Urgent Request for Supplier Tax Information

Date: [Insert Date]
Dear [Supplier's Name],
I hope this message finds you well. We are writing to urgently request your tax information as
part of our compliance requirements. It is essential that we have your updated tax details to
ensure that all transactions are processed smoothly and in accordance with regulations.
Please provide the following information at your earliest convenience:

o Tax Identification Number (TIN)

e W-9 Form (if applicable)

e Any other relevant documentation

We appreciate your prompt attention to this matter, as any delays may affect our ongoing
transactions.

Thank you for your cooperation.
Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



