
Introduction Letter for Bookkeeping Services 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

My name is [Your Name], and I am the owner of [Your Business Name], a professional 

bookkeeping service dedicated to helping businesses like yours maintain accurate financial 

records. With over [Number] years of experience in the industry, I understand the importance of 

having organized financial information to support your decision-making process. 

At [Your Business Name], we offer a range of services, including: 

• Monthly bookkeeping 

• Financial statement preparation 

• Tax preparation and planning 

• Accounts receivable and payable management 

• Payroll processing 

We pride ourselves on our attention to detail and personalized approach, ensuring that all our 

clients receive the tailored support they deserve. Our goal is to help you save time, reduce stress, 

and ultimately improve your business's financial health. 

I would love the opportunity to discuss how our services can be beneficial to your business. 

Please feel free to reach out to me at [Your Phone Number] or [Your Email Address] to schedule 

a consultation. 

Thank you for considering [Your Business Name] for your bookkeeping needs. I look forward to 

hearing from you soon! 

Sincerely, 

[Your Name] 

[Your Business Name] 

[Your Phone Number] 

[Your Email Address] 


