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STEP BY STEP GUIDE FOR APPLICATION OF TAX 

RELIEF SCHEMES 
 

1. Log in to the iTax Portal using your PIN and password. 
 

 
 

2. Navigate to the registration tab>> other registration >> Tax 
Relief Scheme, to display the registration form.  
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3. On the registration form, your PIN and name will be auto populated. 
Under the section marked “application information”, upload the 
scheme’s Trust Deed and Regulations, the checklist and an application 
letter in support of the application. Multiple documents can be 
uploaded using the add file tab.  
 

 
 

4.  Select the appropriate 1st Schedule Paragraph that relates to your 
application from the drop-down menu. 
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5. Capture the remarks to support the application and click on the submit 
button. Once the application has been submitted, the system will 
generate an acknowledgement receipt for the application. The 
application will then be processed at the respective Tax Service Office 
(TSO). 

 
 

        
 

 
6. Once the task is approved, a system generated Income Tax Exemption 

certificate will be sent to the registered email address as evidence of 

registration with the Commissioner. The certificate can also be 
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reprinted using the Consult and reprint functionality available under 

the useful links menu on the portal. The business process to select is 

“Certificates” while the business sub-process is “IT Exemption 

certificate” 

 

    
 

 

7. Where the task is rejected, the system will send a rejection Notice that 

will state the reasons for rejection. 
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8. The authenticity of the certificate can be verified using the exemption 

certificate checker available on the portal 

 
 
Select the Type of certificate as “IT Exemption certificate, capture the 

certificate number and solve the simple arithmetic then click on verify. 

 

 
 

 

 

 

 
 

 

 

*END* 


