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OBJECTIVE: Write a promotion letter.

You are the owner of a small accounting firm, Piedmont Accountants. There are also two 
other accounting firms located in your town—Titan Accountants and Joyner & Associates. The 
owner of Titan Accountants has decided to retire at the end of the year and has not found anyone 
interested in purchasing the firm.

You feel that now would be an excellent time for you to expand your business by getting 
Titan clients to sign on with your firm. You have been doing business in this town for the past 15 
years. You provide audit/accounting services, tax planning/preparation, business/personal financial 
planning, estate/retirement planning, business/asset valuation, and financial management.

You also feel that if you promote yourself to Titan clients, you should be successful in con-
vincing many of them to sign on with your firm. You believe that a good way to start is by writing 
a letter to Titan clients, where you could introduce yourself and encourage them to call for an 
appointment to discuss their future accounting needs.

Now, write a letter to these prospective clients. Your letterhead information has been com-
pleted for you and is shown below. If you wish to change that information, simply replace it with 
one of your own. Add the name of your city and state.

Piedmont Accountants

345 Professional Building

Today’s Date
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