
Date: [Date] 

Client Name: [Client Name] 

Address: [Client Address] 

City, State, Zip: [City, State, Zip] 

Re: Missing Information for [Tax Year] Individual Income Tax Return 

Dear [Client Name], 

We are currently working on your [Tax Year] income tax return. Upon initial review of your 

documents, we find that we need the following additional information or documentation to 

complete your filing: 

• [Item 1: e.g., Form W-2 from Employer Name] 

• [Item 2: e.g., 1099-INT from Bank Name] 

• [Item 3: e.g., Total amount of charitable contributions] 

• [Item 4: e.g., Closing statement from real estate sale] 

• [Item 5: e.g., Health Insurance Marketplace Statement Form 1095-A] 

Please provide these items at your earliest convenience. You may submit them via our secure 

portal, by mail, or by dropping them off at our office. To ensure timely filing and avoid potential 

penalties, we request this information no later than [Due Date]. 

If you have any questions regarding these items, please contact us at [Phone Number] or [Email 

Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name/Firm Name] 

[Title] 


