[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«ClientName»
«BusinessName»
«AddressLine1»
«City», «State» «PostalCode»
Dear «ClientName»,
As we head into the new year, this letter renews our bookkeeping engagement for «BusinessName».
Scope for [year]: [monthly bookkeeping, reconciliations, statements, year-end package]. Fees: [amount / schedule], effective [date]. All other terms of our engagement agreement remain in effect.
We’ve enjoyed keeping your books straight this year — thank you for the continued trust. Sign and return the enclosed copy, or reply with any questions.
Sincerely,

[Your name]
[Title · Your company]
