(Insert Date)

«Firstname» «Lastname»
«Title» 

«Company»
«Address»
«City», «State» «PostalCode»
Please be advised that we have been engaged by «Company» to provide tax and accounting services. We understand that your firm previously served in that capacity.

If you know of any reason why we should not accept this engagement, please
notify us immediately. Otherwise, so as to cause the least possible disruption
to «Company»’s business affairs, kindly forward to this office copies of all
corporate, partnership, individual, and payroll tax returns, along with all sup-
porting work papers and adjusting entries.

Thank you for your cooperation. If you would like to speak to me directly, please do not   hesitate to call me directly. My phone number is «myPhonenumber».

Sincerely,

«myFirstname» «myLastname»
«myTitle» 

«myFirm»
