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Dear Sir/Madam,
Limited (“the Company”)
Profits Tax
Years of Assessment 4

In order that I may finalise your Profits Tax liabilities, please supply the following
information and document(s) in respect of the Company’s offshore claim of its trading profits
for the captioned years of assessment:

The Company’s business establishments

(1) An organisation chart with full details of the Company’s establishments in
Hong Kong and overseas. This should include in respect of each office, its
address, size, the number of employees and their respective name, post title .
and duties.

(2) For the overseas establishment, describe in detail its functions and specify its
authorities if it was involved in the negotiations with the buyers and suppliers.
If there was no establishment overseas, provide details of any other group
companies or independent third parties involved in the sales and purchases
of the Company’s products, their respective responsibilities and authorities.

(3) In respect of the Company’s business address at

(a) period of use of the address;

(b) acopy of the tenancy agreement. If the Company is not a tenant of the
address, state the name of the party which allows the Company to use
the address and its relationship with the Company, its director and
shareholder;
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The provision of personal data requiredl by this letter and during the processing of your application/request/notification is voluntary. However, if you do not provide sufficient information, the Department may not be able to process your
application/request/notification. The Department will use the information provided by you for the purposes of the Ordinances administered by it and may disclose/transfer any or all of such information to any other parties provided that the
disclosure/transfer is authorized or permitted by law. Except where there is an exemption provided under the Personal Data (Privacy) Ordinance, you have the right to request access to and correction of your personal data. You should
send such request in writing to the Assessor at G.P.O. Box 132, Hong Kong and quote your file number in this Department.



Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon

Sergey Konon


4

©)

(6)

(c)

(d)

=

if the address was provided by a service provider, state the name of the
service provider and the details of services provided by it with a copy
of the service agreement; and

describe precisely the activities of the Company that are carried out at
the premises and provide documentary evidence in support.

Provide the following information and documents for the Company’s

directors, . , 7

(a) Hong Kong Identity Card number, if any;

(b) residential address;

(c) amount of remuneration paid to him/her and basis of computation, if
any;

(d) roles in the Company’s operation; and

(e) acopy of employment contract/agreement relating to the appointment

as directors or his/her role in the Company’s operation, if any.

The Company’s products

The type of goods being purchased and sold with a copy of catalogue or price
list/quotation of the products issued by the Company in the relevant basis
period.

The Company’s mode of trading

Full details of how the Company carried out the claimed offshore trading
transactions, including

(a)

(b)

(©)

(d)

whether the sales were on indent basis or inventories were held for
filling up orders; and in the latter case, advise the place where the
inventory was kept;

whether samples were produced to potential customers and if yes,
provide full details of how, where and by whom the samples were
produced and delivered to the customers;

whether the Company’s own sales staff were sent overseas to negotiate
and conclude sales and if yes, a full list of all staff involved in the
claimed offshore operations, their respective name, Hong Kong
Identity Card number, post title and a full set of itinerary of the business
trips made during the relevant basis period including the period of each
trip, the places visited, the purposes of each visit and the
suppliers/customers contacted; and

whether overseas group companies or any other parties were involved
in the offshore transactions and if yes, the staff employed by each of
these overseas company, their respective name, Hong Kong Identity
Card number, post title and a full set of itinerary of the business trips
made including the period of each trip, the place visited, the purpose of
each visit and the supplier/customers contacted.
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The Company’s purchases

For each of the years of assessment . provide
an analysis of the suppliers, giving their respectlve name, address, amount of
yearly purchases and relationship with the Company, its directors or
shareholders, if any. If the number of suppliers exceeds 10, provide a list of
the five largest suppliers with the above details.

Full details of how, where and by whom the suppliers were procured and
how the purchase price of the goods was determined. If by negotiation,
explain how, where and by whom the negotiations were carried out. If there
was a long established business relationship, provide full details of how such
relationship was established. If the suppliers were group companies, confirm
whether the products supplied and the purchase prices were predetermined
according to group policy, or the Company had the authority to determine
the purchase prices and/or adjust the prices such as by way of discount.

Whether any distribution agreement or other form of master agreement was
entered into with any of the suppliers and if yes, provide a copy.

For individual transaction, confirm whether formal purchase contract was
made for every order/repeated order. Describe how, where and by whom the
contract was prepared and signed.

Full details of how, where and by whom the purchase order was initiated,
processed and placed with the supplier and whether confirmation from the
supplier is required.

Full details of the method of financing the purchase of goods and how
payment was made to the suppliers. In respect of banking facilities obtained
by the Company to finance the purchases, provide a copy of the banking
facility letter of the relevant period showing the extent of the facility obtained
and the security provided. Advise the names of staff authorized by the
Company to act as signatories of the Company’s bank accounts.

The Company’s sales

For each of the years of assessment - , provide
an analysis of the customers, giving their respectlve name, address, amount
of yearly sales and relationship with the Company, its directors or
shareholders, if any. If the number of customers exceeds 10, provide a list
of the five largest customers with the above details.

Full details of how, where and by whom the customers were solicited and
how the selling price of the goods was determined. If by negotiation, explain
how, where and by whom the negotiations were carried out. If there was a
long established business relationship, provide full details of how such
relationship was established. If the customers were group companies,
confirm whether the products sold and the selling prices were predetermined
according to group policy, or the Company had the authority to determine
the selling prices and/or adjust the prices such as by way of discount.
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Whether any distribution agreement or master sale agreement was entered
into with any of the customers and if yes, provide a copy.

For individual transaction, confirm whether formal sales contract was made
for every order/repeated order. Explain how, where and by whom the
contract was prepared and signed.

Full details of how, where and by whom the purchase order from customer
was initiated, processed and placed with the Company, the name of staff who
had the ultimate authority to accept the order and whether confirmation with
the customer was required.

Full details of how, where and by whom the shipment of goods from
suppliers to customers was arranged and the inspection of goods before
shipment was made, whether the goods from suppliers passed through Hong
Kong or not and if the goods passed through Hong Kong, whether
transhipment was instantly arranged or they were temporarily stored in the
Company’s warehouse.

Advise how customers settled their accounts (e.g. by letter of credit, bill of
exchange etc.).

Representative transactions

For the 2 largest sales transactions in terms of sales value with the largest
customer in each of the years of assessment . , ,

provide a full indexed set of documents in chronological order, including
sales and purchase agreements, purchase and sales orders, order confirmation,
correspondence by way of letters, facsimile transmission, emails, invoices,

letter of credit and shipping and insurance documents etc.

For the 6 transactions selected above,

(a) details of the nature, quantity and value of the products purchased and
sold as well as the parties involved;

(b) clear and full version of each document with a brief description of the
nature of the document and the parties concerned; and

(¢) the routing of documents (i.e. the sender and recipient of the
documents). By reference to the documents, describe thoroughly how,
where and by whom the purchase and sales activities were performed,
from negotiations with buyers and suppliers, conclusion of contracts,
issue and receipt of sales and purchase orders, confirmation and
acceptance of the orders, arrangement of finance, inspection, delivery
of goods to final settlement of accounts.

Basis of the offshore claim

State the reasons why the claimed offshore profit is not chargeable to Hong
Kong Profits Tax.
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Year of assessment

(23) confirm the date of cessation of the business.

(24) your reasons of declaring “not yet commence business” in the Profits Tax
return for the year of assessment :

(25) provide the Company’s Balance Sheet, Auditor’s Report, Detailed Profit and
Loss Account and Proposed Tax Computation with supporting schedules for
the period from

Please reply within two months from the date of this letter.

Yours faithfully,

)

Assessor, Profits Tax
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