
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the process for modifying my 

tax withholding certificate associated with my account, number [Your Account Number]. 

Due to [briefly explain the reason, e.g., changes in my income, marital status, etc.], I believe it is 

necessary to update my withholding information to ensure the appropriate amount is withheld 

from my paycheck moving forward. 

Please let me know the steps I need to follow to complete this modification, as well as any 

required documentation I may need to submit. I appreciate your assistance in this matter. 

Thank you for your attention to this inquiry. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


