GST Filing Checklist for Businesses

Use this before you file every GST return

Filing GST returns is not just about uploading numbers. A quick checklist like this can
help you avoid mismatches, blocked ITC, and late fees.

1. Invoice Accuracy Check

Before anything else, check whether your invoice data is clean.

Confirm that GSTINs of customers and suppliers are correct. Even one wrong
digit can block ITC.

Verify invoice numbers and dates are not duplicated or skipped.
Ensure taxable value and tax amount match your books and billing software.

Cross-check HSN or SAC codes used for goods or services.

If invoice data is wrong, errors will carry forward into every return.

2. GSTR-1 Readiness

GSTR-1 errors usually create problems later in GSTR-3B.

Confirm all outward sales invoices are uploaded.
Check that exports, nil-rated, and zero-rated supplies are correctly classified.
Ensure IGST, CGST, and SGST are applied based on the place of supply.

Review amendments or credit notes added for earlier periods.

Once GSTR-1 is filed, corrections become harder.



3. GSTR-2B Reconciliation

This is one of the most missed steps by small businesses.

Download the latest GSTR-2B for the return period.
Match purchase invoices with your purchase register.
|dentify invoices missing in GSTR-2B and follow up with suppliers.

Claim ITC only if it appears in GSTR-2B.

IfITC is not in GSTR-2B, it should not be claimed.

4. ITC Eligibility Check

Not all GST paid can be claimed as ITC.

Review expenses falling under blocked credits such as personal use, food,
gifts, and personal vehicles.

Check whether any ITC needs reversal under the 180-day payment rule.
Ensure ITC is not claimed on invoices from non-compliant suppliers.

Keep records for all ITC claimed.

Claiming ineligible ITC often leads to notices and interest.

5. GSTR-3B Validation

GSTR-3B is a summary return, but it must match your detailed data.

Confirm sales reported match GSTR-1 totals.
Ensure ITC claimed matches reconciled GSTR-2B figures.
Check tax payable is correctly split under IGST, CGST, and SGST.

Verify interest or late fee, if any, is calculated correctly.

Mismatch between GSTR-1 and GSTR-3B is a common trigger for scrutiny.



6. NIL Return Check

No business activity does not mean no filing.

File NIL GSTR-1 and GSTR-3B if there are no transactions.
Ensure previous returns are filed before moving to the current period.

Track seasonal or dormant registrations carefully.

Skipping NIL returns can block future filings and attract late fees.

7. Deadline and Payment Check

Missing deadlines silently increases costs.

Confirm the due date for GSTR-1 and GSTR-3B for your category.
Ensure tax payment is completed before filing the return.
Keep challan copies and payment confirmations saved.

Maintain a compliance calendar with reminders.

Late filing attracts daily late fees and interest.

Quick Final Review Before Filing

Use this as your last check.

All invoices reviewed and reconciled.
ITC verified with GSTR-2B.
Blocked credits excluded.

Returns filed on time.

If something feels unclear, pause and fix it before submitting.



Why This Checklist Matters

Most GST errors are not intentional. They happen due to rushed filing, missed

reconciliation, or assumptions. A simple checklist like this can prevent penalties and
save time later.



