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(Sclr icc lax Ilcgistration No.:AA(il:V206ttPSD00I )

Sili l\ Iatlanr.

Suh: Scn icc -l ar - lntinr:rtion litr cttntlucling Scrvicc 'Iar Audit - llcg.

+***
'I he Intcnlal Sen'ice 'l-ax Audit I'altl lreaded b-v Shri Ch.Ramana [tao. Supcrintcrrtlcnt

N4obile No. 934(r(rt14759 & B.Sycd Ahammad' . Superintendent Mobilc- No. 9441 (r7(r5i0 ol'
Scn icc 'l-ax (Audit). tAl, No. SAG-54 uill take up the audit of the accounts/rccorcls ol l our

unit in Jull'/Arrgust 2015. It is rcqucsled that the follouing documents ma1 bc lirrnishctl
inrrrrr-rliatcly to this oflicc fir the period from prcvious audit bl Depaftnrcntal ALrdit I'artl till
3lst Nlarch 20l5 / liom lhc last 5 \'ears till 3lst March 2015. shichevcr is less.

l. ist ol l)oc u nrcnts / ltccortls lbr Autlit l'o r thc rclcr ant .\rrtlit l'criotl:

l. A copl of'applicatiorr lirr registration (ST-l) and cop)'' of Rcgistration (ST-2).

l. List ol'('cntlalizcd l{cgistration sith Branches.

--i. A copr ol'list ol'all records maintairred b1' 1,our ollice including Mcnrorantla rcce ilcd liortt
r oul Ilranch ollicc. il'arr1.

4. ('op1, ol'intintation lilcd under Rule 5(2) ol 1he Service Tax llttles. lt)t)4. in rcspcct ()l'

rec0rds bcing nlainlaitrcd.
5. Copies ol'[]alance Shect. Plolit & l.oss Account Statement. Gross l'rial Balancc. Annual

Iicpolts.
6. Copv ol'('ornpatrl/s Intelnal Audit Report. if an1'.

7. List ol'all l-edgel Accounls whercin entries have taken place.

tl. I-ist ol'L,eclgcr Accuunts rclevant liorn Service Tax point ol'view (This wotrltl bc strhsct ol'
list at S.No.7 abovc).

9. f opics ol'-l'ax Autlit llcpotts.
10. C'opics ol'C'ost Audit Rcpofts. il'any. conductcd under Section 2338 olthc ('tttrpanics Act.

1956.
I l. Details ol' Ilegistration with any olher Governmenl Depa(ments / Agcncl or l{cgulatotr

Authoritl as the casc mav be. Copy of anY other Retum/ Declatation sent to alll othcr
Dcpartrrents/ Agencv or to the Designated Regulatorl Authoritl .

13. l.ist ol'lnput Scn'icc supplicls. il'an1' (including lirll details).
1.1. t.ist ol'input supplicrs. il'an1 (including firll dctails).
I .1. List ol'thc llank Accounts nrainlaincd lirr the business tr'.rnsactions u ilh tratttc ol'llrc llank-

l]ranch and Account nullbcrs with charrges dtrring the Audit Period.

15. Sanrplc copics ol'[]ills/ Inroiccs,/ Debit Notes/ Credit Notes issued fiotrt the rlatc ol'h-'r v ol'
Sen icc 'l'ax till thc datc ol'Audit.



\z .' 16.

17.
1tt.

19.

10.

21.
12.
13.

Incortre 'l ax Iteturns of'the Conrpanl'/ Concern/ Llnit: I)roprietor'/ Partners/ I)ircctots as the

case tray bc.
Details about nraintaining Account Systcrn. wlrctlrcr ccnlralizcd or not.

Details about Billing pattcrn inclutling Billing stagcs.

t-ist ol'Branch Ollices. il'an1'. along uith their respeclive valtte o['laxable scLvices.

Pafliculars ol'scrvice Tax paid durirrg the relevant Auclit l)eriod including value of'taxahle
serrice. irrput credit utilized and nct Scrvicc Tax paid (Photocopies ofSl-3 l{cturns *ill
su lli ce ).

Hall'1,earl1 CI:NVAT Credit licturns fllcd undcr Rulc 9(7) ol'Cenvat Cretlil llulcs.2004.
List o1'Shorv Cause Noticc(s) issucd. i1'an1'and their prcscttt slatus.

Contract. MOtl. Agleements with plir.rcipals. clients. othcr gttlup compatrics ot atry othet
persons to rvhot.u an1'service is provided/ received.

Dull filled Qucstionnaire in lhe Prolirrma enclosed IANNEXtIRtr - XVI hcrcsith.
Dull tillcd [tcconciliation Datashect. l'or eaclr conrpleted llnancial 1car. in thc l)rolbrnrit

IANNEXI"]Rta - Vll & Annexure - III enclosetl hcrovith.

l.+
l-i

I r'cqucst you to exteild lirll co-operation to thc Audil partl in carrying out thc autlit. As
\,oll arc a\\are thc auditors have to nrainlv rcly on thc recortls tnaintained h1'thc (axparer itt llre

ordinary coulse ol'their business lirr corrducting the autlit. You are alreaclv aruate that as pcr

sub-rule 2 ol't{ulc 5(A) olthc Scrvice'l ax ltules. 1994. evcr'\' assessee is re'quirctl to lilrnish a

list of all the rccortls prepared or maintaincd by thcnr lirr irccourtting ol their transactions. apart

Ilonr thc financiirl records maintainctl b1'them in the nonral course olbusitress. lhc auditors

mal call lirr thc abore nrentioned Lccords and anl other rele't'ttnt recorcls. doctlnlctlts. fettlrns

etc- fbr thcir scrutirry. You are therclorc 'requesfed 1o kccp all the relevanl recotds rcatir so thal

thc audit carr he conducted smoolhlr'.

ln casc o['anv tlifficultl'. \,ou rlilv conlact tl]e undct signetl through Tclcphottc Nttnrhcr /
lrax mentionccl abovc.

The rcccipt of'this letter nral please be acknorvlcdgcd.

You lliIhlullr,

l'.ncl : r\s uhor c
Ott^ Rt,. \)

.\rsistanl ( onrrn t
AsSt. C.::r|rr s

i3-cii< 1iffi'Ce '' : 1!.
( opr lol irrlirltration attd ncccssatr iletiott to: rrt.,,

C,r

Ihc Supcrirrtcrrtlcnt. (iroup No-lll. Scrvicc lar Division lll-ll. Scrvice lax ( ottttttissiottctatc.
I Ir delabad.



ANNEXURE _ III
Isee para 6.1.2 ]

Some of the information for the master file may be kept in Computerised
form. The electronic form of data may contain the following;-

Partl - Taxpayer Profile

1. Name of the Service Provider.

I
2

(i)

Address of the Service Provider

Name of Premises/Building

(ii) Flat/DoorBlock No

Ir Road/StreeULane

(iv) Village/Area/Locality

(v) Block/Taluka/Sub-Division

_l
(vi) Town/City/District
6(a)l

(viii) PIN

Te le hone Nos

(x) Fax Nos

(vii) Statq/Union Territory (P/ease see ,itslructiott No

Post office

(xi) E-mail Address
I
I I

3. Details of Permanent Account Number (PAN)

I l

m
ffi

I

I

Ill
it

ltI

I !



Tick any one box

(i) Not applied for PAN , , (ii)

Allotted PAN number I I

Applied for PAN but not received number L - (iii)

lf (iii) provide the following details:

(a) PAN

4 Description of the services provided.

Service-wise details of value of service and tax paid (for 3 years)'
5

6 Details of show cause notices issued alongwith brief facts and issue

involved Last 3 years.

7 Details of cases pending with CESTAT/High Court/Supreme Court

Period Name &
Description
of Service

Value of
taxable
services

I SeP,/ice Tax
payable/paid

Total input
credit
utilized

Net
Service
Tax paid
in cash
(GAR-7)

Year 1

Hr

Hz

Year 2

Hr

Hz

Year 3

Hr

Hz

Part ll Other information

rfl[fl



1. Whether package of services is standardized (an example could be

tour operators, Rent-A-Cab, Mandaap Keepers, etc ) or customized Yes rl

No ;r.

2.Formoforganisation(i.e.whetherindiVidUal/partnership/Limited
Liability Partnership or private or public limited company etc ) (tick only one

box)

Proprietorship rl Partnership ll LLP ll Registered Co tl Unregistered Co r

others Ir.

3. Details of proprietor / partner / CEO / Chairman / Managing Director (as

applicable).

Details of Proprietor/Partners/CEO/Chairman /Managing Director/Member etc

(a) Narrle

(b) Designation

(c)

(ii) Flat/Door/Block No

(iii) Road/StreeVLane

(iv ) Villa ge/Area/LocalitY

(v) Btock/Taluka/SLrb-Division

(vi) Town/C itY/District

Residenlial address

Name of Premises/Building

Posl office

(vii) State/Union TerrilorY

(i)

I

(viii) PIN

l-i-tllLr
ITI L

lllt
lI

(ix) Telephone Nos

I]
LEilTfrn
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(a) otfice (b) resldence

(x) Fax Nos (P/ease see i)rsll tctiotl No 6(a)) (xi) E-nrail Address

Pen anent Account Nurnber (PAN)

llssutl{l hy lle lttt..one Tttx Depaitnet )

Irt case of ntore at|,es' please provi'le the inforfiatiott in the above lonttal'

4 Details of registration with any other Government Department/Agency

Regulatory Authority as the case may beot-

(lelarl

2. DGFT'S IEC No

details.

VAT Registration Nos3

Customs registration No. (BlN No.) yes no iI yes give

yes no if Yes give

yes no if Yes give

yes no if Yes give

State ST No

detalls

llll
CST NO

details

4.

details
Registrar of ComPanY's CIN No yes no if Yes glve

b Tour Operalors with RTA yes no il yes give deta!ls

T I

I

6 Slock Brokers wilh SE BI yes no rf yes give detalls

r1 ll ll []l
r i ll t l]] t-tr 1-1 1 l-L tll-l I

L]TITTI]-N

I ILLII r ill

I.I l_

l -f



5. Name and designation of the autlrorized person of the Service

Provider.

(a) Name

(b) Designatiorl

(c) Residential address

Nanre of Premises/Building(i)

(ii) Flat/Door/Block No

(iii) Road/StreeULane

(iv) Village/Area/LocalitY

(v) Block/Taluka /Sub-Divisiorr

(vi) Town/City/District

(viii) PIN Post office

(vii) State/Union Territory

Il

lt

(ix) Telephone

(a) oftice

Nos

(b) residence

(x) Fax Nos (xi) E-nrail Address

de the in[orn']atiorl in the above for[rat

l
I

I
I

ltr case of nrore names, please provi

rITrrrIm

mrumn

I-[rrmml

Tr-[
II

L]

I

-n-I

nTl-Tl-[rl] I
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6 Details of sub contractors in case any service or part thereof is got

clone through subcontractors'

Name, designation and address of sub contractor(s)

(a) Name

(l)) Address

Name of Premises/Brlilding(r)

(ri) Flat/Door/Block No

(iii) Road/Streel/Lane

( rv) Village/Area/LocalitY

(v) Block/Taltrka/Sub- Divisiorl

(vi) Town/Cit]//Dislrict r) nion Territory

(viri) PIN l)ost office

(ix) Telephone Nos

(a) offrce

(x) Fax Nos (xi) E-mail Address

I

ln case of norc atlles, please provkle the htonnalion il llte above lorlttal

7

ItlI

I

Name of the designated bank where the Service Tax is deposited

Llll mil [I1I ru

f]-rtmllnl

1l llItrrmlffi

T_[TI

ll

tlt t[

IIttIIil
IITTTTI-I I



Nallre of the bank

( iii) Accotrnt No.

Details of nrore Accourlls lJSed for busineis transJctions yes

lf yes,-

(b) Accotrrlt 2

Name of llle bank

2. Name of the bran ch

Nanre of tlre brallch

B. Details of the Bank accounts used for business transaction with name

of the bank, its specific branch and account number'

(a) Account 1

(i) Name of the bank

no

3 Account No

Note: ltt case of tlote tha n 1wo bank accounts, two nlaj or. bank accouttts traY be

enler ed above

o

.10.

Accounting system- whether centralized or not. Yes rl No

Billing pattern - (a) whether centralized or decentralized, Yes I No

(b) billing stages e.g. billing of 20% of gross amount on conclusion of corltract,

another 20 % on cornpletion of preliminary work and so on.

ll
TI

r[I
(ii) Name of the branch

I[l=[l]-m-rn-r[fm

m
LllTr-n-n-n

1-t

I l
T



11. Llst of branch offices,

services.

Part lll Lis tofharcl c Dies to l)e

alongwith their respective value of taxable

kent nM ter F ile.

The otlter part of the master file slloultl consist of hard copy of certain documents as

illustrated llelow;- '

i'ii'"""'o "d;; ,he taxpaver's application for registration (sr-1)'

lir) A cotrv of STC (ST-2)

l;;i, n .,jJv-oi ri.r" list oi all records mainlained bv the taxpaver in relation to

servrce Tax irrcltrding ';;;;;;;" receivecl form branch offrce as strbmitted

ttnder Rule 5 (2) of the Service Tax Rules' 1994

(iv) Copy of Balance snu"it,'pior'ia ioss Statement' Trial Balance' Annual

Reports.
i,ri'- tooiu" of Tax Audit reports (under lncome Tax Act) for 2 years

iuit Coptes of Cost Audit Reports, if any lor 2 years

i;;i) n Jopv of the previous 
-zuJii 

,reportt,lir i"'p"y"' was audited previotrsly) -
whelher bY lnternal Audil or CAG'

(vri) 6opy of S6tr,"u specific Profiles, if any, prepared in the department'

i;i' n 
"o'rrv 

of 
"ny 

other retunl / declaration sent to any other department / agency

or lo designated regtllalory atlthorlty'

lxl Scored Working PaPers.
irir Nlnutes of Servtce Tax lvlonitoring Cell

i; a,rv.ir-l* o".r,rents relevant foiaudit for service tax assessment.



Name of the assesse being audited

Service Tax Registralion No.... "

Period covered for audit... ....

TYPe of
accounling"" "'

Sr.No Particulars

lMercanlile /
Cash

Data For Reco lrciliatioll of year wise total income/ sales as sltowtr in tlle Annual Filrancial

Accounts and Ledgers:

Year 5

Source oI
data as
shown in
the coi -2

Year 1

l 2 3 4 B

I

11

t2

2

21

Gross Receivables as per ledgers (Credit side)

Service Tax charged, if not included in

Ledgers'receiPt

Amounl ol entries reversed / debited other
than related to experlditure (Has no

relevance with opening Gross Receipts)

Gross lncome as per Annual RePort (Trial

Balance in case of nlulli e req istrations)

Service Tax charged, if not included in the

incotne

ol)enirrg delltors (Taxable service re rited)

Advance PaYnlents received (w.e.f
3.2 .)
33 TDS received related to unpaid bills

34 Value ol free nlalerial received, if any

Receipt of re-in'lllursement
(other lhan as a PUre agent)

ol exl)ense
35

Withheld retention moneY
clierts

released by
36

Recovery of Bad debts earlier written off

Reimbursetnent of expenses nlade durillg
provision of service if not billed

tofbi lsOutstanding arnourlt ill resPec
39 raised to Associated Enterprises [Seclion

65 l)

3 10 others addilions (specify)

41 Closing debtors (Taxable services related)

I ANNEXURE - VI
Isee para 6.2.8 I

A. Reconciliation Questionnaire data for Receipts:



46

.1 2
Exporled service inco le
(Pl see Fool notel
Exeflpted service incon'le

43

Nonlaxable service income
44 (Pl see Fool note 3)

45 Trading income, if an)/

Sales of qoods not linked with provision of

service (if antr)

Sale of goods litlked to Service under

Notification No.1212003'ST

4 16
Acijustnrent for Previous year in respect of
bills raised to Associated Enterprises

lSectaon 65(7b)l

Olhers deductaons (speclfY)

11

412

4B lnteresl tnconle

49 Drvidend income

410 Short Ternr / Long Term Capital gains

Tax refttnd (including lT, Central Excise,
411 ST, Cusloms, VAT, Sales Tax, etc)

TDS received in previous year related to

bills paid in current year (related to taxable

services)

Receipl of re-inrbursemen of ex'penses
ed lo taxable413 incLrrred as a Ptlre agent (relat

services)

4 14
Bacl debts related to taxable
written off

services

4 15
lauance payments adjtrsled on which S.T
pard in previous Year(s)

L__ 417

2

3

Signature of the Taxpayer / Representative

FOOT NOTES:

Export of
services.

Exempted service income (excltlding non

taxable services)... .... .... :

Non taxable service
incon'te ..

Alratement
claimed

Please fLtrnish here details as to Llnder

which category exports fall, as well as what

conditions have been fulfllled

Please furnish here Exemption Notificatiotr
No and date lf the exenlption is

conditional, Please comment as to

fulfilment of stlch conditions
Please furnish details of each type of norl-

taxable service(s) and offer conlnler'lt(s) as

to non-taxability

Please indicate Notiflciation No ancl clale

ln the case of casll basls accoLlntlng

system, Opening Deblors and Closin0

Debtors to be taken as zero

1

5
Cash basis accounting sYSten'l

(Pl s ee _llggllrl: te 2)



SNo Exl)lanatiotls:

Gross receivable/ income as per all incolne ledgers
(Credit side):

Service Tax charged, if not included in Ledgers'

receipt/ income in Annual Report/ Trial balance

The Gross receivable/ incoDle
consists of all the irrcoDre
receivable lly tl'te service
provi(ler and sltown i11 the
incorne ledger Some enlries of
the incorr]e ledger should be
checked with iouflral entries,
vouchers and invoices at ihe
tinre of walk throllglt ln case o[
discrepancies all tlle entries
should be checked with
invoices. l

1 1,2.1

3 1,4.'1

35

4 t3

36 Withheld retention nlorley released by clienls

Opening/ Closing balance of debtors (Taxable

Services related)

Receipt of re-imbursernent of expense (other than as

a pure agent)

Receipt of re-irnbursement of expenses incurred as a
pure agent

lf Service tax charged is not
included in lhe incorrre ledger
then the same should be added
to gel the Gross ReceiPts as Per
Lecl ers inclusive of Service Tax

Adjustment for opening and
clo sing balance of debtors has

to be made in case tlle Service
provider is followillg accounting
on Mercantile basis. ln cases of
Cash basis of accounting, il

should be lril

Any reimbursement in any fonl
is to be added lo the Gross
lncollre except lhe
reimbursernents received as

Lrre a ent
Sorne tinres oll tl1e tlasis of a

contract or olherwise the

custonter wilhhol(ls a Part of the
rnoney whicll is Paid after

satisfactory comPletion of tlle
Service. This rl]oneY oould be irl
lhe form of retentioll rnonel,,,

caution lnoney elc Arl), such
receipl must be adclbd i0 lhe
Gross incotlte

Reimbursements received as
pure agent are de(itlctible from

the Gross incorne receipts

B. R6conciliation Questionnaire data for GTA (Expettditure):

Period covered for audit

Data for Reconciliation of year-wise expenaliture incurred lly the recipient oI services towards
transportatiorr of goods by roatl (GTA), as slrowtl ill tlte Annual Fillal)cial Accotlnts/ Letlgers:

T

I



Morcantile /Caslr
Type of AccoLlrrting

Partrculars

35

36

37 Any Other Deductions (please specify)

Abatenrent admissillle
No.1 3/2008, daled 1.3.2008

t--'Y.l Nolification

FOOT NOTES:

1 Cash basis accoLrnling syslem

ln lhe case of cash basis accoLlntino

svstem, opening credltors, closlrlg

ciedrtors and opening provlsions, closrng

provisions to be taken as zero

Source of data
as shown in

the col.-2

li

Signature of tlle Taxpayer / Representative

(C) Reconciliation Qtlestionlraire data for Expencliture other than GTA

(YEAR)(YEAR)
Sr.No

543
I

I

Transportation charges capitalised

Opening credilors (Relating to taxable GTA

scrvtce)
rovisions for GTA exPenditure

13

21

22

2

11

t.2

ioiot nrarltrdlowa sportaL]dit erex tltosG l)e
el) t iclSTe .l )LI e d(len tIado e qb IS p(ood vg

fo IteddreCrsedVEItl esrlf
nolSCESeoo k clee l) (

Opening p

Anrourtt o

expendiltlr
received)

Creclitors reiated to GTA service earlier

written ofl and now written back

Other Additior'rs (please specify)

31 servlce

1o taxaEle GTAClosing creditors (R elatin g

23

24
3

ovrsioos for GTA exPendiltlre

n expenses, if arry, on which ST

Creclitors lelated lo GTA servlce, wrillen off
paid by lransporters
Transporlatio

Closlng Pr

33

34
Freight expenses for exen]pted

Frei0ht expenses for exenlpted GTA serv

Notification No. 34/2004)

GTA servtce

( Notification No.33/2004)
ice

(

Name of the Assessee being



audited....... ......

Service Tax Registration No......

Period covered for audit. . . . . . . . . ..

TyPe of Accounting

Sr No

Mercantile
/Cash

DataforReconciliatiollofyear.wiseexpenditurebyrecipielttofspecifie(lserviceotllerthalr
GTA, as shown in the Annual Fillancial Accoulrts:

Parliculars

Expenditure made against non-taxable
service (Please specify)

Sorrrce of data as
shown in the col 2

3

Year Year

4 i]3?I

Gross expenditure on the services rece
from abroad as per Taxation of Services
(Provided from Oulside lndia and Received
in lndia) Rules,2006 (expenditure ledger

debit side)

Gross expenditure ln case of service
provided by insural'lce agent

Gross expenditure for receipt of business
auxilrarv service of distribution of mutual

iund by a nlutual fund distribulbr or att bgent

Gross expenditure for receipt of sponsorship
service by a body corporate or firnl

Anrount of entries reversed / creclited other
lhan related to exPendilure

12

13

14

1.5

11

ived

l

Gross expenditure for services lllentioned in 1

above as shown in Annual Report / Irial Baldnce

2

21

22

opening creditors for services nlentiored in

Opening provisions for services rnentioned
l above

in '1 above
TDS/ Withholding tax, if any, paid on

Oulstanding amourlt in respect of bills ra
to Associated Enterprises lSection 65(7b)l

Other addilions. if any (Please specify)

Closing Credilors relaling to servlces
nrentioned in 1 above

Closing provisions for services menlioned in

l above

23
beh a lf

ised
of the service Provider

2.4

2.5

3.1

33



34

3a)
ealLr
bills

Expenditure made
servrces (Please sPe

against exemPted
cify)

in respecl of
EnterPrises

o/.)

stment for Previous Year
raised to Associated

7

Section 65(7b)

Al)ateltlent admissible, if any (

Nolification No. & date

FOOT NOTES:

1 Cash basis accotlnting syslem

ln the case of cash basis accoLlr'lting

systen't, openlnO cre(lltors, closlilg

crecirtors ancl openin0 provlslor'ls'

closin0 provisions to be taken as zero

Yours faithfullY,

(Sigr]ature of CEO / Director / Aulhorised

Da le

Place

signatory)

concealed tl'lerel|l

(Name & Designation)

lV/s

l, Nrr / N,4s (name),

-".ldress - , do

"l*i"r"r i" 
"ta["d 

above is tlue to the l]est of my knowledge a

(designation), workirrg In [//s
hereby solemnlY affirm tlrat

nd belief and nothing has been

(Signature of CEO / Director / Authorised signatory)

(Name & Deslgnatlon)

Other deductions fronl expenditure (Please

specify)36 I



2 ANNEXURE. XV
Isee Annexure lV ]

QUESTIONNAI RE FOR 45SE55EE _

ln tio,r to n for tl) covered i

(i) Gerreral:
0'1 Nar'ne & address of Service Provider

02
Nanre arld colttacl llLllnbel of the Attthorized petson

for Audit

03 Service tax Registration No. & date

09

10

11

13

14

'15

Whether Seryice Tax Registrat ion is Centralized?

Whether the assessee is a lso registered as an lnPut

Service Distributor?

Whether the assessee is a ProprietarY, Partnership

firnr, Lirniterl liability Partnership tinn (LLP), Pvt Ltd

Cortpany, Public Limited ComPanY?

Details of transactions with Associated Enterprise as

defined in Section 65(7b) of Chapter V of tlre

F inance Acl. 1994

Details of Taxable Services Prov id ed

04

05

00

Details of Taxable Services recei
has to be paid urlder reverse charge

and ExenrPted Services are
provided, wlletlrer separate accotlnts are ntaittlaitted

in tertrs of Rule 0 of the CENVAT Credit Rttles,

2004.

|nanclatory? lf so, whetlter complied or rlol?

S.T. departrnent? [Rule 5(2) of the Service Tax

Rules '19941

o7

OB

Whether list of recorcls nlain tained is tiled with the

Details of exerrpled Services Prov

Details of Taxable Service E xported

ided, if any, &

lf both Taxable

ved for which tax

Nolif ication No

Whether e-tiling of returns and e-paynlent are

Wlrether arry periodical report/statenlen
lo any State / Central Governrllent / Authority /
Regulatory bodies? lI yes, details thereof.

Whether any lrading of goods/ materials carried out?
lf so details thereof.

t is funrished

t6

12.



Whether Registere
details tllereof

ls there any case
State of JammLl &

Whether
lf so, d
indicated

d with Central Excise? lf so,

Wlte iher any offence case is llooked in resPect of

1B Service Tax, Centra I Excise, lncom e Tax, VAT/

Sales Tax. lf so, cletails thereof

b-co ntracted PartiallY or
19

23

Wlrether atrY service is sLl

wholly? lf so, detalls lheleof

20.

21

where services
Kashmir?

provided in the

CE NVAT Credit on inPLrt seivices availed?

etails of n]ajor inPLlt serv ices ntay be

hether CENVAT Credit on inputs availed? lf so,
22 ilelails of lrajor inPtlts nlay be indicated

Whether CENVAT
lf so details of stlc

Credit on CaPital
h Capital goods,

Goods availed?
along with their

Central Excise Tariff Heading (CETI'I)

Whether CENVAT credit is Gken after making

24

Irt case the assessee ls also registered as an lnPut

service distribLltor, whether he is having any unit in

25 which onlY exenrPted Products are manufactured? lf
yes, wlrether he is distri buting the credit in resPect of

services related to lhat u nit also?

pryn't"nt of tlre invoice amotlnt (inchlding Service

Tax) to the inptlt servlce provider?

Wnetneiany arnourrt payable/ paid to the Client has

beerr adjLrsied against lhe receipt/ receivable and

net incon]e shown in the P&L Account.
26

27

28

Whether any advance Payment
providing services? lf Yes, whe
paicl on such receiPts?

is received towards
ther Service Tax is

ls lhere any expenditure to any e
has been nlade bLlt on which
required lo pay service tax under reverse charge

mechanism? lf Yes, details thereof.

ntity abroad wh jch

assessee is not

29 Whether
received
service recipients?

service tax is Paid on t

including TDS anlount d
he gross valtte
educted bY the

Whether PF/ ESI or any o
personnel of the service Provi

Dard by the selvlce recipienls'1

tax is paid on stlch alrotlnt'

ther charges of the
der are being directlY
lf so whether service30

17.



31
Details of agreenlents elltered into by the assessee
lor providing / receiving services

Delails of expenditure irl foreigl] currerlcy orl w Ir ic lr

service tax has neilher been charged by the

assessee nor it is payable under Sec 66 A i.e. under

reverse cllal ge lrechallisl'll

32

(ii lnvoicing Patle rll
01 ls invoice issued in all

for not issuing invoice.
transactions? lf not, reasons

0?- How nrany series of invoices are beirrg used?

03 lf n]ore than
such series.

one series is used, give detai ls o[ each

04 lf there are more than otre series of invoices, is

service tax paid on all the series of invoices?

)

jf not. therr the reasons for not paying service
such series o[ invoices (e.9. exempted / ex

lradilrg / non taxable services) Give details

tax on
ports /

05

09

10

OB

06

07

13.1

11

12

13

14

15

Whether the invoice conlains the

the date of provision of serv

t heads under which arlrourlts are

trilled in invoices and their corresporlclilrg heads il'l

the Trial Balarlce.

Name the heads in lhe invdice orl w

ls there any sale of goods invo

VAT paid on value of goods sold?

ls the value of sale of goods inc

amount charged declared in ST-3?

Are there any reittlbtlrsements

Are there any detlil/ credit notes issLle

lf yes, is service tax paid on tllese reirIl

Whether ittvoices are generated on Corrrputer. lf yes,
then whether tl're lnvoice Numbers are generaled
autornatically or is fed rnanually. What safe guards
are provided in the systetr for data security? Give

lved?

llillecl in lhe invoice?

llursernents?

ls invoice issttecl on ice

luded in the Gross

l)ich Service Tax

STC nutnber?

List the ditferen

ls sales tax or

d for clainring

the nante and des thenation of the erson havin

is nol paid

lf |rot, reasons lhereof

or before or later?

reinrllur senlenlsT



authoritY to cance lan invoice

Whelher anY amoLlnt is recovered bY isstle

note and wlletller it is inclLrded in the gross

services?

17 Give a Drief on sa le pattern of services liable to

service lax

rvices provt

r at subsldiz

of debit
value of

ded by the service
ed price?

1B Are any goods or se

receiver free ol cost o

(iii Accounts and records)_
01 Whether accotlnls are PrePare

or cash basis?

o2 Whether the Accol-rnts are

cl on mercantile basis

maintained
of accounting
installed for

Tally, FAS etc

s switched over to
e 'audit coverage

electronicallY? II Yes, the name

t)ackages / cornPtrter software

nrairlla-intnO accoLlnts tn tlte tlntts like

03
other software during th

04 helher any changes have lleen ttta(le in the

accountirlg Policies affectitrg ST liabilitY relating to

reinrbu rse
Service T
cLrrrency?

ment of expenses, liming of Payment of

ax and treatn'lent of payments in foreign

Wheth
sonre
period

er accounting softwarP wa

05 Whet lrei accounts are audi
lf so. name and address of the auditor

Whether Cost Accounting
under Section 233 B of th

ted by StattltorY Atrdito r?

06

are required to be maintained?

07 Whetlrer Cost Atldit RePort is conducted and if Yes

report thereof is PrePared?

OB Whether there E any systenr of lnternal Attditing?

Making of ST-3 return

01 Whether Paynrent of Seruice Tax is on Billing

basis or receiPt basis?

records as Prescrt
e Conlpanies Act, 1

bed
956

4

02 List the ledger/ accounts
monthly gross alnount rece
l.axable service

from where the
ived is taken for

Iist the ledger/accounts
amotlnt received towards
amount of Exports is taken'

from where tlre
gross monthlY

03

16.



(i

a4 tEt tne ledger/accounts fronl where llre
amount Ieceived towards gross monthly
arnount of exenrpted service is laken.

05 List the ledgeri accounts frotn where the gross
rnonthly arnount of all'lollnt received as pure

agent is lakelr.

06 List the ledger/ accounts frorrl wllere the
gross nronthly arlorttrt billed is laken

Ex orts
What is the sub clause of section 64(10s) or

the Finatrce Act, 1994 where the service

clairTred lo have been exported categorized.

Under which clause of sub rule 1 of rule 3 of

Please elaborate how the conditions of the

said rule are ftrlfilled

ls tlre service provid ed trorn lndia and used

outsirle lnclia for all such transactions (prior to

77.02.201O)?

ved by
foreign

cLrrrency for all such transactiorls?

(ii Exetnpt ton
0'1 Please list th e exetnptions being claimed

o2 Piease Iist tlle conditions prescri bed in eaclt
of tlre exetnptiort claitned. Please specify if

the condilions of exenrption are fulfillecl.

lf abatement is being clai rred, is lhe CENVAT
of capital goods, inputs or input services
clairred?

04 lf ablternent is being clairned, is the bene fit

of rrotification No.1 2/03-ST, daled 201612003

also claimed?

(iii MIS

Export of Services Rules, 2005 is lllis service

categorized? [Rule 3(i),3(ii) or 3(iii)]

ls the paytnent for such service recei

the service provider in converlible

0t What is the otganization structure

02 Who is responsible for billing and sales?

?

03 What reports are given to his seniors on the
daily, weekly, monthly sales? Give sample
copies.

01

o2

03

o4

05

05-


