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Office of the Commissioner of State Tax
State Goods and Services Tax Department

KERALA Tax Towers, Karamana, Thiruvananthapuram.
c _ E-mail: csectioncct.ctd@kerala.gov.in
wjmé,,! Ph: 0471-2785230

Dated: 22-07-2023

CIRCULAR No. 14/2033

Sub: {eneralion and quoling of a unique Reference Number (RFN) on all
communicalions issued by officers of the State Goods and Services Tax Department
to taxpayers and other concerned mdividuals, instead of using DIN — instructions
issued - reg.

Ref: Circolar No.8/2020 dated 04.08.2020 of the Commissioner of State GST

1. The State GST department had implemented a systemn of Document Identification

Number (DIN) for manual communication issued by the officers to taxpayers and
other concerncd individuals. The generation of DIN was intended to digitlize the
offline comomnications senl from the department to taxpayers or other concemned
individuals, ensuring transparency and accountability in tax administration. The DIN
facility is currently available in the Model 1 back-cnd system. However, the State
GST Department has transitioned from a Model [ 1o a Model 2 back office system as
of March 1st, 2022, In the Model 2 back office system, a special Reference Number
(RFN) facility is used instead of DIN. Consequently, the circular instructions referred
to above need to be modificd accordingly,

. In exercise of the powers vested under Section 168 of the Kerala State Goods and

Services Tax Act, 2017, it is hereby directed that no communication, including e-
mails, shall be issued to taxpayers and other concemed individuals by any officer or
person cmployed in the implementation of the Act withoul duly quating a computer-
generated Reference Number (RFN) prominently in the body of such communication.
This ditective applies, cxcepl under the circumstances covered in paras. 3 and 4
belew, The facility to generate RFN is provided on the officer login page of the
(S5TN Model-2 Back Officc Application.

. Although the RFN is a mandatory requirement, communications may be issued

withool an avtomatically gencrated RFN in certain exceptional circumstances, which
arc described below. Iowever, (his exception must only be ulilized after
documenting the reasons in writing in the relevant file. Additionally, such
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dbmmunic:atiﬂlt shall explicitly declare thaf it was issued without an RFN, The
exigent situations under which a communication may be issued wilhout the
gélectronically éeucratcd RFN are as follows:

When there arL technical difficulties in gmm‘:!aling the elecironic RFN, or

When cnmmu}ﬁcatinn regardin iuvcstigaliupfenquily, verification, ctc., is required
Lo be issued df short notice ml! in urgent situations, and the authorized officer is
outside the offibe in the discharge of his official duties.

. The generationlol RFM is not required for nnj.imticcs, orders, and communications that

are legally iSSl%lEd by SGST o }cials Lhmugl‘;l the GST Modcl-2 back office system
and are meant fo be delivered tg the taxpayer via the GSTN Porial, However, under
no circ:umstanJEl:s shali any manually issucd n’iessage be eligible for this exemption,

Any specificd communication thiat does not béar an electronically generatcd RFN and
is not exempt from the restrictions lisied in IFaragraph 3 above will be regarded as

|
invalid and Shafl be deemed to have never been issued.

. In the -::iw:urns1 ances described in paragraph 3 above, any communication issued

without an elecfronically generated RFN must be regularized within 15 working days

after its issuance, as explained below: |

By ebtaining rk'l HOSE faeto app lva.:’ of the im!rmfediare.superiar officer as regards the
Justification of Ji'_s.m.-‘ng the communication withou! the electronically generated RFN:

By electronically generating the RFN after post facto approval: and

printing the el ] tronically genergled pro-fornia bearing the RFN and filing it in the
corcerted file, :

T? implement tlli_is new facility of eleatmnical;lly generating the RFN, all supcrvisory
officers shall I'sure that all their authorized officers, who are responsible for
generating the RFN clectronicaily, are immediately mapped as users in the system

and are well-versed with the-pm(iess for auto-gencrating an RFN,

. The electronic goneration of RFN and its use in official communi¢ations to taxpayers

arid other cnnce_g-ned individuals 15 8 u"_anjsfum_;ativc iniliative. Jt is reiterated that any
sp:f:ciﬁcd dncu_n]fL_ﬂent 1ssued withoiit the electronically gencrated RFN shall be treated
as invalid and déemed to have never been issued, Therefore, it is incuntbent upon all
officers conce !:-d to strictly ad]icrc to these instructions. With this feature, the tax
officer can generate an RFN for any communication not generated by the system but
toibc sent 1 the taxpayer, and the taxpayer can validate the said document (both pre-
login and post-1 |' ) using this RFN.

To gencrate an RFN on the BO portal, the tax officer needs to navigate to Services >
REN Generation, The RFN Generalion page will be displayed, and the RFN can be
gejnerated by e!:!tcring the Bpprs priatc :delaiI:s in. the fields and clicking on the
‘Gencrale RFN' button. This RFNI’can then be mentioned in the communication to the

taxpayer.
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" u Similarly, the "Search RFN" featre on the same pape can be used to search
previously generated RFNs by the said officer,
1z The taxpayers have also been provided with the facility to verify the RFN generated,
bath before and after logging in, by navigating to Services > User Serviees > Verify
RFN optien.

These instructions shall take immmediate effect, and Circular No. 03/2020 dated 04/08/2026G
stands rescinded with immediate effect,

Your faithfully
T <y
e

COMMISSIONER




