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Date
First Name Last Name

Street

City, State Zip

Dear CLIENT,

We have made several attempts to contact you via phone and email regarding requests for information. As set forth in our agreement, you must respond and fufill our requests for information and documentation in a timely manner. The failure to respond as set forth could jeopardize your pending tax matters and diminsh the possibility of receiving the most favorable outcome. So that we may continue to provide the appropriate attention to the needs of your case, please send in the requested materials immediately to <<Email>>
Sincerely,


