[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«ClientName»
«BusinessName»
«AddressLine1»
«City», «State» «PostalCode»
Dear «ClientName»,
The books for «BusinessName» are closed for [month]. Reconciliations are complete and your reports are attached [or available in the portal].
[Items needing attention: uncategorized transactions awaiting your answer, missing receipts, unusual variances worth a look.]
Questions about anything in the reports? Reply or grab 15 minutes on our calendar — that’s what we’re here for.
Sincerely,

[Your name]
[Title · Your company]
