Missing Tax Document Notification

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Address]
Dear [Recipient's Name],
We are writing to inform you that we have not yet received the necessary tax document(s)
required for the processing of your account for the fiscal year [Insert Year]. Specifically, we are
missing the following:

e [Specify Document Name 1]

e [Specify Document Name 2]

e [Specify Document Name 3]
Please submit the required documents at your earliest convenience to avoid any delays in
processing your tax return. You can send the documents to [Insert Contact Method, e.g., email or

postal address].

If you have any questions or need assistance, please do not hesitate to contact us at [Insert
Contact Phone Number] or [Insert Contact Email].

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Your Company Address]

[Your Company Phone Number]



