
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

The GST Department  

[Department Address]  

[City, State, Zip Code]  

Subject: Request for GST Refund  

Dear Sir/Madam,  

I am writing to formally request a refund of Goods and Services Tax (GST) 

that I believe is due to my business.  

- **GSTIN:** [Your GSTIN]  

- **Service Provided:** [Description of the service]  

- **Invoice Number(s):** [List of invoice numbers]  

- **Amount Claimed for Refund:** [Specify amount]  

I have attached all relevant documents, including:  

1. Copy of invoices  

2. Payment receipts  

3. GST returns filed  

4. Any additional documents supporting the claim  

Please acknowledge the receipt of this request and process the refund at 

your earliest convenience.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Designation]  

[Company Name] 


