
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, ZIP Code]  

Subject: TDS Return Obligations  

Dear [Recipient Name],  

I hope this letter finds you in good health. I am writing to outline the 

obligations related to the submission of Tax Deducted at Source (TDS) 

returns as per the prevailing regulations.  

1. **TDS Deduction**: It is mandatory to deduct TDS on specified payments 

such as salary, interest, and contractual services based on applicable 

rates.  

2. **Return Filing**: TDS returns must be filed quarterly in the 

prescribed format. Each return must be submitted within the due dates 

specified by the Income Tax Department.  

3. **Payment of TDS**: Ensure that TDS deducted is deposited with the 

government within the stipulated time frame to avoid penalties.  

4. **Form Submission**: Use the appropriate forms (e.g., Form 24Q for 

salary, Form 26Q for other payments) for return filing.  

5. **Verification**: After filing, verify the TDS return for accuracy and 

ensure it reflects in the respective Form 26AS of your deductees.  

6. **Documentation**: Maintain proper documentation and records of all 

TDS deductions and payments for future reference and audits.  

Should you have any questions or require further clarification, please 

feel free to reach out.  

Thank you for your attention to this important matter.  

Sincerely,  

[Your Name]  

[Your Designation]  

[Your Company Name] 


