
Welcome to Our Tax Filing Guide 

Dear [Taxpayer's Name], 

We are pleased to welcome you as a new taxpayer. Please find below important instructions 

regarding the upcoming tax filing deadline. 

Tax Filing Deadline 

Your tax filing deadline is [Insert Deadline Date]. Please ensure that your tax return is filed by 

this date to avoid any penalties. 

How to File Your Taxes 

1. Gather all necessary documents including W-2s, 1099s, and any other income statements. 

2. Choose your filing method (e.g., online, paper forms, or tax preparer). 

3. Complete your tax return accurately and double-check all information. 

4. Submit your tax return before the deadline. 

Helpful Resources 

For additional assistance, please visit: 

• Official Tax Website 

• Frequently Asked Questions 

• Contact Us 

Thank you for your attention, and we wish you a smooth tax filing experience! 

Sincerely, 

[Your Organization's Name] 

[Contact Information] 
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