
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Designation]  

[Department/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: GST Return Documentation for [Period/Quarter/Year]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to submit the GST return documentation for the period of 

[specify the period]. Please find enclosed the necessary documents as per 

the GST compliance requirements:  

1. **GST Return Form**: [Indicate the specific form, e.g., GSTR-1, GSTR-

3B, etc.]  

2. **Invoice Copies**: [Number of invoices attached] including sales and 

purchase invoices.  

3. **Reconciliation Statement**: Detailing the discrepancies, if any, 

along with explanations.  

4. **Payment Confirmation**: [Mention any payment receipt or challan 

details].  

5. **Other Supporting Documents**: [List any additional documents 

enclosed, if applicable].  

I confirm that all details provided in this submission are accurate and 

consistent with our financial records. Should you require any additional 

information or clarifications, please do not hesitate to contact me.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Designation]  

[Your Company's Name]  

[Company GST Number]  

[Company PAN Number] 


