
[Your Name] 

[Your Address] 

[Your City, State, Zip Code] 

[Your Social Security Number] 

[Date]  

[Tax Authority Name] 

[Address] 

[City, State, Zip Code]  

Subject: Request for Extension of Time to File Individual Income Tax Return 

To Whom It May Concern, 

I am writing to formally request an extension of time to file my individual income tax return for 

the tax year ending [Year]. 

I am requesting an extension until [Extension Date requested, e.g., October 15, Year] to 

complete and submit the necessary documentation. This additional time is required due to 

[Briefly state reason, e.g., awaiting third-party tax documents / personal illness / unexpected 

travel]. 

Please find enclosed my estimated tax payment in the amount of $[Amount] to cover any 

anticipated tax liability for this period, as I understand that an extension to file is not an 

extension to pay taxes owed. 

Please notify me if any further information is required to process this request. Thank you for 

your time and assistance regarding this matter. 

Sincerely, 

[Signature] 

[Your Printed Name]  


