
Sri Lanka Inland Revenue 
-How to file VAT- 

1 

Calendar: No change 

Return form: The pre-printed tax returns form has some minor changes 

Submission of returns and schedules:   

• Mandatory submission of schedules. Returns without schedules will be considered incomplete and will 

not be processed, and may result in penalties  

• Can be submitted manually or electronically if number of entries <= 20 

• Must  be submitted  electronically if number of entries > 20 

Changes effective from:  

• From 01 Jan 2016 (e-Services from 01 May 2016 – for the month of April 2016) 

SUMMARY OF CHANGES 

Log in to e-

services 

Receive return 

form via post 

Fill return form 

online 

Manually fill 

return form 

Upload schedules 

Add schedules 

Send return & 

schedules via post 

to IRD HQ 

Present return & 

schedules at IRD 

Manual submission is only allowed if the number of entries is less than or equal to 20 

Manually 

Online 

A. Returns and schedule submission  

1 Access www.ird.gov.lk and login to e-services. Refer to the quick guide “How to login” for more details 

2 Select Return Management  Value Added Tax (VAT) from the top menu 

2 

How to file VAT return form and schedule 

To file the VAT return and schedule online, refer to 

To understand the structure of the VAT schedules and 

how to verify the VAT schedules using the schedule 

verification tool, refer to  

To view examples of the VAT schedule files to be 

submitted to IRD, refer to 

To check the new help options, refer to 

A. Returns and schedule submission  

D. Help options 

B. Schedule files and schedule 

verification tool 
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C. VAT schedules submission - 

examples 
Page 17 

http://www.ird.gov.lk/
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3 Select the VAT return to file and click Proceed 

3 

4 You will see a pop-up confirmation dialog box to prompt if you are ready to begin tax filling. Click Ok 

4 

5 Select the qualifying conditions. These will determine the sections you will have to fill in the next steps 

6 Click Next 

5 

6 
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7 You will be taken to the first tab “Section 01” where you will be required to enter the output and input tax details. 

Enter the output tax value details 

          

       Please note that for cages 0, 1, 1A and 2A, you will have to calculate and enter the tax amount 

7 

8 Enter the input tax value details and click Next.  

 

       Please note that for cages 6, K and K1, you will have to calculate and enter the tax amount 

8 

NEW 

NEW 
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9 You will be taken to the second tab “Section 02” where you will be required to enter the brought forward input tax 

details. 

 

The allowable input tax details in cage 11 and 12 will be automatically computed by the system except for 22(7) 

cases 

9 

Screens are subjected to budget changes 
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10 Enter the tax payable/refundable value details and click Next 

10 
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13 Click Next 

11 

12 

11 You will be taken to the third tab “Schedules ” where you will be required to upload the schedule files for 

submission. Click Select Files to upload the schedules. Refer to                                              to find out how to 

download the templates for these schedules and prepare them for submission  

12 Select the file to upload and click Open 

B. Schedule files 

13 



Sri Lanka Inland Revenue 
-How to file VAT- 

7 

14 You will be taken to the “Confirmation” tab where you will see a summary of your e-filing submission. Click Submit. 

If you want to have a printed copy, click Print 

14 
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17 

16 You will see an acknowledgement of your submission with the acknowledgement number 

17 Click Print to print a copy of this acknowledgement page for your record 

16 

15 You will be prompted to proceed with the submission. Click Ok 

15 
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18 To understand more about the structure of the VAT schedule 01 file,  what the individual fields mean and the 

naming convention required, refer to steps 26-31 

19 To understand more about the structure of the VAT schedule 02 file,  what the individual fields mean and the 

naming convention required, refer to steps 32-34 

20 To understand more about the structure of the VAT schedule 03 file,  what the individual fields mean and the 

naming convention required, refer to steps 35-37 

21 To understand more about the structure of the VAT schedule 04 file,  what the individual fields mean and the 

naming convention required, refer to steps 38-40 

17 Access Downloads  Returns & Schedules from the top menu. Download the excel templates from the IRD 

portal to your hard drive. Please make sure that you use the latest schedules downloaded from the IRD portal.  

The schedule files have validation rules which could be updated time to time.  
 

TIN of the registered person who submit the schedules is not required to be mentioned in any of these schedules 

17 

22 To ensure that your schedule files are free of structural errors, IRD has come up with a schedule verification tool 

that you can use to verify your schedules before you submit it online via e-Services. 

 
To find out how to use the schedule verification tool, download the “How to use the schedule verification tool” 

quick guide from the IRD portal 
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25 Download the “How to use the schedule verification tool” quick guide for instructions on: 

 

- Downloading and running the schedule verification tool 

- Downloading schedule templates from the schedule verification tool 

- Verifying schedules using the schedule verification tool 

24 

24 To view the quick guide for the schedule file verification tool, click Detailed quick guide 

23 

23 Access Downloads  Tools from the top menu 
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Sample format 

Field explanation Field Explanation 

Serial No.  Running unique serial number inside the schedule file 

Invoice Date Invoice date in MM/DD/YYYY format 

Tax Invoice No Tax invoice number 

Purchaser’s TIN Taxpayer identification number of purchaser 

Name of the Purchaser Purchaser’s name 

Description Description of the supply 

Value of supply Amount (excluding VAT) [CAGE A] 

VAT Amount VAT amount [CAGE 0] 
Should be equal to Value of supply * Tax rate 

26 

27 

NOTE: 
- The output schedule is required for tax invoices and total value of inclusive invoices NEW 

VAT Schedule 01 

Guidelines – 01  28 Guidelines to supplies made to Government Institutions which are not registered for 

VAT: 
Include all  information applicable to respective invoices as per the above field 

explanations with the dummy TIN 100902877 if the supply is related to Government 

Institutions which are not registered for VAT  
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Guidelines - 02 29 Guidelines to supplies made on inclusive invoices: 
Include the total value of supplies made during the relevant period as one record. In 

case of two or more tax rates are applicable for a particular period, include separate 

record for each tax rates. 

 

When you enter the total value of inclusive invoices, the following particulars should be 

entered in schedule 01: 

Field Explanation 

Serial No.  Running unique serial number inside the schedule file 

Invoice Date Enter the last day of that period (e.g.  6/30/2016 for the 1620 
period)  
 
In case of any tax rate applicable up to a certain date within the 
taxable period - invoice date of such record is the last date of 
such tax rate which was applied within such taxable period 

Tax Invoice No Registered person can use any number, but it should not be 
duplicated with any invoice number mentioned in previous 
periods 
 

Example: 
- -“INCL01_1631” - for total invoices at X% of the Month of July 

2016  
- -“INCL02_1631” - for total invoices at XX% of the Month of July 

2016  
- -“INCL01_1630” - for total invoices at XX% of the 3rd Quarter 

of 2016  

Purchaser’s TIN Enter “100902885” in this column 

Name of the 
Purchaser 

Use the appropriate name as follows: 
 
Example” 
- Total value of Inclusive Invoices for 2nd quarter 2016 - Nos. 

from XXXX to XXXX  
- Total value of Inclusive Invoices for the Month of July 2016 - 

Nos. from XXXX to XXXX  

Description Use  the appropriate description as follows: 
 
- ”Inclusive Invoices at XX%” 

Value of supply Total value of Inclusive invoices applicable to a one tax rate 

VAT Amount Total value into appropriate tax rate applicable to respective 
taxable period 
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Example: 30 

File naming 

convention: 
31 

For the resubmission of schedules due to amendments, you will have to burn these 

schedules on a CD and present the files to TPSU at IRD HQ office. The submission of 

amendments or schedules relating to prior periods online will be available in the future 

You will have to name the VAT schedule 01 file according to the following format:  

 

 

 

 

  
 

 

 

 

For example: 

 

 

 

 

 

Ensure that the file is saved in .csv format 

First time submission 103356111_VAT_SCHEDULE01_1621_20160430_ORIGINAL_V1.csv 

Subsequent submission for 
amendments 

103356111_VAT_SCHEDULE01_1621_20160430_AMENDMENT_V1.csv 
 

Period Code Date of submission Taxpayer 

Identification Number 

ORIGINAL: First time submission 

AMENDMENT: Subsequent submission for changes 
Version number 

TIN_VAT_SCHEDULE01_XXXX_YYYYMMDD_ORIGINAL_V1.csv 

Company ABC has a mixture of invoices (Tax  Invoices, Inclusive Invoices and  Invoices 

issued to Government Institutions which are not registered for VAT)  
The Schedule 01 may look like this:  

Serial No. 1, 3, 5, 6 and 7: Supplies made to registered person for VAT 

 

Serial No. 2 and 4: Supplies made to government institutions which are not 

registered for VAT 

 

Serial No. 8 and 9: Supplies made on inclusive invoices 

A 
B 

C 

A 

B 

C 
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VAT Schedule 02 

Sample format: 

Field explanation: Field Explanation 

Serial No.  Running unique serial number inside the schedule file 

Invoice Date Invoice date in MM/DD/YYYY format 

Tax Invoice No Tax invoice number 

Supplier’s TIN Taxpayer identification number of supplier 

Name of the Supplier Supplier’s name 

Description Description of the supply 

Value of purchase Amount (excluding VAT) [CAGE I] 

VAT Amount VAT amount 
Should be equal to value of purchase * tax rate 

Disallowed VAT Amount Disallowed VAT amount [CAGE 8] 
Should not exceed the VAT amount 

32 

33 

File naming 

convention: 
34 You will have to name the VAT schedule 02 file according to the following format:  

 

 

 

 

  
 

 

 

 

 

For example: 

 

 

 

 

 

 

Ensure that the file is saved in .csv format 

First time submission 103356111_VAT_SCHEDULE02_1621_20160430_ORIGINAL_V1.csv 

Subsequent submission for 
amendments 

103356111_VAT_SCHEDULE02_1621_20160430_AMENDMENT_V1.csv 
 

Period Code Date of submission Taxpayer 

Identification Number 

ORIGINAL: First time submission 

AMENDMENT: Subsequent submission for changes 
Version number 

TIN_VAT_SCHEDULE02_XXXX_YYYYMMDD_ORIGINAL_V1.csv 

For the resubmission of schedules due to amendments, you will have to burn these 

schedules on a CD and present the files to TPSU at IRD HQ office. The submission of 

amendments or schedules relating to prior periods online will be available in the future 
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VAT Schedule 03 

Sample format: 

Field explanation: Field Explanation 

Serial No.  Running unique serial number inside the schedule file 

Cusdec Date Cusdec Date in MM/DD/YYYY format. In most circumstances, this date 

should be the same as the Cusdec Reg Date 

Cusdec No You can obtain this from the Customs Goods Declaration Form 

Cusdec Serial ID You can obtain this from the Customs Goods Declaration Form 

Cusdec Reg Date You can obtain this from the Customs Goods Declaration Form. 
Cusdec Reg Date in MM/DD/YYYY format. In most circumstances, this 

date should be the same as the Cusdec Date 

Cusdec Office ID You can obtain this from the Customs Goods Declaration Form 

VAT Deferred VAT Deferred [CAGE 4] 

VAT Upfront VAT Upfront [CAGE 5] 

Disallowed VAT Disallowed VAT Amount [CAGE 8] 
Should not exceed the VAT amount 

35 

36 

File naming 

convention: 
37 

For the resubmission of schedules due to amendments, you will have to burn these 

schedules on a CD and present the files to TPSU at IRD HQ office. The submission of 

amendments or schedules relating to prior periods online will be available in the future 

You will have to name the VAT schedule 03 file according to the following format:  

 

 

 

  
 

 

 

 

 

For example: 

 

 

 

 

 

Ensure that the file is saved in .csv format 

First time submission 103356111_VAT_SCHEDULE03_1621_20160430_ORIGINAL_V1.csv 

Subsequent submission for 
amendments 

103356111_VAT_SCHEDULE03_1621_20160430_AMENDMENT_V1.csv 
 

Period Code Date of submission Taxpayer 

Identification Number 

ORIGINAL: First time submission 

AMENDMENT: Subsequent submission for changes 
Version number 

TIN_VAT_SCHEDULE03_XXXX_YYYYMMDD_ORIGINAL_V1.csv 
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VAT Schedule 04 

Sample format: 

Field explanation: Field Explanation 

Serial No.  Running unique serial number inside the schedule file 

TIN No Purchaser/Supplier TIN Number 

Invoice Date Invoice date in MM/DD/YYYY format 

Invoice No Tax invoice 

Tax Credit / Tax Debit Note “Credit” or “Debit” 

Date of Tax Credit / Tax Debit 
Note 

Date of Tax Credit / Tax Debit Note in MM/DD/YYYY format 

Tax Credit No. / Tax Debit Note 
No. 

Tax Credit / Tax Debit Note Number 

Value of Tax Credit Note / Tax 
Debit Note 

Value of Tax Credit Note / Tax Debit Note 

VAT Amount Should be equal to (value of Tax Credit Note / Tax Debit 
Note) * Tax rate 

Issued by Me If the original invoice was issued by me, enter “Y” 
If the original invoice was not issued by me, enter “N” 
 
E.g. If the supplier issued the original  invoice, the supplier will 

enter “Y” under this field and the purchaser  (the receiver of 
such debit/credit note) will enter “N”  

38 

39 

File naming 

convention: 
40 

Please note that the above format appears as a single line inside the schedule file. It 

has been broken into 2 lines for illustration purposes. Both debit and credit notes (issued 

and received) details related to the same taxpayer should be included in the same 

Schedule 04 

For the resubmission of schedules due to amendments, you will have to burn these 

schedules on a CD and present the files to TPSU at IRD HQ office. The submission of 

amendments or schedules relating to prior periods online will be available in the future 

You will have to name the VAT schedule 04 file according to the following format:  

 

 

 

 

  
 

 

 

 

 

For example: 

 

 

 

 

 

 

Ensure that the file is saved in .csv format 

First time submission 103356111_VAT_SCHEDULE04_1621_20160430_ORIGINAL_V1.csv 

Subsequent submission for 
amendments 

103356111_VAT_SCHEDULE04_1621_20160430_AMENDMENT_V1.csv 
 

Period Code Date of submission Taxpayer 

Identification Number 

ORIGINAL: First time submission 

AMENDMENT: Subsequent submission for changes 
Version number 

TIN_VAT_SCHEDULE04_XXXX_YYYYMMDD_ORIGINAL_V1.csv 
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C. VAT schedules submission – Examples 

Company ABC  (TIN - 102030405) make a sale to  company PQR (TIN - 506070809) for the 

month of March 2016. The related Schedule 01 of the supplier and Schedule 02 of the 

purchaser are as follows: 

Example 1: 

Company ABC submits the following output schedule (Schedule 01) for the month of 

March 2016 (Based on Sales) to IRD 
41 

Company PQR submits the following input schedule (Schedule 02) for the month of 

March 2016 (Based on Purchases) to IRD 
42 

Company ABC  (TIN - 102030405) issue a one Debit Note and one Credit Note to company 

PQR (TIN - 506070809) based on the sales invoice made 14th March 2016. The related 

Schedule 04 of both parties are as follows: 

Example 2: 

Company ABC submits the following Debit/Credit Note Schedule (Schedule 04) for the 

March 2016 (Based on the Debit/Credit Note Issued) to IRD.  

 

As Company ABC is the issuer of  the original invoice which is based to issue subsequent 

debit/credit notes, the "Issued By Me" column of schedule 04 is indicated as "Y" 

43 

Company PQR submits the following Debit/Credit Note Schedule (Schedule 04) for the 

March 2016 (Based on the Debit/Credit Note Received) to IRD.  

 

As Company PQR is not the issuer of the original invoice which is based to issue 

subsequent debit/credit notes, the "Issued By Me" column of schedule 04 is indicated 

as "N"  

44 
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Company ABC  (TIN - 102030405) Imported goods as per the Cusdec on 22 March 2016 Example 3: 

Company ABC submits the following Import Schedule (Schedule 03) of Company 

ABC for the March 2016 (Based on the Cusdecs) 
45 

Cusdec Serial ID Cusdec Office ID 

Cusdec No Cusdec Reg Date 



D. Help options 

1 Sinhala 2 Tamil 3 English 

1 General information 2 Tax related 3 Complaints 

1 Report tax evasion 

2 General complaint 

3 Others 

1 Payment 

2 Returns 

3 Registration  

Select FAQ or speak to the 

call center agent  

1 Income tax 

2 VAT/ SVAT 

3 NBT/ ESC 

4 PAYE/ Withholding 

5 Stamp duty 

6 Others 

6 Collections  

7 Refunds 

8 Directions 

4 Assessment 

5 Appeals & Objections 

9 Others 

Select language:  

Enter TIN 

Select option 

Select option Select function Select question type 

Select tax type 

1 Unregistered taxpayer 2 Registered taxpayer 

Unregistered Registered 
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The TPS unit can help you with: 

• Registration as a Taxpayer and issuing of Taxpayer Identification Number (TIN) 

• Registration for tax types 

• Updating of Taxpayer profile 

• Issuing of Personal Identification Number (PIN) to use e-Services 

• Issuing of Clearance certificate 

• Advice on tax responsibilities and obligations 

• Collection of returns and supporting documents 

Walk in to the Taxpayer Services Unit- Monday to Friday 8:30 am to 4:00 pm (except public holidays) 

Call Center- Monday to Friday 9:00 am to 7:00 pm, Saturday 9:00 am to 1:00 pm  

Online help prompts: The blue icons next to some fields show additional information when the mouse is 

placed on them 

Taxpayer Services Unit 
INLAND REVENUE DEPARTMENT 
SIR CHITTAMPALAM A GARDINER  
MAWATHA, 
COLOMBO 02 

Call Center  

1944 
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