
Request for Accurate Payroll Documentation 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request accurate payroll 

documentation for my records. I believe this documentation is vital for ensuring that all payroll 

transactions and deductions are tracked properly. 

Specifically, I would like to request the following: 

• Pay stubs for [specific months/years] 

• End-of-year tax forms (W-2, 1099, etc.) 

• Any supporting documentation related to my payroll deductions 

Keeping accurate records is essential for both compliance and personal financial planning, and 

your assistance in this matter would be greatly appreciated. If you could provide these 

documents by [specific date], I would be grateful. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


