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EMAIL TEMPLATE
MISSING FORM 14446

Customizable text is in blue, instructions are in green. All other text must remain as presented below.

[Subject Line: AARP Foundation Tax-Aide: Missing Tax Prep Document – Form 14446] Dear [First Name Last Name]
Thank you for uploading your scanned documents to your Customer Portal account. Unfortunately, the files you uploaded are missing the signed IRS Form 14446. The Form 14446 authorizes us to prepare your return when you are not physically present with the preparer and quality reviewer. IRS does not allow us to begin working on your return until you have signed the Form 14446, scanned it, and uploaded it to your Customer Portal account.

We must have a scanned copy of the Form 14446 bearing your signature (and that of your spouse) by [insert date that is no more than 72 hours in the future]. If we have not received the signed Form 14446 the above deadline, we are required to delete your scanned files and deactivate your return.

For your convenience, we have attached another copy of the Form 14446. You (and your spouse) must sign on page 3 and upload the entire document to your Customer Portal account. It is very important that you email us to let us know when you have uploaded this documents; you may reply to this email.
