
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Explanation of Tax Obligations 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to provide clarification regarding my tax 

obligations for the fiscal year [insert year]. 

As [a brief description of your status, e.g., a self-employed individual, an employee], I have 

taken all necessary steps to ensure compliance with tax regulations and acknowledge my 

responsibility to file and pay taxes accordingly. However, due to [reason for clarification, e.g., a 

misunderstanding, a significant change in financial status], I would like to explain my situation 

in detail. 

[Provide a detailed explanation of your tax situation, including any relevant facts, figures, and 

documents that support your assertions. Mention any specific forms submitted, dates of 

submission, and any communications with tax authorities.] 

I sincerely appreciate your understanding and am open to discussing this matter further. Please 

let me know if you require additional information or documentation. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


