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INFORMATION REQUEST EMAIL TO 
GOVERNMENT DEPARTMENT 

Subject: Request to Provide Information about Tax Refund  

Dear Mr. / Mrs. [Last Name of the Recipient], 

I am Eric Johnson and I am the owner of a small restaurant named, EAT 
SPOT located at 21 Jefferson Rd. Brooklyn, New York. I am registered 
with IRS for the last 3 years and I pay income tax, sales tax, and all other 
direct and indirect taxes regularly. 

As per my income tax return for my restaurant, a tax refund of $2000 is 
due on my account. Therefore, I am writing this email to request you 
kindly guide me about the procedure of claiming the refund. Kindly 
provide me with the complete information about the documents that I 
have to file to claim the aforementioned tax refund. 

It will be a great pleasure if you respond to this email as soon as 
possible. Feel free to contact me anytime via the given below contact 
details. 

Thanks a lot! 

Sincerely, 

[Sender’s Name] 

[Sender’s Contact Details] 


