[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Position]
[Recipient's Organization]
[Organization's Address]

[City, State, Zip Code]

Subject: Formal Request for Tax Identification Number

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally request the issuance of a Tax
Identification Number (TIN) for [your business name or personal name]. Our organization is in
the process of [explain reason for needing TIN, e.g., tax compliance, applying for business
permits, etc.].

In compliance with regulations, we require this TIN to ensure proper reporting and adherence to
tax obligations. We would appreciate your assistance in expediting this process.

Thank you for your attention to this matter. Please do not hesitate to contact me at [your phone
number] or [your email address] if you need any further information or documentation.

Sincerely,
[Your Name]
[Your Position]

[Your Organization]



