COLLECTION LETTER

CLIENT NAME

STREET ADDRESS

CITY, STATE ZIP

Subject: Balance Due

Dear CLIENT NAME: 

Pursuant to Section 10.34 of United States Treasury Department Circular Number 230 - Title 31 Code of Federal Regulations, I prepared the tax returns of the above individual and/or business or businesses. I signed them as PAID PREPARER and/or REPRESENTATIVE. The tax returns, including all attachments, were filed and attested to by the signature statement regarding penalties of law and correctness, and state that the return or returns are based upon all information of which I have any knowledge.

I have in separate letter stated the terms for prompt payment of the balance due. To date you have not complied with those terms. The amount due at this time is shown above. 

Unless I receive payment in full by _______ SPECIFIC DATE, I will be forced to notify the Internal Revenue Service and the YOUR STATE TAXING DEPARTMENT of the inaccuracy in the reporting of PAID PREPARER and REPRESENTATIVE information on the above referenced tax returns. 

Sincerely,

YOUR FIRM NAME 

_________________________

ACCOUNTANT IN CHARGE

cc:
US Department of the Treasury, Internal Revenue Service-Examination Division

XX/XX/XXXX – (date to send copy of this letter)

STATE DEPT. OF REVENUE-Examination Division

XX/XX/XXXX – (date to send copy of this letter)

