[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«ClientName»
«BusinessName»
«AddressLine1»
«City», «State» «PostalCode»
Dear «ClientName»,
It’s year-end close time. To finish the books for «BusinessName», we need the following by [deadline]:
[The checklist: December bank and credit-card statements · loan statements · new asset purchases · payroll reports · 1099 vendor details · anything unusual we should know about.]
Send everything to [portal / email]. The sooner it arrives, the sooner your year is closed and your accountant has clean books for filing.
Sincerely,

[Your name]
[Title · Your company]
