Dear XXXXXX,

I am a constituent located in [City, State] and am writing to request assistance from your office regarding an issue with the IRS related to the Employee Retention Tax Credit (ERTC).

Our organization submitted an ERTC refund claim to the IRS for the following tax period(s): [insert quarter(s)/year]. 

Despite submitting the required filings and documentation, the claim has been pending for an extended period, and we have been unable to obtain meaningful updates through normal IRS channels.

Summary of the issue:
· PEO Name: 
· Employer Identification Number (EIN):
· IRS Form Filed: 
· Tax Period(s): 
· Date Claim Filed: 
· Current Status: (Example: Pending with no update/IRS correspondence received/additional information requested)

We respectfully request your office’s assistance in contacting the IRS to obtain a status update or determine whether additional information is needed to move this claim forward.

I am happy to provide any documentation your office may need and will complete the required Privacy Act Release Form to authorize your office to communicate with the IRS on our behalf.

Sincerely,













