
[Your Company Letterhead]  

[Your Company Name]  

[Your Company Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Reminder for GST Return Filing  

We hope this message finds you well. This letter serves as a gentle 

reminder regarding the upcoming GST return filing deadline for the period 

ended [insert period end date].  

As per the regulations under the Goods and Services Tax Act, the due date 

for filing your GST return is [insert due date]. It is essential to 

ensure that your return is filed on time to avoid any penalties and 

interest charges.  

Please ensure that all necessary documents and information are prepared 

before the deadline. Should you require any assistance or have any 

questions regarding the filing process, do not hesitate to reach out to 

our team at [insert contact information].  

Thank you for your attention to this matter. We appreciate your prompt 

action in filing your GST returns on time.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


