step 12: Taxpayer will be navigated to the Declaration section, 

wherein all the fields will be pre-populated, and he must tick the 

checkbox to Submit the appeals application. Click on Submit button. 
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Step 13: Taxpayer will receive acknowledgement for submission of 

Appeals application. 

 

 
 

Step 14: To view existing Appeal Requests, Taxpayer must click on 

the View option in the Appeals tile. This will navigate him directly to 

the list of Appeals applications submitted, as shown in the below 

screen. 
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3. How to file an Appeal against a GTA 
“Administrative Decision”  

 

Step 1: The Taxpayer logs through Dhareeba portal, where 

Taxpayer will automatically be directed to the National 

Authentication System. Taxpayer should login with Username and 

Password. 
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Step 2: Taxpayer accesses dashboard on Dhareeba portal. Select 
Requests tab. Select “Create” option in Appeals tile. 
 

 
 
Step 3: On Clicking the Create Mode, the appeals application will 
open with the Instructions Screen of the Appeal Application. 
Taxpayer should read and thereafter click on Start Now. 
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Step 4: On Clicking on “Start Now”, the Taxpayer details like TIN, 
Name, Capacity and Address of Taxpayer will auto-populate. Click 
on Continue button to proceed ahead. 
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Step 5: Taxpayer is navigated to Appeal Selection screen, wherein 
the Appeal Reason, Appeal Sub reason will be entered. 
  
The dropdown options available under Appeal Reason are 
Assessment Decision, Administrative Decision and Penalties. 
 
If Taxpayer selects the Appeal Reason as Administrative Decision, 
the dropdown options for Appeal Sub reason, as shown in the below 
screen, are available. Taxpayer can file Administrative Decision 
against any reason. 
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Step 6: In this example, Appeal Reason is selected as 
Administrative Decision and Appeal Sub reason as Change in 
Accounting Period.  
 
Taxpayer enters the mandatory details. Click on Continue button. 
 

 
 
NOTE: If the Taxpayer selects the Appeal Reason as Administration 
Decisions and Appeal Sub reason as Objection Decisions: 

• In case 30 days have passed from Objection Decision, an 
error message is displayed.  

• the fields for Objection Reference, Objection Status, Objection 
decision Issuance Date and Decision awareness date become 
mandatory. Reference Number, which is the audit case 
reference number, is to be mandatorily entered.  

 
The details of the fields are as under: 

• Objection Reference → dropdown list with the reference 
number of the Objection 

• Objection Status → Prepopulated based on Objection Case 
being Approved or Rejected.  

• Objection Decision Issuance Date → Auto Populated Based 
on when decision was taken on Objection Case 

• Decision Awareness Date → Need to enter date. (Not a future 
date) 

• Reference Number will be the Objection Reference Number. 
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Step 7: Taxpayer is navigated to the Dispute Details section.  
The Change in Accounting Period application which was filed by 
Taxpayer which was rejected by GTA (via an Administrative 
Decision), are displayed. This is the application for which the 
Taxpayer is appealing. 
 
Hyperlink View Application will showcase all details that were 
entered in the Application Form. 
  

 
 
Step 8: On clicking on hyperlink View Application, taxpayer can see 
the application and view all details that were entered in the form. 
Taxpayer should click on Back to re-direct to Appeals screen. 
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Step 9: Taxpayer should select the Objection Required checkbox, 
enters his Remarks, and clicks on Continue button. 
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Step 10: The Taxpayer is navigated to Analysis of Decision section, 
wherein all the mandatory fields are initially blank. 
Taxpayer needs to provide the details for all the mandatory fields 
and click on Continue. 
 

 
 
Step 11: Taxpayer is navigated to the Additional Information page, 
wherein he can enter the notes and attach any supporting 
documents. Click on Continue button. 
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Step 12: Taxpayer is navigated to Summary page wherein he can 
view the Appeal Selection, Dispute Details and Additional 
Information sections filled. Click on Continue button. 
 

 
 
Step 13: Taxpayer will be navigated to the Declaration section, 
wherein all the fields will be pre-populated, and he must tick the 
checkbox to Submit the appeals application. Click on Submit button. 
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Step 14: Taxpayer will receive acknowledgement for submission of 
Appeals application. 
 

 
 
Step 15: To view existing Appeal Requests, Taxpayer must click on 
the View option in the Appeals tile. This will navigate him directly to 
the list of Appeals applications submitted. 
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4. How to file an Appeal against a GTA 
“Penalties ”  

 
Step 1: The Taxpayer logs through Dhareeba portal, where 

Taxpayer will automatically be directed to the National 

Authentication System. Taxpayer should login with User-Name 

and Password. 
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Step 2: Taxpayer accesses dashboard on Dhareeba portal. Select 
Requests tab. Select “Create” option in Appeals tile. 
 

 
 
Step 3: On Clicking the Create Mode, the appeals application will 
open with the Instructions Screen of the Appeal Application. 
Taxpayer should read and thereafter click on Start Now. 
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Step 4: On Clicking on “Start Now”, the Taxpayer details like TIN, 
Name, Capacity and Address of Taxpayer will auto-populate. Click 
on Continue button to proceed ahead. 
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Step 5: Taxpayer is navigated to Appeal Selection screen, wherein 
the Appeal Reason, Appeal Sub reason will be entered.  
 
The dropdown options available under Appeal Reason are 
Assessment Decision, Administrative Decision and Penalties. 
 
If Taxpayer selects the Appeal Reason as Penalties, the dropdown 
options for Appeal Sub reason, as shown in the below screen, are 
available. Taxpayer can file appeal against any sub-reason.  
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Step 6: Here, we are selecting the Appeal reason as Penalties and 
Appeal Sub reason as Late Registration Penalty, the fields for 
Objection Reference, Objection Status, Objection decision Issuance 
Date and Decision awareness date are not mandatory. 
 
Reference Number, which is the audit case reference number, is to 
be mandatorily entered. Click on Continue. 
 

 
 
NOTE: If the Taxpayer selects the Appeal Reason as Administration 
Decisions and Appeal Sub reason as Objection Decisions: 

• In case 30 days have passed from Objection Decision, an 
error message is displayed.  

• the fields for Objection Reference, Objection Status, Objection 
decision Issuance Date and Decision awareness date become 
mandatory. Reference Number, which is the audit case 
reference number, is to be mandatorily entered.  

The details of the fields are as under: 

• Objection Reference → dropdown list with the reference 
number of the Objection 

• Objection Status → Prepopulated based on Objection Case 
being Approved or Rejected.  

• Objection Decision Issuance Date → Auto Populated Based 
on when decision was taken on Objection Case 

• Decision Awareness Date → Need to enter date. (Not a future 
date) 

• Reference Number will be the Objection Reference Number. 
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Step 7: Taxpayer is navigated to the Dispute Details section.  
Initially, Objected Amount is non- editable, and checkbox for 
Objection Required is not ticked.  
 
In this example, the Penalties charged by GTA for Late Registration 
Penalty- Excise Tax, Income Tax, VAT, are displayed. 
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Step 8: Taxpayer needs to tick Objection Required to be able to 
appeal. He ticks on the ‘Objection Required’ checkbox, after which, 
the Objected Amount field becomes editable.  
 
Taxpayer enters the amount in the Objected Amount and enters 
Remarks. The Taxpayer can object to the amount as assessed by 
GTA. Save the form by clicking on Save as draft button. 
 

 
 
Step 9: The Taxpayer is navigated to Analysis of Decision section, 
wherein all the mandatory fields are initially blank. 
Taxpayer needs to provide the details for all the mandatory fields 
and click on Continue. 
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Step 10: Taxpayer is navigated to the Additional Information page, 
wherein he can enter the notes and attach any supporting 
documents. Click on Continue button. 
 

 
 
Step 11: Taxpayer is navigated to Summary page wherein he can 
view the Appeal Selection, Dispute Details and Additional 
Information sections filled. Click on Continue button.  
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Step 12: Taxpayer will be navigated to the Declaration section, 
wherein all the fields will be pre-populated, and he must tick the 
checkbox to Submit the appeals application. Click on Submit button. 
 

 
 
Step 13: Taxpayer will receive acknowledgement for submission of 
Appeals application. 
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Step 14: To view existing Appeal Requests, Taxpayer must click on 
the View option in the Appeals tile. This will navigate him directly to 
the list of Appeals applications submitted. 
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5. Taxpayer responds to the Clarification 
Notification sent to him by GTA 

 
Step 1: Taxpayer logs in through Dhareeba portal, where Taxpayer 
will automatically be directed to the National Authentication System. 
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Step 2: When the Taxpayer clicks on “My Notifications”, the 

Clarification Notification appears as ‘Appeal -Clarification’ under 

Application Type, with classification as ‘Pending Action’, as shown in 

the below screen. 

 

NOTE: When clicked on the ‘Appeal -Clarification’, the letter asking for 

additional information by GTA is visible and can be downloaded by the 

Taxpayer. 
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Step 3: When clicked on ‘Correspondence in/out to GTA’ tile, the 

Clarification Notification which is triggered to the Taxpayer on the 

Taxpayer portal, is visible. Taxpayer should click on View and access 

this application to proceed ahead. 
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Step 4: In the Clarification Request application, Taxpayer is navigated 

to the Instructions page, wherein, he shall click on the ‘Start Now’ 

button to proceed ahead. 

 

Step 5: Taxpayer is navigated to the ‘Clarification Required’ section, 

wherein, he shall enter his remarks under the Taxpayer Remarks field 

and click on Continue button to proceed ahead. 

The fields ‘Checklist’, ‘GTA Remarks’ and ‘Notes from GTA’ are pre-

populated, as requested by GTA.  
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The attachment from GTA, can be viewed by clicking on the attachment 

icon besides ‘View Attachment from GTA’, as shown below. Taxpayer 

should click on the Close button and then click on the Continue button 

on the Clarification Required screen, to proceed ahead.  

 

Step 6: Taxpayer is navigated to the Taxpayer Clarification section, 

wherein the fields for Return Reference, Tax Period and GTA Remarks 

are pre-populated. 

Taxpayer shall enter his remarks under Taxpayer Remarks and enter 

his notes under Taxpayer Notes. 
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Taxpayer should upload the required attachments and click on the 

Close button to go back to the Taxpayer Clarification screen and click 

on Continue button to proceed ahead. 

 

Step 7: Taxpayer is navigated to the Declaration section, wherein the 

details like First Name, Last Name, Designation, Date, Email Address 

and Phone are pre-populated. Taxpayer should tick on the declaration 

checkbox and click on the Submit button. 
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Step 8: The acknowledgement for submitting the Clarification Details, 

appears.  

  

 

End of Document 


