Personal Tax Withholding Request

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient Name]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

| am writing to request a change in my tax withholding for the upcoming tax year. Due to [brief
explanation of reason, e.g., changes in income, personal circumstances], | would like to adjust
my withholding to better align with my anticipated tax liability.

My employee ID is [Your Employee ID] and | would appreciate it if you could process this
request at your earliest convenience. | have attached the necessary forms for your reference and
action.

Thank you for your attention to this matter. Please let me know if you require any further
information.

Sincerely,

[Your Name]



