Sample email

Dear Sir/Madam or Hi (select your preferred salutation)

I am in the process of changing my accountant and would like to obtain a quotation from you for the following services:

Background

I started my business in (date).  My year end is (insert year-end) and I have a set of accounts due to that date.

I operate as a sole trader/partnership/limited company (select one).

My turnover is £x (insert figure) and profit is £y (insert figure).

I employ x members of staff/I have no employees (delete as applicable).

(Select your applicable business type)
Sole trader/self employed

· Annual self-employed accounts

· Self-assessment

Limited company

· Annual abbreviated and full accounts with IXBRL tagging

· Filing of accounts with Companies House and HMRC

· Preparation of Corporation Tax computation and CT600.  Filing of same with HMRC

· Filing of annual return (excluding Companies House filing fee)

Other

· Quarterly VAT returns

· Weekly/monthly payroll and annual employer returns

· Addition self-assessment supplements for employment, rental income, foreign investment, partnership (add additional applicable returns)

On-going support and advice
Ad hoc and on-going support and advice throughout the year.

Can you please provide me with a quote as soon as possible.

I look forward to hearing from you soon.

Regards,

(your name)

