Important Tax Submission Alert

Dear [Business Name],

This is a reminder that your tax submission is due on [due date]. Please ensure that all required
documents and payments are submitted by this date to avoid any penalties.

For your convenience, here are some important details:
e Due Date: [Due Date]
e Submission Method: [Online/Mail]

o Required Documents: [List of documents]

If you have any questions or need assistance, please do not hesitate to contact us at [contact
information].

Thank you for your attention to this important matter.
Sincerely,

[Your Name]

[Your Title]

[Your Company]



