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XXth July 2020 
 

Your Business Working For You 

Dear Client Name, 
 

Following on from our recent meeting in relation to the Register of Beneficial Owners, you and your 
business the purpose of this proposal is to set out the approach of Our Firm Name helping you achieve 
what you want in your business in our capacity as accountants and business advisors. We believe in 
the importance of choice and on this basis we given you a number of options so you can pick the one 
that works best for you. We believe these options will help you maximise the profits and opportunities 
in your business. 

 
Our Understanding of Your Current Situation 

 
Your business was established 20 years ago. You are currently aged 47 and you run the business with 
your brother Frank who is aged 52. You are currently the managing director of the business and you 
have 20 employees excluding yourselves as directors and shareholders. Family members of both 
yourself and Frank do work in the business but of the total employees 17 are not connected in anyway. 

 
Over the years you have worked hard through good times and bad to build the business and yourself 
and Frank have had significant success to create the thriving business that you currently have. 
Accounts and tax and financial reporting is not a strength of Frank and yourself and for the last number 
of years you have a bookkeeper named Mary who comes in and posts invoices and transactions and 
manages creditors and debtors as well as cashflow. Mary is a loyal supported who works part time. 

 
We have been your external accountant for the last 11 years and we provide basic accounting and tax 
compliance services, filing your company accounts with the CRO and Revenue and helping you with 
your taxes and your basic accounting requirements. You have had some challenging situations and 
scrapes and in 2015 we helped you with a Revenue Audit which had the potential for a significant 
exposure. 

 
You work hard in your business and you have a good lifestyle out of the business, but you have 
identified several issues and challenges. 

 
1. You and Frank work very long hours and are under a significant amount of pressure and time 

pressure on an ongoing basis. 
2. While you are taking reasonable money out of the business you want to make a better 

consistent provision for the future, and you want to create wealth and build wealth for your 
retirement and so you can leave a legacy. 



3. You feel there is more opportunity in your business and while you are on top of operations 
you want help to understand your business better and identify opportunities by getting a 
better handle on finances and the key drivers in your business. 

4. While there are family members in your business, and you do not have a defined succession 
plan you want to build your business so there is less dependent on you and that if you ever 
decide to sell the business in the future that you can do so. 

5. If the next generation of Frank and your self’s family want to take on the business, you want 
it running in such a way that you are happy for them to take it on. 

6. From talking to friends and colleagues in business you want to explore tax planning 
opportunities and ensure that the business is structured in the optimal way to minimise 
taxes and maximise reliefs and explore to see if there are any effective operating structures 
that could increase your personal income and assets. 

7. You want to feel more in control of your business and develop a clear pathway and plan that 
you can implement while measuring your progress along the way. 

 
You want help creating more success in your business and you have asked us to help. 

 
We are accountants but we are about much more than the numbers. We believe getting the 
numbers right and doing the basics well is foundational to helping you. We want to work with you to 
achieve your No. 1 Result. 

 
 

How the This Works 
 

During the course of our meeting we also discussed a way of changing how we work with you and 
spreading your annual spend with us out over the year in a more manageable way than getting a 
once off annual fee. We have found that more and more of our customers prefer this way of 
working with us. You are a valued customer and we are continually looking for ways to work with 
you that allows you maximize the benefit of our support and services building and improving your 
business. 

 
We will issue you a Professional Services Agreement once you have chosen the proposal option that 
works best for you which will set out the terms and the deliverables of the service from now into the 
future. 

 
All business owners like certainty and by establishing a fixed price in advance of doing the work for 
you gives you peace of mind in relation to your costs, removing the possibility of any hidden 
surprises. 

 
For all packages your monthly fee will be collected by direct debit. We will issue a monthly invoice 
on the last day of the month and collect the fee automatically on the 15th of the following month. 

 
We want to work closely with you as your financial and business advisor giving you what you need, 
when you need it in the way you want it. We hope that these options help us achieve that goal and 
help you achieve your business goals. 

 
Based on our conversation here are some options for you to consider: 



Option 1 – The 5 Star Platinum Company Package 
 

Monthly Subscription based on current Business Activity £/€xxx 
 

• Service Level Guarantee in relation to all services provided 
• Preparation of information on a monthly basis for the purposes of preparing VAT returns. 
• Preparation and submission of quarterly (relevant) VAT returns. 
• Preparation of trial balance and preparation of bank reconciliation, creditors control 

accounts, debtors control accounts, tax control accounts based on books and records 
provided by you. 

• Preparation of statutory financial statements based on the trial balance prepared. 
• Preparation of Corporation tax computation based on agreed financial statements. 
• Submission of Corporation Tax Return (Form CT1). 
• Preparation of and submission directors annual Personal Income Tax Return (Form 11). 
• Annual accounts review meeting with Partner name or person name. 
• Preparation of Abridged (Abbreviated) Financial Statements 
• Preparation of Company Annual Return (Form B1). 
• The maintenance of the Company’s 7 Statutory Registers. 
• Preparation of the Annual AGM notifications and AGM Minute pack. 
• Preparation of Resolutions for the purposes of documenting AGM process when no AGM is 

physically held. 
• Issuing notices and drafting resolutions for the purposes of director’s meetings and decision 

making. 
• Maintaining minutes and records of directors’ meetings and decisions in a Company Minute 

Book. 
• Maintaining records of directors, secretary and auditor’s appointment as and when required 

in conjunction with filing appropriate documentation with the Companies Registration Office 
• Maintenance of the Company’s Register of Beneficial Ownership. 
• Submission and maintenance of the Company’s Register of Beneficial Ownership on 

www.rbo.gov.ie 
• Preparation of Annual Tax Saving Opportunity Report identifying possible tax saving 

initiatives for you in your business. 
• Preparation of Annual Business Opportunity Report identifying possible opportunities for 

you to improve your business and improve your profitability. 
• Establishment of an integrated online accounting service that provides you with real time 

accounts and with reports and information available on your desktop or on your phone. 
• Online quotation option that integrates with your accounts automatically. 
• Getting closer with your quotes, invoicing and a customisable dashboard to give you an up 

to date financial snapshot, no matter where you are. 
• Automated real time inventory control and management. 
• Real time monthly bank reconciliations preparations/reviews. 
• Monthly advance budgeting for your business 
• Performance and Management Packs, tracking your results against your goals, monitoring 

trends and identifying opportunities. 
• Automated processing of supplier and employee expenses via their mobile phone. 
• Integration with third party applications for point of sale, customer relationship 

management and much more. 
• Integration with third party applications to facilitate online payments for customers. 
• Industry specific application integration. 
• Preparation of annual budgets, cashflows and projections so you can plan with confidence 

and manage your cashflows without the stress. 

http://www.rbo.gov.ie/
http://www.rbo.gov.ie/


• Quarterly Management Accounts and Financial Planning Meeting. 
• Quarterly Business Implementer Meetings to help you continually identify what you need 

to do and how you can get it done based on your business strategy. 
• Annual Wealth Builder Review a personal review of you and your business looking at what 

you need to do now to build the wealth you want in the future. 
• Annual Tax Planning Opportunity Meeting where we spend focussed time looking at your 

business to identify tax saving, tax efficiency and tax planning opportunities. 
• Annual Business Strategic Planning Process allowing you identify where you want to bring 

your business to and how you can get there. 
• Unlimited email and 24 hour turnaround telephone access to your designated personal 

account manager – Insert Name. 
• Unlimited email and 48 hour turnaround telephone access to Partner Name. 

 
Option 2 – The 4 Star Gold Company Package 

 
Your Monthly Charge based on current Business Activity £/€xxx 

 
• Service Level Guarantee in relation to all services provided 
• Preparation of information on a monthly basis for the purposes of preparing VAT returns. 
• Preparation and submission of quarterly (relevant) VAT returns. 
• Preparation of trial balance and preparation of bank reconciliation, creditors control 

accounts, debtors control accounts, tax control accounts based on books and records 
provided by you. 

• Preparation of statutory financial statements based on the trial balance prepared. 
• Preparation of Corporation tax computation based on agreed financial statements. 
• Submission of Corporation Tax Return (Form CT1). 
• Preparation of Abridged (Abbreviated) Financial Statements. 
• Preparation of Company Annual Return (Form B1). 
• Preparation of and submission directors annual Personal Income Tax Return (Form 11). 
• Annual accounts review meeting with Partner name or person name. 
• The maintenance of the 7 Statutory Registers. 
• Preparation of the Annual AGM notifications and AGM Minute pack. 
• Preparation of Resolutions for the purposes of documenting AGM process when no AGM 

is physically held. 
• Issuing notices and drafting resolutions for the purposes of director’s meetings and 

decision making. 
• Maintaining minutes and records of directors’ meetings and decisions in a Company 

Minute Book. 
• Maintaining records of directors, secretary and auditor’s appointment as and when 

required in conjunction with filing appropriate documentation with the Companies 
Registration Office 

• Maintenance of the Company’s Register of Beneficial Ownership. 
• Submission and maintenance of the Company’s Register of Beneficial Ownership on 

www.rbo.gov.ie 
• Preparation of Annual Tax Saving Opportunity Report identifying possible tax saving 

initiatives for you in your business. 
• Preparation of Annual Business Opportunity Report identifying possible opportunities for 

you to improve your business and improve your profitability. 
• Establishment of an integrated online accounting service that provides you with real time 

accounts and with reports and information available on your desktop or on your phone. 
• Online quotation option that integrates with your accounts automatically. 

http://www.rbo.gov.ie/
http://www.rbo.gov.ie/


• Getting closer with your quotes, invoicing and a customisable dashboard to give you an up 
to date financial snapshot no matter where you are. 

• Automated real time inventory control and management. 
• Real time monthly bank reconciliations preparations/reviews. 
• Monthly advance budgeting for your business 
• Unlimited email and 24 hour turnaround telephone access to your designated personal 

account manager – Insert Name. 
• 2 annual meetings with Partner Name. 

 

Option 3 – The Bronze 3 Star Minimum Compliance Company Package 
 

Your Monthly Charge based on current Business Activity £/xxx 
 
 

• Service Level Guarantee in relation to all services provided 
• Preparation of information on a monthly basis for the purposes of preparing VAT returns. 
• Preparation and submission of quarterly (relevant) VAT returns. 
• Preparation of trial balance and preparation of bank reconciliation, creditors control 

accounts, debtors control accounts, tax control accounts based on books and records 
provided by you. 

• Preparation of statutory financial statements based on the trial balance prepared. 
• Preparation of Corporation tax computation based on agreed financial statements. 
• Submission of Corporation Tax Return (Form CT1). 
• Preparation of Abridged (Abbreviated) Financial Statements 
• Preparation of Company Annual Return (Form B1). 
• Preparation of the AGM Minute pack. 
• Maintenance of the Company’s Register of Beneficial Ownership. 
• Submission and maintenance of the Company’s Register of Beneficial Ownership on 

www.rbo.gov.ie.. 
• Preparation of and submission directors annual Personal Income Tax Return (Form 11). 
• Annual accounts review meeting with Partner name or person name. 

 

Because our 5 Star Platinum Package and our 4 Star Gold Package provides ongoing access to the 
accounting, tax, and business advice you need on a fixed-price basis, you are not inhibited from 
seeking timely advice by the fear of a meter running endlessly. Our service is built around fixed 
pricing, as opposed to hourly rates, and offers you access to the accumulated intellectual capital of 
our firm through your personal Account Manager or Partner who have substantial experience, and 
can help enhance your company’s future and achieve its business objectives. 

 
As an alternative to monthly Direct Debit Collection we can collect fees by way of single, 3 or 6 
monthly collections to suit you and your cashflows. 

 
Once you have chosen your preferred package we will issue you a Professional Services Agreement 
that clearly sets out the terms of our agreement and the deliverables for you and for us so there will 
be clarity and transparency in what we can do for you. 

 
 

Kindest Regard 
 

Your Accountant and Trusted Advisor 

http://www.rbo.gov.ie./
http://www.rbo.gov.ie./
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