
Payroll Administration Outsourcing 

Agreement 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to present our proposal for outsourcing your payroll administration services. Our 

company, [Your Company Name], specializes in providing comprehensive payroll solutions 

designed to streamline your payroll processes and ensure compliance with all relevant 

regulations. 

Services Offered 

• Processing of payroll calculations 

• Distribution of paychecks 

• Tax withholding and reporting 

• Management of employee benefits and deductions 

• Year-end reporting and compliance management 

Benefits of Outsourcing 

By outsourcing your payroll administration to us, you will benefit from: 

• Increased efficiency and accuracy in payroll processing 

• Access to expert payroll professionals 

• Reduced operational costs 

• Enhanced focus on core business activities 

We are committed to delivering high-quality service tailored to meet your specific needs. We 

would be delighted to discuss this proposal further and answer any questions you may have. 

Thank you for considering [Your Company Name] as your payroll administration partner. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 

[Your Contact Information] 


