
Procedure for Submitting Employee Tax 

Withholding Requests 

Date: [Insert Date] 

Dear [Employee's Name], 

To ensure that your tax withholdings are processed in a timely manner, please follow the steps 

outlined below when submitting your tax withholding requests: 

1. Complete the necessary form: [Insert Form Name or Link]. 

2. Review all entries for accuracy before submission. 

3. Email the completed form to [Insert Email Address] or submit it in person to the HR 

department. 

4. Keep a copy of your submitted form for your records. 

Please submit your requests by [Insert Deadline], to allow adequate processing time before the 

next payroll cycle. 

If you have any questions, feel free to reach out to the HR department at [Insert HR Contact 

Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


