
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly request your assistance with retrieving 

my tax paperwork for the year [insert year]. Due to [brief explanation of reason, e.g., unforeseen 

circumstances, loss of documents], I am unable to locate the necessary documents. 

Your prompt help in accessing the [specific documents needed, e.g., W-2 forms, tax returns] 

would be greatly appreciated, as it is essential for my upcoming tax filing. 

If there are any forms or procedures I need to complete, please let me know, and I will do so 

immediately. Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


