Appeal Procedures
1. Filing of Appeal/s before commissioner of Income Tax (Appeals) (" CIT(A)") u 246 A 
A. The appeal before CIT(A) is required to be made within 30 days from the date of receipt of the order.
In case of delay in filing the appeal a request can be made for condonation of delay explaining the reasons for such delay. The discretion to condone the delay vests with the CIT(A). 

B. The following documents are required to be filed in duplicate before the CIT(A) having jurisdiction over the orders passed by the assessing officer : 
i. Form No. 35 

ii. A Statement of facts of the case 

iii. Grounds of Appeal 

iv. Copy of the assessment order or the penalty order, as the case be may be 

v. Original notice of the demand. 

C. The appeal filing fees are required to be paid in accordance with Sub-section 1 of section 249 and the challan be enclosed with the documents mentioned in 'B' above. 

D. Court fee stamp of 50 paisa is to be affixed on the first copy of Form No. 35.
  

2. Filing of Appeal Before Income Tax Appellate Tribunal ("ITAT") u/s 253 
A. The appeal before ITAT is required to be filed with 60 days from the date of receipt of the order of the CIT(A) u/s 250. 

B. In case of delay in filing the appeal a request can be made for condonation of delay explaining the reasons for the delay. The discretion to condone the delay vest with the CIT(A). 

C. The following documents are required to be filed in triplicate. 
i. Form No. 36 

ii. Grounds of Appeal 

iii. Copy of the relevant order of CIT(A) 

iv. Form No. 35 filed before CIT(A) 

v. Statement of facts filed before CIT(A) 

vi. Grounds of Appeal filed before CIT(A) 

vii. Copy of the assessment order or the penalty order, as the case may be. 

viii. If the appeal relates to penalty copy of assessment order is also received to be filed. 

At least one copy of the order of CIT (A) should be certified either by the assessee or the authorised representative. 

D. The appeal filing fees are required to be paid in accordance with sub-section 6 of section 253 and the challan be enclosed with the documents mentioned in 'B' above.
  

3. Memorandum of Cross Objections under sub-section 4 of section 253 
A. In case assesse's appeal is allowed by CIT(A) and concerned A.O. has filed appeal before ITAT against the order of the CIT(A) a copy of the appeal filed by the A.O. is required to be forwarded to the assessee. 

B. On receipt of the intimation that appeal is filed by the A.O. the assessee is entitled to file a memorandum of cross objections before ITAT in Form No. 36 A. 

C. This should be filed within 30 days of the receipt of notice from the Tribunal intimating that the appeal is filed by the A.O. 

D. No fees are payable for filing Memorandum of cross objections.
  

4. Miscellaneous Application u\s 254 
A. A miscellaneous Application can be filed before ITAT by paying the requisite fees as per sub-section 2 of section 254 to rectify any apparent mistake in the order of ITAT. 

Such application has to be filed within 4 years from the date of the order of Tribunal.
