
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Withholding Tax Inquiry/Correspondence  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to discuss the 

withholding tax obligations related to [specific transaction or context].  

[Provide detailed information regarding the issue, including relevant 

dates, amounts, and any previous communications.]  

As per [relevant tax laws or guidelines], I would appreciate your 

assistance in clarifying [specific questions or requests].  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization] 


