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Goods and Services Tax
Maintaining Alternative Document(s) for Reverse Charge Transaction: Checklist for Self-Review


	Section 1: Business Particulars

	Full Name of Business
	
	GST Registration Number 
	

	Type of alternative document(s)

	

	

	Section 2: Conditions to be Met 
(ALL conditions must be satisfied before you are allowed to use the alternative document(s) to

support your reverse charge transactions)

	(a) The supplier did not issue an invoice addressed to you for the imported services and/or LVG.  
(b) The alternative document(s) contain the supplier’s full name; or
In the event where the supplier’s full name is not indicated, you have a unique identifying ID for each supplier where you can identify the supplier based on the ID in your system or accounts. 
(c) The alternative document(s) contain the supplier’s address; or 
In the event where the supplier’s address is not indicated, the alternative document is still acceptable if you fall into one of the following situations:
· The LVG is supplied and/or the service is provided by a related party and you would have records of the addresses of your related parties; or
· The LVG is supplied and/or the service is provided by a third-party supplier and the supplier’s address is stored in your systems such that you can readily retrieve and provide the information to the Comptroller upon request.
(d) The alternative document(s) contains a description of the LVG and/or services supplied.
(e) The alternative document(s) contains the value of the supply (i.e. consideration to be paid). 
(f) The alternative document(s) is written in English. 
In the event that the alternative document(s) is in a foreign language, you are able to provide the English translation upon our request. 
You will be using the alternative document(s) to support your reverse charge transactions with effect from
____________.


	Section 3: Declaration by authorised personnel of business

I, __________________________________________________          NRIC/Passport/FIN No. _____________________________
                        (Full name of signatory in block letters)
declare that all the information provided in this form are true and complete. I am aware that penalties may be imposed for the submission of an incorrect form and/or provision of false information to the Comptroller of GST.
Signature      : _________________________                   Date : _________________________
Designation  : _________________________



Important Notes:


This checklist may take 10 minutes to complete.


This checklist serves as a guide for you to assess the types of alternative document(s) you can maintain for reverse charge transactions reported in the GST returns and the corresponding input tax claims made in respect of the reverse charge transactions. These alternative document(s) must be made available to IRAS upon request.


This checklist applies to both supplies of low-value goods (LVG) and imported services where the supplier did not issue an invoice to you. 


(4)	DO NOT submit the completed checklist unless requested by IRAS. 
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� You can maintain more than one type of alternative documents for a particular reverse charge transaction. You do not need to complete this checklist if you have already obtained prior approval from the Comptroller in writing to maintain the alternative documents.


� The alternative documents can be used on a retrospective or prospective basis, provided that all the conditions stated in Section 2 are satisfied. However, it is highly recommended that you complete this checklist before you start using the alternative documents to ensure that the alternative documents are acceptable by IRAS. 


� Please note that only the director or staff who is authorized for the business’ GST matters in myTax Portal can make this declaration. 
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