
Tax Documentation Submission Instructions 

Dear Freelancer, 

As we approach the end of the fiscal year, it is important to ensure that all tax documentation is 

submitted correctly and on time. Please follow the instructions below: 

Required Documents: 

• Completed W-9 Form 

• Invoices for all services rendered 

• Any relevant receipts for expenses 

Submission Process: 

1. Gather all required documents listed above. 

2. Convert all documents into PDF format. 

3. Email the documents to tax@freelancercompany.com with the subject line: "Tax 

Documentation Submission - [Your Name]". 

4. Ensure that all documents are submitted by the deadline: March 15, 2024. 

Important Notes: 

Please double-check your documents for accuracy before submission. Incomplete submissions 

may lead to delays in processing your payments. 

If you have any questions regarding this process, feel free to reach out to us at 

support@freelancercompany.com. 

Thank you for your cooperation. 

Sincerely, 

The Freelance Company Team 
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