Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Recipient's Name]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],
| am writing to request the submission of my tax documents for the year [Insert Year]. As I am in
the process of preparing my tax return, | would appreciate it if you could provide me with the
necessary documents at your earliest convenience.
The specific documents | am requesting include:

o [Document 1]

e [Document 2]

e [Document 3]

Please let me know if you require any further information or forms to process my request. | look
forward to your prompt response.

Thank you for your attention to this matter.

Sincerely,



[Your Signature (if sending a hard copy)]

[Your Printed Name]



