[CPA Firm Name]
Certified Public Accountants
[Street Address] · [City, State ZIP] · [Phone] · [Email]
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it to answer an IRS examiner’s information document request in a correspondence or field examination. Send only what is asked. Check that your engagement letter covers examination representation.]
[MM/DD/YYYY]

[Examiner name, title and address]

Taxpayer: [Name]
Taxpayer ID: [Last four digits only]
Form and period under examination: [Form and period]
Request dated [MM/DD/YYYY], response date [MM/DD/YYYY]
Dear [Examiner]:
We represent the taxpayer under the power of attorney on file [Form 2848 dated MM/DD/YYYY]. This letter and its enclosures respond to your request listed below.
1. Response by request item
	Request item
	Response
	Documents enclosed (index number)
	Status (Complete / Partial / Not available)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. Items not provided
[For each item not provided, state why: the record does not exist, is held by a third party and has been requested on [date], is being gathered and will be sent by [date], or is not relevant to the period or issue. Do not guess.]
3. Index of enclosures
	Index no.
	Description
	Pages
	Date range

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



4. Requests
1. Please send all future requests and correspondence to us at the address above.
1. Please confirm the date by which you want any further information, and the scope of the issues you are reviewing.
1. We ask for a written summary of any proposed adjustments so that we can respond before the report is final.
Sincerely,

[Name], [Title]
[Firm Name]
[Phone] · [Email]
Internal use, delete before sending: Review each document before release for items outside the request, privileged material (IRC 7525 covers only communications with a federally authorized tax practitioner in noncriminal tax matters) and personal data that is not needed. Keep an identical set for the file.
Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
