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Major Requirement under GST Law -

Applicable ,
Registration Scope of Supply Exemptions under Time aSTJd Vlalue of
GST Law pply

Various due dates
l.e., for payment of
tax, return filing,
appeals etc.

Eligibility of Input Tax

Credit Rate of Tax




Legal Provisions

Central Goods & Services Tax Central Goods & Services Tax Rules,

Act, 2017 2017

Chapter VIII Chapter VII

Sections Rules

35. Accounts and other records 56.Maintenance of accounts by registered
persons

36. Period of retention of accounts
57.Generation and maintenance of
electronic record

58.Records to be maintained by owner or
operator of godown or warehouse and
transporters




Basic Definition

Chapter VIII of CGST Act, 2017 and Chapter VIl of the CGST Rules, 2017 provides for maintenance
of Accounts and Records

GST Law prescribes detailed procedure for maintenance of books of accounts and records for
goods or services or both.

“Document” as defined under CGST Act, 2017 to include written or printed record of any sort
and electronic record as defined in IT Act, 2000

In recent times, Government has enhanced its vigilance to curb the menace of excess claim of ITC
or fake invoicing. Department has stepped up investigation against such activities and in many
cases genuine taxpayers also face the heat of notices for reversal of Input Tax Credit or payment
of tax for fake invoicing.

During detailed investigation the taxpayer at time fail to furnish proper documents or records
which is required to be maintained as per GST provisions and hence they engage in protracted
litigation resulting in further agony and imposition of penalty.



Person Responsible for maintaining books of Accounts

Registered Person — Sec 35(1)

Other Persons - Sec 35(2)

Registered Person to maintain books of
Accounts

Sec 2(94) — Registered Person —
“registered person means a person who is registered u/s
25 but does not include a person having a UIN”

Who is covered:

Turnover based Registration — Sec 22
Compulsory Registration — Sec 24
Voluntary Registration — Sec 25(3)

Who is not covered:

Holders of the unique identity number such as specialized
agency of the UNO, Multilateral Financial Institution and
Organizations notified under the UN (Privileges and
Immunities) Act, 1947, Consulate or Embassy of foreign
countries

Maintaining Specific Records -

Sec 35(2) of CGST Act, 2017 and Rule 56(11),
56(17), 58(4) and 58(5) of CGST Rules, 2017
where below persons are required to maintain
specific records —

« Owner or operator of storage facility i.e.,
warehouse, godown, etc.,

« Transporter

* An agent as mentioned under section 2(5)
of CGST Act, 2017

» Clearing and forwarding agent




1. Place of maintenance of Accounts and Records

Regd. Business Premises Location of Records Retention

Single place of business

Principal Place of Business mentioned in its GST Registration
Certificate

More than one Place of
Business

Accounts for each place of business shall be kept at such places of

business

Place of Business — Sec 2(85)

Locations where the business is ordinarily carried on

Storage facilities.

Locations from where the supplies are made or received.

Locations where books of accounts are maintained

Locations where the business is carried through an agent



True and Correct Accounts -

Registered Person to maintain true and correct account of the records of -

Manufacturing of goods

Inward supplies

Input tax credit availed

Outward supplies

Output tax payable and paid

Stock of goods

Such other records as prescribed




Documentation

Registered Person to maintain below documents for recording day to day transactions -

Tax Invoices

Revised Tax Invoices

Bill of Supply

Credit Notes

Debit Notes

Receipt Vouchers

Payment Vouchers

Refund Vouchers

Delivery Challan




Documents Under GST regime -

Bill of Supply Receipt VVoucher Refund VVoucher

* Supply of
taxable Goods
 Supply of

taxable Service

Self Invoice -
RCM

« URP Purchase

« Exemption: not
exceeding
5,000

« Consolidated
invoice-
Monthly

* For Supply of

» For receipt of
exempted ADVANCE

goods / services

» Composition

supplier

Payment
\oucher -RCM

Debit Note

 For Payment to
URP Vendor

« Upward
revision of rate

* No time limit

« Downward

« Goods return /

advance * Newly
refu nded registered
without supply person (>20L)

of services/
goods

« For transaction
between date of
liable to reg. to
grant of reg.

Delivery

Credit Note Challans

« Document for
supply

* Other than
deficiency  of Supply (repair,
service JW)

revision of rate

e Time limit




2. Exhaustive list of Accounts and Records to be maintained

Category Records to be maintained

Import and export of goods or Services or both

Supplies attracting Reverse Charge Mechanism or Services or both

v Details of Production or Manufacture of Goods
v Inward and Outward Supply of goods or Services or both
v’ Stock details of goods
v"ITC Availed on Goods or Services or both

Goods and _

, v Qutput Tax Payable and Paid

Services
v
v
v

Details of Relevant Documents including Invoices, bill of supply, DC, CN, DN,
Receipt Voucher, Payment Vouchers and Refund Vouchers




2. Exhaustive list of Accounts and Records to be maintained

Category Records to be maintained

v" Monthly production accounts showing quantitative details of raw materials or

Details of _ _
services used in the manufacture
Manufacture o . ' |
of Goods v Quantitative details of goods manufactured including the waste and by-

products thereof

Details of services supplied.
Account of Opening Balance, receipts, supplies, and closing balance of stock of

Details of |Y Quantitative details of goods used in the provision of services
supply of |v"  Details of input services utilized; and
Service v

v

raw materials, finished goods, scrap and wastage

Stock Details , , _ _
v Details of goods lost, stolen, destroyed, written off or disposed of by way of gift

or free sample to be kept

Advances Details of advance received, paid and adjustments made thereto
Supplier Names and complete addresses of suppliers from whom he has received taxable
Details goods or services




2. Exhaustive list of Accounts and Records to be maintained

Category Records to be maintained

v" Names and complete addresses of the persons to whom he has supplied goods

or services (Exception — If the customer is unregistered and value of supply is
Customer more than Rs 50,000 then name and address of recipient and address of
Details delivery along with State Name and State Code is required)

v If the Value of supply to an Unregistered Recipient is less than Rs 50,000, above
details may be mentioned on tax invoice on request of such buyer.

v' Complete address of the premises where goods are stored by him, including

goods stored during transit along with the particulars of the stock stored
Details of

Storage  of
Goods

therein
Note - If any taxable goods are found at any place(s) other than those declared

above without any valid documents, Officer may determine tax payable on such
goods, as if such goods have been supplied by the registered person.




3. Manner of maintenance of Accounts and Records

Category Records to be maintained

v' Books of accounts to be kept at principal place of business and books of

account relating to additional place of business mentioned in his GST

Place for keeping registration certificate

books of Accounts . .
v" Books of account shall include any electronic form of data stored on any

electronic device

v" Any entry in registers, accounts and documents - Not to be erased, effaced or

overwritten
Manner of Entry _ _ _
. v" Any incorrect entries — (other than clerical nature) - to be scored out under
and correction _
attestation and there-after the correct entry shall be recorded
thereof (Manual)

v' Each volume of books of account maintained manually shall be serially

numbered
Entry and v Alog of every entry edited or deleted shall be maintained
correction of v The records may be maintained in electronic form and shall be authenticated
Electronic records by means of a digital signature .




3. Manner of maintenance of Accounts and Records

Category Records to be maintained

If books are found at a
place other than the |v Itshall be assumed that the Registered Person is maintaining the
place mentioned in GST records at that place

Registered Certificate

_ v" The books of accounts which he is required to maintained shall
Production on Demand

have be produced on demand




4. Special provisions for Electronic Records

Category Records to be maintained

Back up of Electronic Proper electronic back-up of records shall be maintained and
Records and restoration preserved so that in the event of destruction due to accidents or
thereof natural causes, it can be restored within a reasonable period of time

v" The duly authenticated relevant records or documents may be
produced on demand,
v' Same may be produced either, in hard copy, or in any electronically

readable format.

Production of Electronic
v" Details of such files, passwords of such files and explanation for

codes used, where necessary, for access and any other information
which is required for such access along with a sample copy in print
form of the information stored in such files is to be produced on

demand

Records




5. Period of Retention of Books of Accounts

Category Records to be maintained
Period of retention (Other wise 72 (seventy-two) months from the due date of furnishing of
than in appeal or revision or annual return for the year pertaining to such accounts and
proceedings pending) records
Period Due Date of Annual Return Retention upto
Apr 2017 to Jun 2017 NA NA
Jul 2017 to Mar 2018 Feb 07, 2020* Feb 07, 2026
Apr 2018 to Mar 2019 Dec 31, 2020 Dec 31, 2026
Apr 2019 to Mar 2020 Feb 28, 2021 Feb 28, 2027

*Extended due date as on June 30, 2020 has been considered assuming
the GSTIN for the State of Telangana.



5. Period of Retention of Books of Accounts

Category Records to be maintained

For any ongoing Accounts to be preserved for a period later of the two —
appeal or revision or v' 72 (seventy-two) months from the due date of furnishing of annual
any other proceedings return for the year pertaining to such accounts and records; or

v" A period of one year after final disposal of such appeal or revision or
proceedings or investigation

Appeal Pertains to FY 2018-19 (Due date of Annual Return is 31st Dec 2020)

Due Date of Annual Return Appeal Disposal date Retention Upto
Dec 31, 2020 Sep 30, 2024 Dec 31, 2026
Dec 31, 2020 April 15, 2025 Dec 31, 2026
Dec 31, 2020 Mar 31, 2026 Mar 31, 2027
Dec 31, 2020 Mar 15, 2027 Mar 15, 2028




Thank you

Thanks for your Patience and Time




50 Important things to consider in GST




50 Important things to consider in GST Regime

Valuation in Tax Invoice

Verify if Valuation as per CGST
Act/Rules are followed

Tax Invoices - Supply

Verify all tax Invoices issued and
Accounted for in Financial Statements
and reported in returns

Tax Invoices — Inter Branch

Verify all tax Invoices issued for Inter
Branch Transfers are Accounted for

E-Way Bill data with Tax Invoice

Verify and reconcile E-Way Bill data with
tax Invoice

Debtors/ Ageing Report

Cross Check if all advances are knocked
off or Advance Receipts are issued

Stock Transfers— Intra State

Issue of Delivery Challan and Way Bills
(if Required)

Receipt of Payments

If all payments are backed by Invoices or
receipt Voucher (Advance)




50 Important things to consider in GST Regime

Job Work Procedures

Verify that goods sent to JW is returned
in time (1/3 Year)

ITC 04 —Job Work return

Verify if for materials sent on job work,
ITC 04 for each quarter is filed

Post Sales Discounts

See if post sales discounts are adjusted
by issuing adjustment documents and
ITC is reversed by recipient

HSN Codes for Outward Supply

Verify if proper HSN code is used for
outward supplies and for any
amendments document is rectified

Tax Invoice for returns of Pre

HSN Digits GST supplies
Verify if digits of HSN is follqwed as per Verify if Tax Invoice is issued for
entity Turnover

materials procured pre-GST and

returned post GST (B2B)
Mixed and Composite Supply

Verify for mixed or composite supply, if
any, taxes are charged properly




50 Important things to consider in GST Regime

Invoice Upload by suppliers

Ensure that your inward invoice are
included by supplier in their returns

Anti Profiteering

Check if Anti profiteering provisions are
applicable, if yes, whether benefitis
passed on

Capitalisation
Verify if GST is claimed on assets which
Refund Voucher are capitalized.
Check if refund voucher is issued if

goods/service is not provided at all

Input Tax Credit
Supplier Compliance

Ensure suppliers file their GST Returns

_ Ensure that ITC is claimed as per
till date

provisions of Sec 16 & 17 of CGST Act
Also ensure periodical limits placed for
Place of Supply  claim of ITC — GSTR 2A +20%/10%/ 5%

Ensure correct type of tax is paid — Local
(C+S)/ Inter State (1)




50 Important things to consider in GST Regime

Reverse Charge Transactions

Ensure all compliance wrt RCM is
followed including self invoicing and
payment voucher

Debit/Credit Notes

Verify that no Debit/Credit notes are
issued to suppliers on account of
shortage/breakage/deficiency in service
Reconciliation of GSTR 2A/2B
Ensure ITC claimed in GSTR 3B is
reconciled with GSTR 2A/2B and follow
up with vendors for any discrepancy

Time of Supply

Verify taxes are paid as per time limit
including Reverse Charge Method

Reply of Notices/Letters from

Payment of Interest Dept
Ensure interestis paid wherever there is

: Ensure that no correspondence from
delay in payment of taxes

Department is left unattended

Refunds

Verify refunds are claimed for eligible
transactions




50 Important things to consider in GST Regime

Document Series

Disclose all invoice, delivery challans,
job works and other document series in
GSTR 1

Ledger Scrutiny

Verify all Ledgers for ineligible Credits
and reverse the same

Reconcile all returns with Books

Examine and reconcile the revenue as

Gifts/Free Samples per P&L and disclosed in GSTR 1

See if ITC reversal is required

Non Realization of Export

Insurance claims for Stock Proceeds
ITC reversal for Stock Lost/Damaged or

Follow FEMA guidelines on receipts of
Destroyed

export proceeds. Else reverse any
benefits on account of exports

Write offs — year end
Review Balance Sheet for write offs




50 Important things to consider in GST Regime

E-Commerce Purchases

Ensure that GST number is quoted on E-Com
websites to claim GST. GST may be charged
but may not appearin GSTR 2A

Procurements of Goods from URD

See if goods are not procured from Inter-
State URD

Write Back - Creditors

Ad Issue adjustment document for write backs
vances — Else reverse ITC on such amounts
Adjustment of advances for

Goods/Services

Employee Insurance - Health
ITC on Hotel Accommodation, Air Travel

Claim ITC on Hotel Accommodation

(s State) and Air T : No ITC on Employee health or personal
ame State) and Air Trave

Insurance

Rent a Cab
No ITC on Rent a Cab




50 Important things to consider in GST Regime

Works Contract

No ITC on any new construction either on own
or through contractor

Motor Vehicles

Do not claim ITC on Repairs/Insurance

or maintenance of Motor vehicles Elect Cash, Credit and Liability GL

Reconcile all electronic ledgers with books
_ of accounts (Cash, Credit and Liability)
Exempt Supplies

Reverse proportionate ITC on Exempt
outward Supplies— Sec 17(2) & Rule 42/43

50% credit of Capital Assets

See if Balance 50% ITC is not claimed in
June 2017 Excise Return. Check Table 6

@ of TRAN 1 Form — For FY 2017-18
0 Reversal of Cess — TRAN 1
Review and reverse Cess claimed in
Club Membership TRAN 1

No ITC on Club Membership

Personal Use
No ITC on goods procured for personal use




Thank you

Thanks for your Patience and Time




