PRINT ON LETTERHEAD
[DATE]

Taxpayer

Address

City, State Zip-code

Dear Mr./Ms. Taxpayer:

I am a student-attorney working in the Georgia State University College of Law Tax Clinic and have been assigned to work on your case this semester.  I look forward to speaking with you soon and helping you resolve your dispute with the IRS.

[INSERT SPECIFIC INFORMATION SUMMARIZING STATUS OF CLIENT’S CASE AND ACTIONS THE STUDENT ATTORNEY PLANS TO TAKE TO DEAL WITH CASE]

However, before I may deal with the IRS on your case, I must have a signed Power of Attorney form.  I have enclosed a Power of Attorney form for your signature.  This document must be completed and submitted to the IRS before I am able to represent you.  Please sign this and mail it back to me in the enclosed self-addressed, stamped envelope immediately.

I need you to contact me as soon as possible so that we may set up an appointment to meet each other and further discuss the expected course of events regarding your case’s progress.  Please call me at (404)  413-9230 at your earliest convenience.  I expect to be in the Clinic office on [INSERT DAYS] during the hours of [INSERT HOURS].  If I am out of the office, please inform the secretary of a convenient time for me to call you back.

I look forward to receiving a call from you soon.  For your convenience, I have enclosed one of my cards.

Sincerely,

Jane Smith 

Student Attorney

