*In the Letterhead of the Trust*
xx/xx/20xx

To 
The Principal Commissioner / Commissioner of Income-tax 
[Name of the Jurisdiction, e.g., PCIT-3, Chennai] 
[Full Address of the PCIT/CIT Office] 

Respected Sir,
Sub: Application for condonation of delay in filing Form No. 10A under sub-clause (i) of clause (ac) of sub-section (1) of section 12A of the Income-tax Act, 1961 – in our own case – PAN: [ABCDE1234F] 
Ref:
i. Application submitted in Form 10A vide Ack No: ___________ dt ________
ii. CBDT Circular No. 01/2026 dated 23.03.2026

We, [Full Legal Name of the Trust/Society/Section 8 Company], having PAN [ABCDE1234F], registered under the [State] Trusts Act / Societies Registration Act / Companies Act vide Registration No. [Reg. No.] dated [Date], and having its registered office at [Full Address], most respectfully submit as under:
1. We are an eligible charitable trust/institution seeking registration under section 12A of the Income-tax Act, 1961 for claiming exemption under sections 11 and 12.
2. As required under sub-clause (i) of clause (ac) of sub-section (1) of section 12A, we had filed our application in Form No. 10A on [Date of Filing] through the e-filing portal. The said application is pending for processing with the Director of Income-tax (Centralized Processing Centre), Bengaluru.
3. The prescribed due date for filing Form No. 10A was [Original Due Date]. There has been a delay of [Number of days/months] in filing the application.
4. Reason for Delay (Please customise with your genuine reasons – examples given below):
· The trust was newly formed and the trustees were not aware of the exact timeline.
· Delay in finalisation of accounts / audit due to change of auditor.
· Technical glitch / portal downtime while uploading the form.
· Key trustee was hospitalised / travelling abroad for medical treatment.
· First-time compliances after amendment in law w.e.f. 01.10.2024. [Write 2–3 strong, factual & genuine reasons in 4–5 lines here]
5. We respectfully draw your kind attention to the proviso inserted in section 12A(1)(ac) w.e.f. 01.10.2024 which empowers the Principal Commissioner / Commissioner of Income Tax to condone the delay if reasonable cause exists. 
6. Further, the CBDT, vide Circular No. 01/2026 [F.No.300173/26/2026-ITA-I], has explicitly clarified that the jurisdictional Principal Commissioner or Commissioner of Income-tax shall have the power to condone such delay (issued in exercise of powers under section 119(2)(b) of the Act).
7. We submit that the delay was beyond our reasonable control and there is sufficient reasonable cause. Grant of condonation will not cause any prejudice to the revenue and will enable us to avail the legitimate benefit of registration.
PRAYER
In view of the above facts and circumstances and in the interest of justice, we most humbly pray that your good office may kindly:
a) Condone the delay in filing Form No. 10A; and 
b) Treat the application as having been filed within the prescribed time limit; and 
c) Direct the CPC Bengaluru to process the registration at the earliest.
We shall be highly obliged for your favourable and early order.
Thanking You
Yours faithfully,
For [Name of the Trust]

[Name of the Managing Trustee / Authorised Signatory]
[Designation]
[Contact Number]
[Email ID]

Enclosures:
1. Copy of Form No. 10A acknowledgement
2. Copy of Trust Deed / Registration Certificate
3. PAN Card of the Trust
4. Documentary evidence in support of delay (e.g., medical certificate, email screenshots, auditor letter, etc.)
5. Copy of CBDT Circular No. 01/2026 (for ready reference)
6. Authorisation letter / Board Resolution (if signed by representative)

