
Tax Filing Reminder 

Dear [Recipient's Name], 

This is a friendly reminder that the deadline for filing your individual tax return is approaching. 

Please ensure that you gather all necessary documents, including: 

• W-2 forms 

• 1099 forms 

• Receipts for deductible expenses 

• Any other relevant financial documents 

The final date to file your taxes for the year [Year] is [Filing Deadline]. Make sure to complete 

your filing by this date to avoid any late fees or penalties. 

If you have any questions or need assistance, feel free to reach out to our office. 

Thank you, and happy filing! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Contact Information] 


