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To: Accounting Firm Name
Subject: RFP Letter Sample for Accounting Services

Hi, my name is Louise Lovett, and I am the owner of “HERStories”, a library of African American history that documents the untold stories of Black women who shaped American history. We are seeking accounting services to improve and modernize our company’s bookkeeping. This includes a review of our current financials and support with future tax filings. I have attached a general scope of work regarding our company’s accounting needs to this message. Are you or someone at you company available for a brief introductory meeting over the next few weeks? In the meantime, are you able to share a sample proposal for services or additional information about your company that includes the following? 
1. Primary Contact
2. Professional Qualifications and Experience
3. General Duties and/or Scope of Work for the Services Requested
4. An Estimate of Fees and Expenses for the Services Requested
5. Payment Terms and Schedule
6. Your Company’s Previous Experience with Companies, Projects, or Issues in My Industry

I look forward to working with you. 

Thank you!

Louise Lovett, Founder
HERStories
1985 W. Chicago
Detroit, MI 48201
louiselovett@herstories.org
313-506-1919
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