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EMAIL TEMPLATE -- Missing Taxpayer Documents

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] Dear [First Name Last Name]
While preparing your return, our Tax-Aide Counselor discovered that we do not have all of the documents necessary to prepare your return. Specifically, we need the following:

List what documents are needed

Please contact us as soon as you locate these documents. We need to schedule an appointment to scan the documents in order to complete your tax return. You may schedule an appointment by calling [insert phone number].

AARP Foundation Tax-Aide Counselors cannot complete your return until we receive the information listed above. Thank you for your cooperation.
