
Process owner: Superintendent (Audit) or other person 

Norm: Give minimum 15 days advance intimation  

Resource required: Tax Assistant    

Under the EA 2000 procedure, no Audit team can visit the assessee without an approved tour 

programme. The intimation letter itself shall contain a statement to the effect that the audit shall be 

conducted any day after the lapse of 15 days from the issue of letter.  
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Letter to the assessee for informing the tentative 

date of audit party visit with minimum 15 days 

time. This is issued by designated person. 

 

Approval of Tour programme by the 

Commissioner, Service Tax 

Commissionerate. 

Documents received  from the Party. 

Desk approval granted by the Additional 

Commissioner  (Audit) 

Final date of Audit decided by Audit group in consultation 

with the assessee. Confirm this date isn’t prior to the date 

given  in earlier letter to assessee 


