REPLY TO A GST SHOW CAUSE NOTICE
Model format published by Ameesh Gupta & Co., Chartered Accountants, for general information. Adapt it to your facts, fill every [square bracket], delete what does not apply, and have the final document reviewed before it is signed or filed. It is not legal or professional advice on your facts.
To,
[Designation of the proper officer], [jurisdiction]
Date: [date]
GSTIN: [__]     Period: [__]     SCN reference and DIN: [__]     Date of notice: [__]     Section: [73 / 74 / 74A]
Subject: Reply to show cause notice dated [date] for [period] (filed in Form GST DRC-06)
Sir / Madam,
We submit this reply to the above notice on behalf of [taxpayer], under authority dated [date].
1. Preliminary objections: [limitation; jurisdiction; absence of DIN; the notice does not state the grounds or the basis of the computation; relied-upon documents not supplied; any breach of natural justice].
2. Facts: [business, nature of supplies and the transactions covered by the notice].
3. Submissions on merits: [respond to each allegation separately, with the legal provision and documents].
4. Input tax credit: [show that the conditions of section 16 are met: tax invoice, receipt of goods or services, tax paid by the supplier, the invoice in GSTR-2B, own return filed, and payment to the supplier within 180 days; explain any mismatch].
5. Reconciliation: [GSTR-1, GSTR-3B, books and GSTR-2B, attached as an annexure].
6. Interest and penalty: [submit why they are not leviable; mention any amount paid voluntarily through DRC-03, with interest].
Prayer: The proposed demand, interest and penalty may kindly be dropped and the notice discharged. We request a personal hearing before any order is passed.
Documents enclosed: [list with page numbers].

[Name], authorised representative
[Membership No.]
Notes (delete before filing)
1. Which section: periods up to FY 2023-24 fall under section 73 (no fraud) or section 74 (fraud or suppression); FY 2024-25 onwards under section 74A. Check that the notice was issued within the time limit for the period.
2. Paying early under section 74A: in a non-fraud case, paying the tax and interest within 60 days of the notice ends the proceedings without penalty; in fraud cases the penalty is reduced if paid early. Pay through DRC-03 linked to the notice.
3. File the reply in Form GST DRC-06 on the GST portal, ask for a personal hearing, and keep the acknowledgement.
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