


Request for information (letter to client)
[Date]
[Taxpayer’s name]
[Address line 1]
[Address line 2]
Dear [Insert taxpayer’s name],
RE: 	LODGMENT OF YOUR 2026 INCOME TAX RETURN AND REQUEST FOR INFORMATION
Our records show that your 2026 tax return is due for lodgment by [insert due date].  In order for us to prepare your tax return in a timely manner, we require you to collate details (and documentation, where relevant) of any income earned by you during the year, and of any deductions and/or rebates that you may be entitled to.  To assist in this process, we have attached the Client details form as well as a Summary Checklist of the relevant income, deductions and tax offset items included in the 2026 individual income tax return.  We request that you:
Complete and check that the details on the attached Client details form – individual income tax return. 
Using the 2026 individual income tax return checklist provided as a guide, please collate information relating to all of your income, deductions and any tax offsets that you may be entitled to for the 2026 income year (which runs from 1 July 2025 to 30 June 2026).  Please tick ‘Yes’, ‘No’ or ‘Unsure’ for each income item you have received, and for any deductions and/or tax offsets you believe you may be entitled to on the checklist.
Common documentation and information that may be required will include (where applicable): 
Access to your MyGov account and (where applicable) any employment income statements 
Your PAYG payment summaries (if issued to you by your employer where STP reporting is not utilised by your employer)
Pay slips evidencing allowances/payments not reported on your income statements or payment summaries
Summary of annual interest payments (e.g., paid to bank accounts and term deposits)
Rental property income and expenditure statements
Dividend and other investment annual statements
Receipts of donations to Deductible Gift Recipients (‘DGRs’)
Receipts of your tax agent costs paid with respect to previous tax returns
Receipts of work-related expenses (e.g., phone bills, parking, public transport costs, etc.)
Receipts for income protection policies
Private health insurance annual statements
Details of your spouse and your spouse’s income (where applicable) 
Your electronic banking information (for the purpose of receiving any ATO refunds)
Once you are satisfied with the information contained in the above documents, please sign, date and return these documents and any supporting documentation to us.  This information can be mailed back to us (in the envelope provided), emailed to [Insert email] or alternatively brought in with you to your scheduled appointment.
If you have any queries, please call [Insert contact name] on [Insert contact phone number].
Yours faithfully,
[Insert name of organisation] [Insert name of signatory][Insert title of signatory]
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