
Request for Tax Withholding Certificate Amendment 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I am writing to formally request an amendment to my tax withholding certificate, dated [original 

date of certificate]. Due to [brief explanation of reason for amendment], I believe it is necessary 

to update my withholding information.  

Please find attached the relevant documents supporting my request. I kindly ask that you process 

this amendment at your earliest convenience.  

Thank you for your attention to this matter. Please feel free to contact me if you need any further 

information or clarification.  

Sincerely, 

[Your Name] 


