Guidance on Tax Withholding Corrections

Dear [Employee's Name],

We are writing to provide you with guidance regarding the recent corrections made to your tax
withholding information. Please find the details below:

1. Overview of Changes

Your tax withholding information has been reviewed and updated to ensure accuracy based on
your current situation. The following changes have been made:

e Previous Withholding Status: [Previous Status]

o Updated Withholding Status: [New Status]
o Effective Date of Changes: [Effective Date]

2. Action Steps

Please take the following actions to ensure your tax situation is correctly managed:
1. Review your new withholding status.

2. Adjust your personal information, if necessary, through [HR Portal/Contact Information].
3. Consult with a tax advisor for personalized advice.

3. FAQs

For further clarity, please refer to the frequently asked questions or contact [HR Contact
Information] for additional support.

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

[Your Name]

[Your Position]

[Company Name]

[Company Contact Information]



