
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Goods and Services Tax Department  

[Department Address]  

[City, State, Zip Code]  

Subject: Application for GST Refund  

Dear Sir/Madam,  

I hope this letter finds you well. I am writing to formally request a 

refund of Goods and Services Tax (GST) amounting to [Refund Amount] for 

the tax period of [Tax Period].  

Details of the refund claim are as follows:  

1. **GSTIN:** [Your GSTIN]  

2. **Name of the Applicant:** [Your Name/Business Name]  

3. **Address:** [Your Business Address]  

4. **Reason for Refund:** [Briefly explain the reason for the refund, 

e.g., excess payment, zero-rated supply, input tax credit, etc.]  

5. **Transaction Details:**  

 - Invoice Number: [Invoice Number]  

 - Date of Invoice: [Invoice Date]  

 - Amount: [Amount]  

Attached herewith are the necessary documents to support my claim, 

including:  

- [List of supporting documents, e.g., invoices, payment receipts, 

previous return copies, etc.] 

I would appreciate your prompt attention to this matter and look forward 

to your response at your earliest convenience.  

Thank you for your assistance.  

Yours sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Designation (if applicable)]  

[Your Company Name (if applicable)] 


