
Request for Tax ID 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[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 formally request our Tax Identification 

Number (TIN) for [reason for requesting the TIN, e.g., tax filing, legal compliance, etc.]. As we 

are in the process of [provide context, e.g., filing our annual tax returns], it is essential that we 

obtain this information at your earliest convenience. 

Our business details are as follows: 

• Business Name: [Your Business Name] 

• Type of Business: [e.g., Corporation, LLC, etc.] 

• Registered Address: [Business Address] 

Should you require any additional information or documentation to process this request, please 

do not hesitate to contact me via email or phone. 

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

Sincerely, 

[Your Signature (if sending a hard copy)] 



[Your Printed Name] 

[Your Title] 

[Your Company Name] 


