
[Your Name]  

[Your Job Title]  

[Your Company/Organization Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Inquiry Regarding Professional Tax  

I hope this message finds you well. I am writing to inquire about 

[specific details regarding professional tax, e.g., regulations, filing 

procedures, recent changes, etc.].  

[Provide any necessary context or background related to your inquiry. 

Include details that may assist the recipient in addressing your 

questions or concerns.]  

I would appreciate any guidance or information you could provide 

regarding this matter. If possible, could we arrange a time to discuss 

this further?  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company/Organization Name] 


