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MAINTENANCE OF ACCOUNTS AND RECORDS UNDER GST 
REGIME 

Every registered person under GST 
must maintain all records at his 
principal place of business as 
prescribed under Section 35 of the 
Central Goods and Service Tax Act, 
2017 read with Rule 56 of the 
Central Goods and Service Tax Rule, 
2017. 



WHO MUST MAINTAIN ACCOUNTS AND RECORDS UNDER 
GST? 

It is the responsibility of the following 
persons to maintain specified records-  

 

  The owner i.e. Manufactures, Service 
Supplier and Trader.  

Operator of Warehouse or Godown or 
any other place used for storage of 
goods.  

Every Transporter 



AUDIT 

Every registered person whose 
turnover during a financial year 
exceeds the prescribed limit i.e. Rs. 
2 Crores - 

will get his accounts audited by  

a Cost Accountant (CMA) or  

a Chartered Accountant (CA). 



WHAT RECORDS MUST BE MAINTAINED UNDER GST? 

Every registered person must maintain records of: 

 

• Inward and outward supply of goods or services or 
both 

• Production or manufacture of goods 

• Stock of goods 

• Input tax credit availed 

• Output tax payable and paid and 

• Other particulars as may be prescribed 

 

prescribed As per Proviso to Sec. 35 (1) of the CGST 
Act, “The registered person may keep and maintain 
such accounts and other particulars in electronic form 
in such manner as may be prescribed”. 



RECORDS – IMPORT & EXPORT 

In addition to above, every registered 
person shall keep and maintain a true 
and correct account of the goods or 
services imported or exported or of 
supplies attracting payment of tax on 
reverse charge along with the 
relevant documents, including 
invoices, bills of supply, delivery 
challans, credit notes, debit notes, 
receipt vouchers, payment vouchers 
and refund vouchers as per Rule 56 
of the CGST Rule, 2017. 



LIST OF RECORDS TO BE MAINTAINED UNDER GST 

 
Account/ Records 

 
Information Required 

 
By Whom? 

  
Register of Goods 
Produced 

  
Account should contain detail of goods manufactured in a factory or production house 
HSN wise on daily basis and at any given point of time. 

Every assessee 
carrying out 

manufacturing 
activity 

  

  
Purchase Register 

All the purchases made within a tax period for manufacturing of goods or provision of 
services having details of Name of Supplier, GSTIN, Invoice No./Date, Name of State, 
Category of purchases (Inputs, Input Service & Capital Goods), Tax Rate and Tax Amount 
with bifurcation of CGST, SGST and IGST. 

  

  
All Assessee 

  

Sales Register 

Account of all the sales made within a tax period must be maintained having details of 
Name of Customer, GSTIN, Invoice No./Date, Place of Supplier, Name of State, 
Category of Sales (Domestic and Export), Tax Rate and Tax Amount with bifurcation of 
CGST, SGST and IGST. 

  

All Assessee 



 
Account/ Records 

 
Information Required 

 
By Whom? 

 Stock Register This register should contain a correct stock of inventory available on daily 

basis or at any given point of time and such register shall contain particulars of 

the opening balance, receipt, supply, goods lost, stolen, destroyed, written off 

or disposed of by way of gift or free sample and the balance of stock including 

raw materials, finished goods, scrap and wastage thereof 

 All Assessee 

 

Input Tax Credit 

Availed 

This register should maintain the details of Input Tax Credit availed for a given 

tax period having bifurcation of Tax Rate and Tax amount along with category 

of inward (Inputs, Input Service and Capital Goods) 

  

All Assessee 

 
Output Tax Liability 

 
This register should maintain the details of GST liability outstanding to be  
 
adjusted against input tax credit or cash. 

All Assessee 

Output Tax Paid 
 
 
This register should maintain the details of GST paid for a particular tax period 

All Assessee 

 
Advance Paid/ 
 
Received Register 

 
This register should maintain details of advances received, paid, adjustments  
 
made and tax paid/adjusted thereto. 

All Assessee 

  

Other Records 

Specified 

  

Government can further specify by way of a notification, additional records and 

accounts to be maintained 

Specific 

Businesses as 

notified by the 
government 



CONSEQUENCES OF NOT MAINTAINING PROPER RECORDS 

If the taxpayer fails to maintain proper 
records in respect of goods/services, 
then the proper officer shall 
determine the amount of tax 
payable on the goods or services or 
both that are not accounted for, as if 
such goods or services or both had 
been supplied by such person and 
the provisions of Section 73 or 
Section 74, as the case may be, 
shall, mutatis mutandis, apply for 
determination of such tax. 



• What is a GST Invoice? 

An invoice or a GST bill is a list of goods sent or services provided, along with the amount due for 
payment.  

• Who should issue GST Invoice? 

If you are a GST registered business, you need to provide GST-complaint invoices to your clients for 
sale of good and/or services. Your GST registered vendors will provide GST-compliant purchase 
invoices to you 

As a GST registered dealer, you are required to provide GST Invoices, also known as GST bill to your 
clients. 



 
MANNER OF ISSUING THE INVOICE  

Supply of Goods   
 

Supply of Services   
 

Triplicate   Duplicate   

 
• Original copy for recipient 
• Duplicate copy for transporter 
• Triplicate copy for supplier 

 
• Original copy for recipient  
• Duplicate copy for supplier 
 

 
The serial number of invoices issued during a month / quarter shall 

be furnished electronically in FORM GSTR-1.   
 



WHAT ARE THE MANDATORY FIELDS A GST INVOICE SHOULD HAVE? 

A tax invoice is generally issued to charge the tax and pass on the input tax credit. A GST Invoice must have the 
following mandatory fields- 

1. Invoice number and date of Invoice 

2. Customer name 

3. Shipping and billing address 

4. Customer and taxpayer’s GSTIN (if registered)** 

5. Place of supply 

6. HSN code/ SAC code 

7. Item details i.e. description, including quantity (number), unit (meter, kg etc.), total value 

8. Taxable value and discounts 

9. Rate and amount of taxes i.e. CGST/ SGST/ IGST 

10. Whether GST is payable on reverse charge basis 

11. Signature of the supplier 



IF THE RECIPIENT IS NOT 
REGISTERED AND THE VALUE 
IS MORE THAN RS. 50,000 
THEN THE INVOICE SHOULD 
CARRY: 

• Name and Address of the recipient, 

• Address of delivery (Bill To Ship To) 

• State name and State code 







BY WHEN SHOULD YOU ISSUE INVOICES  ? 



INVOICE IN CASE OF 
CONTINUOUS SUPPLY OF 
GOODS  

In case of continuous supply of goods, where 
successive statements of accounts or successive 
payments are involved- 

 the invoice shall be issued before or at the time  

- each such statement is issued  

- or,  

- each such payment is received. 

In case of continuous supply of services, where,  

(a) the due date of payment is ascertainable from 
the contract; the invoice shall be issued on or 
before the due date of payment;  

(b) the due date of payment is not ascertainable 
from the contract; the invoice shall be issued 
before or at the time when the supplier of service 
receives the payment;  

(c) the payment is linked to the completion of an 
event; the invoice shall be issued on or before the 
date of completion of that event. 

INVOICE IN CASE OF 
CONTINUOUS SUPPLY OF 
SERVICES  
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