
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Subject: GST Payment Explanation  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to provide an explanation 

regarding the recent GST payment made on [date of payment].  

The payment of [amount] was made as part of our ongoing compliance with 

GST regulations for the period of [specify the period]. This payment 

covers the GST applicable to our sales transactions in accordance with 

the rules set forth by the taxation authority.  

For your reference, the following details are included:  

- GST Registration Number: [Your GST Registration Number]  

- Invoice Numbers: [List of invoice numbers covered]  

- Total Sales Amount: [Total sales amount]  

- GST Rate Applied: [GST Rate]  

Should you require any further documents or information on this matter, 

please feel free to reach out to me at your earliest convenience.  

Thank you for your understanding.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


