For: [Name of Client Company]
Prepared by:
[Name of Service Provider],
[Contact Information],
[Address].
Cover Letter
We would like to thank you for taking the time to review our proposal. After a detailed analysis, we have designed this proposal to meet the accounting requirements of your company.
[Name of Service Provider] is a company that has been assisting their client in making a successful decision for over [Number] of years. The aim of our agency is to help [Name of Client Company] stay compliant with the financial regulations set by the authorities, both local and international. Similarly, it is our duty to make sure our client stays financially sound even through the hardest of times.
Our current clients include [Portfolio]. We have received the approval of the following companies for [Name of Client Company] for screening purposes.
[Name of Client Company A]: [Phone #] [E-mail Address]
[Name of Client Company B]: [Phone #] [E-mail Address]
[Name of Client Company C]: [Phone #] [E-mail Address]
About Us
The company was established in the year [Year], by our founding leader(s) and current CEO(’s), [Name(s)]. The aim of this accounting agency is to help our clients with their accounting matters. Moreover, we assist our clients in making financial decisions and maintain stable accounts.
Our Team
In order to provide our clients with the best services, we ensure that our team exceeds the required standards of professional accountants. A very detailed criterion of [Level] of education with [Years] of experience is required, to obtain a position in our agency. In addition, after getting hired, the employee receives rigorous training before they are allowed to deal with clients alone.
Services
Our services include:
· Financial Consultation
· Compliance with regulations
· Financial Analysis
· Payroll Specialist
· Tax Preparation
· Bookkeeping and Reviewing
Pricing
Our services are offered on a time-and-material basis. We are very sensitive to financial challenges that are being faced by the industry and would like to provide affordable and proficient services to our clients. Therefore, the fees below show the hourly rates of each service offered.
Senior Accountant = $0.00
Junior Accountant = $0.00
Tax Analyst = $0.00
Regulatory Analyst = $0.00
Senior Auditing Specialist = $0.00
Payroll Specialist
Proposal
Once our company representatives receive your approval, we will move on to discuss your requirements. You will be provided consultation on the basis of your previous company records. This will help both, you and our company, determine what services you require and how we can assist you.
Acceptance
If you are satisfied with this proposal and would like to pursue our services, please sign the provided spaces and send us the document. We will then get back to you to discuss your current and future accounting needs.
[Sign]
[Name of Service Provider]
[Name of Representative], [Title],
[Date]
 
[Sign]
[Name of Client Company],
[Name of Representative],
[Date]
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