
Tax Filing Update 

Dear [Client's Name], 

We hope this message finds you well. As we progress with your tax filing for the year [Tax 

Year], we have identified the need for additional documentation to ensure the accuracy and 

completeness of your return. 

Please provide the following documents at your earliest convenience: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

Your cooperation in this matter is greatly appreciated and will help in facilitating a smooth filing 

process. If you have any questions or need further clarification, please do not hesitate to reach 

out to us. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


