
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Tax Department Name]  

[Department Address]  

[City, State, Zip Code]  

Subject: [Subject of the Correspondence]  

Dear [Recipient's Name or "Tax Department"], 

[Introduce the purpose of your correspondence in a clear and concise 

manner.] 

[Provide any necessary details or background information relevant to your 

inquiry or submission.] 

[State any specific requests or actions you would like the tax department 

to take.] 

[Conclude with a polite closing statement. Offer to provide any 

additional information if needed.] 

Thank you for your attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Tax Identification Number (if applicable)] 


