
LEARNING OUTCOMES 

     CHAPTER 11 
 

 

 
 
ACCOUNTS AND 
RECORDS 

 

The section numbers referred to in the Chapter pertain to CGST Act, 2017, unless 
otherwise specified. Examples/Illustrations/Questions and Answers given in the 
Chapter are based on the position of GST law existing as on 30.04.2026. 

 

  

 
After reading this chapter, you shall be equipped to: 

 enumerate the accounts and other records required to be 
maintained under GST by registered person. 

 list the additional records required to be maintained by 
agent, manufacturer, service provider. 

 describe the accounts and records to be maintained by 
person executing works contract, clearing and forwarding 
agent. 

 Enumerate the accounts and records to be maintained by 
owner/operator of a warehouse/godown and transporter. 

 describe the period for which the books of accounts or other 
records are required to be maintained. 

  

© The Institute of Chartered Accountants of India



  
 
GOODS AND SERVICES TAX   11.2 

 

 

 

1. INTRODUCTION 
Assessment in GST is mainly focused on self-assessment by the taxpayers 
themselves. Every taxpayer is required to self-assess the taxes payable and furnish 
a return for each tax period i.e. the period for which return is required to be filed.  

The compliance verification is done by the 
Department through scrutiny of returns and/or 
investigation. Thus, the compliance verification is to 
be done through documentary checks rather than 
physical controls.  This requires certain obligations 
to be cast on the taxpayer for keeping and 
maintaining accounts and records. Such accounts 
and records may be used by the department for compliance verification.  

Every registered person shall keep and maintain 
all records at his principal place of business. 
Responsibility has been casted on the owner or 
operator of warehouse or godown or any other 
place used for storage of goods and on every 
transporter to maintain specified records even if 
they are not registered under GST.  They need 
not enroll for this purpose.  
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Persons required to maintain books of accounts.

Records to be maintained by manufacturer, agent, service provider, 
transporter etc

Manner of maintaining accounts & records

Failure to maintain the accounts

Period of retention of accounts

CHAPTER OVERVIEW 
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Further, Commissioner is empowered to notify a class of taxable persons to 
maintain additional accounts or documents for specified purpose or to maintain 
accounts in other prescribed manner.  Similarly, the Commissioner can permit a 
class of taxable persons to maintain accounts in such manner as may be prescribed 
if that class of taxable person is not in a position to keep and maintain accounts in 
accordance with the provisions of GST Laws.  It is not mandatory to maintain the 
accounts in electronic form. Accounts and records may be maintained either 
electronically or manually. Further, there is no prescribed format for maintaining 
the accounts.   

Chapter VIII – Accounts and Records 
[Sections 35 and 36] of the CGST Act and 
Chapter VII – Accounts and Records 
[Rules 56 to 58] of the CGST Rules, 2017, 
enumerates the accounts and records 
required to be maintained by a taxpayer 
and the period for which such accounts 
and records are required to be preserved. 
State GST laws also prescribe identical provisions in relation to accounts and 
records. 

Before proceeding to understand the accounts and records provisions, let us first 
go through few relevant definitions. 

2. RELEVANT DEFINITIONS 
 Agent: means a person, including a factor, broker, commission agent, arhatia, 

del credere agent, an auctioneer or any other mercantile agent, by whatever 
name called, who carried on the business of supply or receipt of goods or 
services or both on behalf of another [Section 2(5)]. 

 Commissioner: means the Commissioner of central tax and includes the 
Principal Commissioner of central tax appointed under section 3 and the 

Provisions relating to Accounts and Records under CGST Act have also been 
made applicable to IGST Act vide section 20 of the IGST Act. 
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Commissioner of integrated tax appointed under the Integrated Goods 
and Services Tax Act. [Section 2(24)] 

 Common portal: means the common goods and services tax electronic 
portal referred to in section 146 [Section 2(26)]. 

 Invoice or Tax invoice: means the tax invoice referred to in section 31. 
[Section 2(66)] 

 Manufacture: means processing of raw material or inputs in any manner 
that results in emergence of a new product having a distinct name, 
character and use and the term "manufacturer" shall be construed 
accordingly. [Section 2(72)] 

 Taxable supply: means a supply of goods or services or both which is 
leviable to tax under this Act [Section 2(108)]. 

 Place of business: includes [Section 2(85)]: 

 
 Taxable person: means a person who is registered or liable to be 

registered under section 22 or section 24 [Section 2(107)]. 

 Principal place of business: means the place of business specified as the 
principal place of business in the certificate of registration  
[Section 2(89)]. 

 Proper officer: in relation to any function to be performed under this Act, 
means the Commissioner or the officer of the central tax who is assigned 
that function by the Commissioner in the Board [Section 2(91)]. 

 Registered person: means a person who is registered under section 25, 
but does not include a person having a Unique Identity Number [Section 
2(94)]. 

a place from where the business is ordinarily carried on, and includes a
warehouse, a godown or any other place where a taxable person stores
his goods, supplies or receives goods or services or both; or

a place where a taxable person maintains his books of account; or

a place where a taxable person is engaged in business through an
agent, by whatever name called.
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 Tax period: means the period for which the return is required to be 
furnished [Section 2(106)]. 

 Document: includes written or printed record of any sort and electronic 
record as defined in clause (t) of section 2 of the Information Technology 
Act, 2000 [Section 2(41)]. 

 Voucher: means an instrument where there is an obligation to accept it 
as consideration or part consideration for a supply of goods or services 
or both and where the goods or services or both to be supplied or the 
identities of their potential suppliers are either indicated on the 
instrument itself or in related documentation, including the terms and 
conditions of use of such instrument [Section 2(118)]. 

 Conveyance: includes a vessel, an aircraft and a vehicle [Section 2(34)]. 

 Works Contract: means a contract for building, construction, fabrication, 
completion, erection, installation, fitting out, improvement, modification, 
repair, maintenance, renovation, alteration or commissioning of any 
immovable property wherein transfer of property in goods (whether as 
goods or in some other form) is involved in the execution of such contract 
[Section 2(119)]. 

3. ACCOUNTS AND OTHER RECORDS [SECTION 35] 

 

Section 35 Accounts and Other Records 

Sub-section  Particulars 

(1) Every registered person shall keep and maintain, at his principal 
place of business, as mentioned in the certificate of registration, 
a true and correct account of 
(a) production or manufacture of goods; 
(b) inward and outward supply of goods or services or both; 
(c) stock of goods; 
(d) input tax credit availed; 

STATUTORY PROVISIONS 
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(e) output tax payable and paid; and 
(f) such other particulars as may be prescribed 
Provided that where more than one place of business is specified 
in the certificate of registration, the accounts relating to each 
place of business shall be kept at such places of business: 
Provided further that the registered person may keep and 
maintain such accounts and other particulars in electronic form 
in such manner as may be prescribed. 

(2) Every owner or operator of warehouse or godown or any other 
place used for storage of goods and every transporter, 
irrespective of whether he is a registered person or not, shall 
maintain records of the consigner, consignee and other relevant 
details of the goods in such manner as may be prescribed. 

(3) The Commissioner may notify a class of taxable persons to 
maintain additional accounts or documents for such purpose as 
may be specified therein. 

(4) Where the Commissioner considers that any class of taxable 
persons is not in a position to keep and maintain accounts in 
accordance with the provisions of this section, he may, for 
reasons to be recorded in writing, permit such class of taxable 
persons to maintain accounts in such manner as may be 
prescribed. 

(6) Subject to the provisions of clause (h) of sub-section (5) of section 
17, where the registered person fails to account for the goods or 
services or both in accordance with the provisions of sub-section 
(1), 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 or section 74A, as 
the case may be, shall, mutatis mutandis, apply for determination 
of such tax. 
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ANALYSIS 

The provisions relating to accounts and records required to be maintained under 
GST are contained in sections 35 and 36 read along with Chapter VII - Accounts 
and Records of CGST Rules, 2017.  Relevant provisions of CGST Rules, 2017 have 
been incorporated at relevant places. 

(I) Who is required to maintain books of accounts and at which place? 1 

Every registered person shall keep and maintain, 
books of accounts at his principal place of business 
(hereinafter referred to as PPoB) and books of 
account relating to additional place of business 
(hereinafter referred to as APoB) [as mentioned in the 
certificate of registration]. 

Where more than one place of business is specified in the certificate of 
registration, the accounts relating to each place of business shall be kept at 
such places of business. 

Unless proved otherwise, if any documents, registers, or any books of account 
belonging to a registered person are found at any premises other than those 
mentioned in the certificate of registration, they shall be presumed to be 
maintained by the said registered person. 

 (1) 'Kunal Enterprises', Chennai, has its Principal Place of Business 
(PPoB) in Chennai and an Additional Place of Business (APoB) — a 
branch office — in Coimbatore, both duly mentioned in the 

certificate of registration. Kunal Enterprises must keep separate books of 
account relating to the Coimbatore branch at the Coimbatore premises itself, 
and cannot maintain them centrally at the Chennai office, since each place of 
business specified in the registration certificate requires its own accounts to be 
kept there. 

 

 
1  Section 35(1) read with rule 56(7) and 56(10) 
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(II) Which accounts and records are required to be maintained?  

A true and correct account of following is to be maintained: 

(a) production or manufacture of goods;  

(b) inward and outward supply of goods or services or both; 

(c) stock of goods; 

(d) input tax credit availed; 

(e) output tax payable and paid 

(f) such other particulars as may be prescribed2  

 The Commissioner may notify a class of taxable persons to maintain 
additional accounts or documents for such purpose as may be specified 
therein.3  

 
2 Section 35(1) 
3 Section 35(3) 
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 Where the Commissioner considers that any class of taxable persons is not in 
a position to keep and maintain accounts in accordance with the provisions 
of this section, he may, for reasons to be recorded in writing, permit such 
class of taxable persons to maintain accounts in such manner as may be 
prescribed.4  

 
The additional records to be maintained by specified persons are as 
under:- 

(i) Registered person 

In addition to the particulars mentioned in section 
35(1), the rules also provide that the registered 
person5 is required to maintain a true and correct 
account of: 

 the goods/services imported/exported,  

 supplies attracting payment of tax on reverse charge along with 
relevant documents, including invoices, bills of supply, delivery 

 
4 Section 35(4) 
5 Rule 56(1), (3), (5) and (6) 
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challans, credit notes, debit notes, receipt vouchers, payment 
vouchers and refund vouchers6. 

 separate account of advances received, paid and adjustments 
made thereto.  

 particulars of: 

 names and complete addresses 
of suppliers from whom he has 
received the goods or services 
chargeable to tax under the Act; 

 names and complete addresses of the persons to whom he 
has supplied goods or services, where required under the 
provisions of this Chapter. 

 particulars of the complete address of the premises where goods 
are stored by him, including goods stored during transit along 
with the particulars of the stock stored therein.  

However, if any taxable goods are found to be stored at any 
place(s) other than those so declared without the cover of any 
valid documents, the proper officer shall determine the amount 
of tax payable on such goods as if such goods have been supplied 
by the registered person. 

A supplier is required to maintain following records relating to 
stock of goods and tax details. However, a supplier who has opted 
for composition scheme is not required to maintain such records7. 

(a) Stock of goods: Accounts of stock in 
respect of goods received and supplied by 
him, and such accounts 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. 

 
6 The detailed provisions relating to all such documents have already been discussed in Chapter 10:  Tax 
invoice, Credit and Debit Notes of this Module. 
7 Rule 56(2) and (4) 
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(b) Details of tax: Account, containing the details of tax payable 
(including tax payable under reverse charge), tax collected and 
paid, input tax, input tax credit claimed, together with a 
register of tax invoice, credit notes, debit notes, delivery 
challan issued or received during any tax period. 

(2) 'Nova Imports Pvt. Ltd.' registered person, Mumbai, imports 
electronic components from China and exports finished 
gadgets to the UAE. In addition to regular books under section 

35(1), Nova Imports must maintain a true and correct account of all goods 
imported and exported, since such records are separately mandated over 
and above the general accounting requirements. 

(3) 'Meera Textiles', Surat, purchases raw cotton from 'Anand Ginning 
Mills', Ahmedabad, and supplies finished garments to 'Fashion Hub', Delhi. 
Meera Textiles must maintain particulars of the complete names and 
addresses of both Anand Ginning Mills (supplier) and Fashion Hub 
(recipient), in addition to other records. 

(ii) Agent8  

Every agent shall maintain accounts depicting the- 

(a) particulars of authorisation received by him from 
each principal to receive/supply goods/services 
on behalf of such principal separately; 

(b) particulars including description, value and quantity (wherever 
applicable) of goods/services received on behalf of every 
principal; 

(c) particulars including description, value and quantity (wherever 
applicable) of goods/services supplied on behalf of every 
principal; 

(d) details of accounts furnished to every principal; and 

(e) tax paid on receipts/ supply of goods/services effected on behalf 
of every principal. 

 
8 Rule 56(11) 
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(iii) Manufacturer9 

Apart from other records, every registered person 
manufacturing goods has to maintain monthly 
production accounts showing quantitative details 
of raw materials/services used in the manufacture 
and quantitative details of the goods so manufactured including the 
waste and by products thereof.  

(iv) Service Provider10 

Every registered person supplying services has to additionally maintain 
the accounts showing quantitative details of goods used in the 
provision of services, details of input services utilised and the services 
supplied. 

 
9 Rule 56(12) 
10 Rule 56(13) 
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(v) Person executing works contract11 

Every registered person executing works contract shall keep separate 
accounts for works contract showing - 

 the names and addresses of the 
persons on whose behalf the 
works contract is executed; 

 description, value and quantity 
(wherever applicable) of goods/services received for the 
execution of works contract; 

 description, value and quantity (wherever applicable) of 
goods/services utilized in the execution of works contract; 

 the details of payment received in respect of each works contract; 
and 

 the names and addresses of suppliers from whom he received 
goods or services.  

 

 
11 Rule 56(14) 
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(vi) Custodian/clearing and forwarding agent12  

Any person having custody over the goods in the capacity of a carrier 
or a clearing and forwarding agent for delivery or dispatch thereof to a 
recipient on behalf of any registered person shall maintain true and 
correct records in respect of such goods handled by him on behalf of 
such registered person and shall produce the details thereof as and 
when required by the proper officer. 

(4) 'Speedway Logistics', a transporter, carries consignments of 
textiles on behalf of 'Vikram Textiles Ltd.', a registered person, 
for delivery to buyers across States. Speedway Logistics must 

maintain true and correct records of all such goods handled on behalf of 
Vikram Textiles, even though Speedway itself is not the owner of the 
goods. 

(5) 'Ashoka Clearing & Forwarding Agency', Kandla Port, handles customs 
clearance and forwarding of imported machinery parts on behalf of 
'Precision Engineering Pvt. Ltd.'. Ashoka Agency is required to keep 
accurate records of such goods, since it holds custody of them for delivery 
to the registered person's premises. 

(vii) Owner/operator of a warehouse/godown and transporter13 

Every owner or operator of warehouse or godown or any other place 
used for storage of goods and every transporter, irrespective of whether 
he is a registered person or not, shall maintain records of the consigner, 
consignee and other relevant details of the goods in such manner as 
may be prescribed.   

Enrolment, if not already registered in GST14:  

If such persons are not already registered, they shall obtain a unique 
enrollment number by applying electronically15 at the GST Common 
Portal.   

 
12 Rule 56(17) 
13 Section 35(2) read with rule 58 
14 Rule 58(1), 58(2) & 58(3) 
15 in Form GST ENR-01 
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The person enrolled as aforesaid in any other State or Union territory 
shall be deemed to be enrolled in the State or Union territory.   

Such person may also amend the details furnished in the prescribed 
form. 

Such person, once obtained unique enrollment number, shall not be 
eligible to use any of the GSTIN. 

 

Transporter16 :  

Any person engaged in the business of transporting goods shall 
maintain records of goods transported, delivered and goods stored in 
transit by him along with GSTIN of the registered consignor and 
consignee for each of his branches.  

Owner/operator of a warehouse/ godown17:- 

Every owner or operator of a warehouse or godown shall maintain 
books of accounts with respect to the period for which particular goods 

 
16 Rule 58(4)(a) 
17 Rule 58(4)(b) & rule 58(5) 
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remain in the warehouse, including the particulars relating to dispatch, 
movement, receipt, and disposal of such goods. 

The owner or the operator of the godown shall store the goods in such 
manner that they can be identified item-wise and owner-wise and shall 
facilitate any physical verification or inspection by the proper officer on 
demand. 

(6) 'Bharat Roadways', a transport company with branches in 
Chandigarh, Ludhiana, and Amritsar, transports goods on behalf 
of various registered consignors and consignees. Bharat 

Roadways must maintain, for each branch separately, records of goods 
transported, delivered, and stored in transit, along with the GSTIN of the 
registered consignor and consignee for every consignment. 

(7) 'Om Cold Storage', Nashik, stores agricultural produce belonging to 
multiple registered persons — 'Krishna Traders' and 'Vasant Agro' — in the 
same warehouse. Om Cold Storage must store and maintain the goods in 
such a manner that they can be identified item-wise and owner-wise, so 
that goods of each owner are distinguishable rather than commingled. 

(III) How the accounts and records will be maintained18?  

 Records may be maintained manually 

 Each volume of books of account maintained manually by the 
registered person shall be serially numbered. 

 Records may be maintained in electronic form 

 Books of account include any electronic form of 
data stored on any electronic device. 

 The registered person may keep and 
maintain such accounts and other particulars 
in electronic form stored on any electronic 
device and record so maintained shall be authenticated by means 
of a digital signature. 

 Proper electronic back-up of records shall be maintained and 
 

18  Second proviso to section 35(1) read with rule 56(7), (8), (9), (15), (16) and (18) and  
rule 57 

© The Institute of Chartered Accountants of India



 
 

ACCOUNTS AND RECORDS   11.17 

preserved in such manner that, in the event of destruction of such 
records due to accidents or natural causes, the information can 
be restored within a reasonable period of time. 

 The registered person maintaining electronic records shall 
produce, on demand, the relevant records or documents, duly 
authenticated by him, in hard copy or in any electronically 
readable format. 

 Where the accounts and records are stored electronically by any 
registered person, he shall, on demand, provide the 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. 

 No entry to be erased/overwritten 

 Any entry in registers, accounts and documents shall not be 
erased, effaced or overwritten. 

 All incorrect entries, otherwise than those 
of clerical nature, shall be scored out under 
attestation and there after correct entry 
shall be recorded. 

 Where the registers and other documents are maintained 
electronically, a log of every entry edited or deleted shall be 
maintained. 

(8) ''Infotech Solutions Pvt. Ltd.', Bengaluru, maintains all its 
books of account — sales register, purchase register, and stock 
records — on a cloud-based accounting software instead of 

physical registers. This is permissible, since books of account maintained 
in electronic form on any electronic device are recognised as valid, 
provided the records are authenticated by means of a digital signature. 

(9) 'Suresh Hardware Store' notices that a purchase entry of ₹ 50,000 was 
wrongly recorded as ₹ 5,000 in its manual purchase register. Instead of 
erasing the wrong figure, Suresh Hardware Store is required to score out 
the incorrect entry under attestation (with signature and date) and records 
the correct entry of ₹ 50,000 separately. 
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 Accounts maintained by the registered person together with all the 

invoices, bills of supply, credit and debit notes, and delivery challans 
relating to stocks, deliveries, inward supply and outward supply shall be 
preserved for the period as provided in section 36 [discussed 
subsequently in this Chapter] and shall, where such accounts and 
documents are maintained manually, be kept at every related place of 
business mentioned in the certificate of registration and shall be 
accessible at every related place of business where such accounts and 
documents are maintained digitally. 
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 Every registered person shall, on demand, produce the books of 
accounts which he is required to maintain under any law for the time 
being in force. 

(IV) What are the consequences of failure to maintain the accounts19 ? 

Where the registered person fails to account for the goods and/or services in 
accordance with the provisions of section 35(1), 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/section 74/section 74A20, as 
the case may be, shall, mutatis mutandis, apply for determination of such tax. 

4. PERIOD OF RETENTION OF ACCOUNTS 
[SECTION 36] 

Every registered person required to keep and maintain books of account or other 
records in accordance with the provisions of section 35(1) shall retain them until 
the expiry of 72 months from the due date of furnishing of annual return for the 
year pertaining to such accounts and records. 

However, a registered person, who is a party to an appeal or revision21 or any other 
proceedings before any Appellate Authority or Revisional Authority or Appellate 
Tribunal or Court, whether filed by him or by the Commissioner, or is under 
investigation for an offence under Chapter XIX, shall retain the books of account 
and other records pertaining to the subject matter of such appeal or revision or 
proceedings or investigation for a period of one year after final disposal of such 
appeal or revision or proceedings or investigation, or for the period specified 
above, whichever is later. 

 

 

 
19 Section 35(6) 
20 The provisions of section 74A contain provisions relating to determination of tax not paid/short 
paid or erroneously refunded or ITC wrongly availed/utilized for any reason pertaining to 
Financial Year 2024-25 onward.  Detailed provisions of section 74A will be discussed at the Final 
level. The provisions of sections 73 and 74 are applicable for tax determination relating to the 
past period up to the Financial Year 2023–24. 
21 The provisions pertaining to appeals and revision will be discussed in detail at the Final level. 
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(10) Vishwakarma Industries furnishes its annual return for FY 
2024-25 on 31st December 2025 (the due date for furnishing 
annual return). It must retain its books of account and other 

records pertaining to FY 2024-25 until the expiry of 72 months from 31st 
December 2025, i.e., up to 31st December 2031, if no dispute or 
proceeding is pending. 

(11) Nakshatra Exports Pvt. Ltd. is issued a demand order by the 
department for FY 2023-24, and the normal 72-month retention period 
for that year's records would expire on 31st December 2030. However, 
Nakshatra Exports files an appeal against this order before the Appellate 
Authority, which is finally disposed of only in March 2032. Since the appeal 
is decided after the normal retention period, Nakshatra Exports must 
retain the relevant records until March 2033 (one year after final disposal), 
as this is later than the normal 72-months retention period. 
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LET US RECAPITULATE 

 

 

 

 

 

 

 

 

 
PPoB 

 
APoB 

 
APoB 

is required to maintain his books of accounts at 

 
 

Every registered person 

Who is required to maintain his books of accounts and at which place? 

Accounts and records required to be maintained 

A true and correct account of following is to be maintained:

Production or 
manufacture of 

goods 

Inward and 
outward 
supply of 
goods or 

services or 
both

Stock of 
goods

ITC 
availed

Output tax 
payable and 

paid
Records prescribed 

by rules

Goods/ services 
imported/ 
exported

Reverse charge 
supplies along 
with relevant 
documents

Separate 
account of 
advances

Names and 
addresses of

Address of the 
premises 

where goods 
are stored

A true and correct  
account of: 

 

Suppliers of 
goods/services 

chargeable to tax 

Recipient of 
goods/services 
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Records which are to be maintained only by a supplier other than a 
supplier opting for composition levy

Account of stock of goods received and 
supplied including opening balance, 
receipt, supply, goods lost/stolen, 
destroyed, written off, gifted, free 

samples, stock balance.

Account of details of tax payable,collected 
and paid, ITC claimed, together with 

register of tax invoice, credit-debit notes, 
delivery challan issued/received during any 

tax period

Records to be maintained by agent 

Records to be additionally maintained by a manufacturer and service provider 

Manufacturer

Monthly 
production 

accounts showing 
quantitative 

details of

raw materials/services 
used in manufacture and

goods so manufactured 
including waste and by-

products

Service provider Accounts showing

quantitative details of 
goods used in the 

provision of services

details of input services 
utilised and services 

supplied

Authorisation received 
from each principal to 

receive/supply 
goods/services on 
behalf his behalf;

Particulars of 
goods/services 

received/supplied on 
behalf of every 

principal

Details of accounts 
furnished to every 

principal

Tax paid on 
receipts/supply of 

goods/services effected 
on behalf of every 

principal
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Separate 
records to be 
maintained 
by a person 
executing 

works 
contract

Names and 
addresses of

Description, value 
and quantity of 
goods/services 

received 
for/utilised in the 

execution of works 
contract

Details of 
payment 

received in 
respect of each 
works contract

records of the consigner, consignee and other relevant details of the goods in such 
manner as may be prescribed

whether registered or not

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

Separate records for works contract to be maintained by a person executing works 
contract 

Persons on whose behalf the 
works contract is executed 

Supplier from whom 
goods/services are received 

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

goods transported, delivered

goods stored in transit by him

GSTIN of the registered consignor and
consignee

for each of his branches

Owner or
operator of
godown or
warehouse

Books of
accounts

for the period for which particular goods
remain in the warehouse

including the particulars relating to dispatch,
movement, receipt, and disposal of such goods

Records in electronic form be 
authenticated by a digital signature

Proper electronic back-up of records 
be maintained and preserved 

Such records need to be produced, on 
demand, in hard copy or in any 
electronically readable format

Details of files, their passwords and 
explanation for codes, and any other 

info required for access

Records in electronic form 
(Books of account include
any electronic form of data
stored on any electronic
device.)

How the accounts and records will be maintained? 
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No entry to be erased/overwritten

Incorrect entries, other than those of clerical nature, be scored out under 
attestation and there after correct entry be recorded.

In case electronic records beng maintained, a log of every entry edited or 
deleted shall be maintained.

Books of account maintained manually be serially numbered

Books of accounts, are required to be produced, on demand.

•PO shall determine the tax payable on the
unaccounted goods and/or services, as if
the same had been supplied by such person

•Provisions of section 73/74/74A shall,
mutatis mutandis, apply for determination
of such tax

Failure to 
maintain the 

accounts

Where an appeal/
revision/ any other
proceedings before any
Appellate/ Revisional
Authority or Appellate
Tribunal or Court, or an
investigation is going
on

1 year after final disposal of such
appeal/revision/proceedings/inv
estigation

or
72 months from the due date of
furnishing of annual return for
the year pertaining to such
accounts and records
whichever is later

Failure to maintain the accounts 

Period of retention of accounts 

72 months from the due date of furnishing of annual return for the year 
pertaining to such accounts and records 
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TEST YOUR KNOWLEDGE 

1. Who is required to maintain books of accounts and at which place in terms of 
section 35 read with relevant rules? 

2. Mr. Sky is engaged in the business of trading of mobiles. He is eligible for composition 
scheme and has opted for the same.  He seeks your advice for records which are not 
required to be maintained by him as composition taxable person. 

3. Mr. Harsh Manjula is engaged in the business of works contract services and seeks 
your guidance as to specific records required to be maintained by him under GST 
law, if any. 

4. Chill Chain Cold is operating cold storage warehouse and seeks your guidance on the 
GST accounts and records to be maintained by them in terms of section 35. 

5. Mr. X is of the view that records are to be mandatorily maintained manually 
only.  You are required to examine the view taken by Mr. X. 

 

ANSWERS 

1. Every registered person shall keep and maintain, his books of accounts at his 
principal place of business and books of account relating to additional place of 
business as mentioned in the certificate of registration. Where more than one 
place of business is specified in the certificate of registration, the accounts 
relating to each place of business shall be kept at such places of business. 

2. A supplier who has opted for composition scheme is not required to maintain 
records relating to; 

(a)  Stock of goods: Accounts of stock in respect of goods received and 
supplied by him, and such accounts 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. 

(b) Details of tax: Account, containing the details of tax payable (including 
tax payable under reverse charge), tax collected and paid, input tax, 
input tax credit claimed, together with a register of tax invoice, credit 
notes, debit notes, delivery challan issued or received during any tax 
period. 

 Thus, Mr. Sky is not required to maintain above mentioned records. 
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3. Mr. Harsh Manjula, executing works contract shall keep separate accounts for 
works contract showing - 

• the names and addresses of the persons on whose behalf the works 
contract is executed; 

• description, value and quantity (wherever applicable) of goods/services 
received for the execution of works contract; 

• description, value and quantity (wherever applicable) of goods/services 
utilized in the execution of works contract; 

• the details of payment received in respect of each works contract; and 

 the names and addresses of suppliers from whom he received goods or 
services. 

4. Chill Chain Cold shall maintain records of the consigner, consignee and other 
relevant details of the goods in the prescribed manner. 

 Chill Chain Cold shall also maintain books of accounts with respect to the period 
for which particular goods remain in the warehouse, including the particulars 
relating to dispatch, movement, receipt, and disposal of such goods. 

 Chill Chain Cold shall store the goods in such manner that they can be 
identified item-wise and owner-wise and shall facilitate any physical 
verification or inspection by the proper officer on demand. 

5. The view taken by Mr. X is not valid in law.  Books of account include any 
electronic form of data stored on any electronic device.  The registered 
person may keep and maintain such accounts and other particulars in 
electronic form stored on any electronic device and record so maintained 
shall be authenticated by means of a digital signature.  The registered person 
maintaining electronic records shall produce, on demand, the relevant 
records or documents, duly authenticated by him, in hard copy or in any 
electronically readable format.   

 Where the accounts and records are stored electronically by any registered 
person, he shall, on demand, provide the 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. 

  

© The Institute of Chartered Accountants of India



  
 
GOODS AND SERVICES TAX   11.28 

 

 

 
  

1

•State the correctness of statement -"Place of business includes a place
where a taxable person is engaged in business through an agent, by
whatever name called".

2
•Is it valid that document includes written or printed record of any sort
but does not include electronic record, under GST law?

3

•For how many months from the due date of furnishing of the relevant
annual return, a registered person is required to maintain his books of
account?

4

•Mr. Yuvi, a registered person imported raw material to be used in the
manufacture of finished goods. He opines that he is not required to
maintain account of goods imported. Is he correct?

5

•Miss Taavi, a composition dealer, is of the view that she is not
mandatorily required to maintain account of goods disposed of by
way of gift. Is her view valid in law?

R P A D I Q U Z I 
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            4  5     

                   

   6   7             
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ACROSS 

2.  All incorrect entries, otherwise than those of ________ nature, shall be scored 
out under attestation. 

3.  Every registered person is required to retain books of account until the expiry 
of 72 months from the due date of furnishing of ________ return. 

7.  Every ___________ person shall keep and maintain, books of accounts at his 
principal place of business and books of account relating to additional place 
of business. 

8.  Every transporter shall maintain records of goods transported, delivered and 
goods stored in __________ by him. 

9.  Stock of __________ is not required to be maintained by a supplier who has 
opted for composition scheme. 

D R O W C  R S S 
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10.  Every manufacturer has to maintain ____________ production accounts showing 
quantitative details of raw materials/services used in the manufacture. 

11.  Every transporter shall maintain the record of GSTIN of the registered 
consignor and consignee for ___________ of his branches. 

DOWNWARDS 

1.  The operator of a warehouse is required to obtain a unique _________ number 
if not already registered. 

4.  The owner of the godown has to store the goods so that they can be 
identified __________ wise and owner wise. 

5.  Books of account include any __________ form of data. 

6.  Any entry in registers, accounts and documents shall not be _________. 
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