Standard Operating Procedure (SOP): Preparation and
Filing of Tax Documents

This SOP details the process for preparation and filing of tax documents, covering the collection and organization of
financial records, accurate calculation of tax liabilities, compliance with relevant tax laws and regulations, review and
approval procedures, timely submission to tax authorities, and maintenance of records for future reference and audits. The
goal is to ensure accuracy, compliance, and timely filing to avoid penalties and optimize tax obligations.

1. Purpose

To establish standardized procedures for preparing and filing tax documents to ensure accuracy, legal compliance, and
timely submission.

2. Scope

This SOP applies to all employees responsible for managing, preparing, reviewing, and submitting tax documents on
behalf of the organization.

3. Responsibilities

Role Responsibility

Finance Department Collection of records, preparation of documents, calculation of taxes.
Tax Preparation Staff Review records, ensure accuracy, compile required forms.
Review/Approval Authority Verify accuracy, approve filings, and authorize submission.
Management Oversight and policy enforcement.

4. Procedure

1. Collection of Financial Records
o Gather all relevant financial statements, invoices, receipts, payroll records, and previous tax filings.
o Verify completeness and accuracy of all documents.

2. Organization of Documents
o QOrganize documents by category (income, expenses, credits, etc.).
o Sort records by period and type, ensuring easy retrieval.

3. Calculation of Tax Liability
o |dentify applicable tax rates and deductions.
o Calculate gross and net taxable amounts using approved software or forms.

4. Compliance Review
o Ensure adherence to current tax laws and reporting requirements.
o Address any discrepancies or missing information before proceeding.

5. Internal Review and Approval
o Submit prepared documents to authorized personnel for review.
o Rectify any identified errors prior to final approval.

6. Submission of Tax Documents
o File tax documents by the statutory deadline via electronic or physical submission as required.
o Retain proof of submission (confirmation, receipt, or tracking number).

7. Record Maintenance
o Store copies of filed tax documents and supporting records securely (physical or digital).
o Maintain records for the legally required retention period.



5. Compliance and Quality Assurance

¢ Regularly review changes to tax laws and update procedures accordingly.

e Conduct periodic audits of tax records and filing processes to ensure ongoing compliance.
¢ Provide ongoing training to responsible personnel.

6. Documentation and Records

¢ Maintain an updated checklist of required documents for each filing period.

¢ Archive copies of all submissions and related correspondence for audit and review purposes.
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