[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 ask the IRS to remove a failure to file, failure to pay or failure to deposit penalty. The IRS describes first time abate and reasonable cause relief on its Administrative penalty relief page. It also describes an automatic exemption that the page says begins in summer 2026 for 2025 returns and later. Check the page for its current status and whether it applies before you file.]
[MM/DD/YYYY]

[IRS office and address shown on the notice]

Taxpayer: [Name]
Taxpayer ID: [Last four digits only]
Form and period: [Form and tax period]
Notice and date: [Notice number and date]
Penalty: [Penalty type and amount]
To the Internal Revenue Service:
We request that you remove the penalty described above. We act under the power of attorney enclosed [Form 2848 dated MM/DD/YYYY].
1. Compliance history
	Test
	Facts

	Return type filed on time for each of the three prior years (or 12 consecutive quarters)
	[Years, dates filed or accepted]

	No penalty assessed in those years, or any penalty was removed for reasonable cause or IRS error
	[Facts]

	Required returns filed now, and tax paid or a payment arrangement in place
	[Facts]

	For a failure to deposit penalty: the penalty was not waived four or more times in the prior three years and was not charged for EFTPS avoidance
	[Facts]



2. Request for first time abate
The taxpayer meets the compliance history above, and we request first time abate of the [penalty] under [IRC 6651(a)(1) / 6651(a)(2) / 6651(a)(3) / 6698 / 6699 / 6656] for the period stated.
3. Alternative request for reasonable cause
If first time abate does not apply, we ask for relief because the failure was due to reasonable cause and not willful neglect. The facts are:
	Question
	Facts

	What happened, and when did it begin and end?
	[Facts with dates]

	Why was the taxpayer unable to comply on time?
	[Illness, death, disaster, records unavailable, reliance on a professional, other]

	What did the taxpayer do to comply once the problem ended?
	[Dates and steps]

	Does the taxpayer have a history of compliance?
	[Facts]



4. Enclosures
1. Copy of the notice
1. Form 2848 power of attorney
1. Evidence supporting the facts: [medical records, death certificate, disaster declaration, correspondence, proof of filing and payment]
1. Signed statement of the taxpayer, if facts are not documented
Please apply any abatement to the related interest, and send us written confirmation.
Sincerely,

[Name], [Title]
[Firm Name]
[Phone] · [Email]
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.
