[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 for a state or local tax agency notice on income, franchise, payroll or sales tax. The agency’s own notice and instructions set the response method and deadline. Replace the state-specific items.]
[MM/DD/YYYY]

[Agency, division and address shown on the notice]

Taxpayer: [Name]
Account or ID number: [Number]
Notice number and date: [Number, MM/DD/YYYY]
Tax type and period: [Tax and period]
Response due: [MM/DD/YYYY]
To the [State] [Department of Revenue / Comptroller / Taxation]:
We represent the taxpayer named above under the power of attorney or authorization enclosed [form name and date]. We respond to the notice as follows.
1. Summary of the notice
	Item
	Entry

	What the agency says
	[Summary]

	Amount claimed (tax, penalty, interest)
	$[Amount]

	Our position
	[Agree / Partly agree / Disagree]



2. Response
	Issue
	Facts and position
	Support enclosed

	
	
	

	
	
	

	
	
	

	
	
	



[State the facts and the rule on which the taxpayer relies, citing the state statute, rule or published guidance you have confirmed against the agency’s own website or the state code.]
3. Request
1. Remove or reduce the amount stated.
1. Apply the payment of $[amount] made on [date] (proof enclosed).
1. Remove penalty for reasonable cause, if the agency’s rules allow it.
1. Send written confirmation of the outcome.
4. Enclosures
1. Copy of the notice
1. Power of attorney or authorization
1. Return or filing confirmation for the period
1. Proof of payment
1. Supporting records: [list]
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.
