
 

 
 
 
 
 
 
Accounting Request for Proposal (RFP) Sample 
 
 
Scroll down to read the first part of this sample. When purchased, the complete sample is 
12 pages long and is written using these Proposal Pack chapters: 
 
 

Cover Letter, Title Page, Table of Contents, Deadlines, Format, Project Background, 
Evaluation, Requirements, Acceptance Criteria, Budget, References, Back Page 
 

 
 
This sample was created using Proposal Pack Accounting #1. In the retail Proposal Pack 
you get the entire collection of samples (including this one) plus thousands of editable 
templates for creating an unlimited variety of custom proposals and other business 
documents. 
 
 
Click here to purchase Proposal Pack Accounting #1 
 
 
The sample below does not  include all of the sample’s content. The complete version is 
included in every retail Proposal Pack product and must be purchased to see the rest of 
the content and to get the editable Word format version. 
 
 
Read this article for more help - How to Write a Request for Proposal (RFP) Document 

https://www.proposalkit.com/cgi-bin/checkout.cgi?pcode=380
https://www.proposalkit.com/cgi-bin/checkout.cgi?pcode=380
https://www.proposalkit.com/htm/how-to-write-a-request-for-proposal.htm


     

 

Macey Zylstra 
Owner 
Zylstra Accounting Service 
1934 Main Street 
Suite 103 
Seaside, Oregon 97138 
 
 
Dear Ms. Zylstra, 
 
Breezy Beach Motel invites your company to submit a proposal to provide accounting 
and associated services from Zylstra Accounting Service. 
 
Your company is a well-respected member of our community with known experience in 
the fields required for this proposal. You will find all the information you need included in 
this packet. 
 
We look forward to receiving your proposal and bid. 
 
Sincerely, 
 
 
Grace Hallston 
Owner 
Breezy Beach Motel 
503-555-9810 
g.hallston@BreezyBeachMotel.com 
www.BreezyBeachMotel.com 

mailto:samples@proposalkit.com
https://www.proposalkit.com/
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Breezy Beach Motel is a beachside motel in Seaside, Oregon, with 120 rental units. We 
employ a staff of 49 in cleaning, maintenance, and management positions. 
 
Breezy Beach Motel is in need of accounting services that include accounting, 
recordkeeping, payroll, bookkeeping, and actuarial services. 
 
Breezy Beach Motel desires to contract with one local company that can provide all of 
these services. 
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Requirements for submitting a proposal and estimate for our contract include: 
 

 

 
Describe the experience and training of the accounting staff that will provide 
services. 

 

 
Paychecks must be issued to all employees every two weeks, and payroll taxes 
must be automatically deducted from salaries as required by law. 

 

 
Reservations and payments for motel rooms will be taken by our reservation 
service, which will provide this information to the accounting service for input into 
standard bookkeeping format. Maintenance and replacement records and costs 
must be entered as well, with all records preserved in an easily accessed format. 

 

 
These services include providing statistical information when needed, advising 
management, and contracting with appropriate insurance and other agencies. 

 

 
Provide work histories and background check information for all your staff. 

 

 
List references from five clients for whom you have provided continuous 
accounting services for a minimum of one year. See the References page for 
format and details of information to be provided. 

 

 
Breezy Beach Motel is dedicated to hiring locally, and we desire for our 
accounting partner to be able to easily meet in person with our managers. 
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List references from five clients for whom you have provided continuous accounting 
services for a minimum of one year. Use the following format for each reference listed. 
 

 

 
Reference company 
Reference title 
Phone: Reference phone 
E-mail: Reference e-mail 
 
Length of contract: Start and end dates of contract 
Services provided by: List personnel providing service 
 
URL to client’s site or portfolio page 
 
Description of services provided to this reference. 

 
 

 
In addition to five long-term client references, you may also list other clients for 
whom you have done short term projects or with whom you have newer 
relationships. 
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Key deadlines for accounting services are outlined below. 
 
 

Description Deadline 

Payroll checks issued (print or direct deposit) Every two weeks 

Payroll taxes and other fees paid As required per 
federal and state 
regulations 

Updated bookkeeping report issued to hotel owner and 
managers 

First Friday of every 
month 

Payments made to suppliers, utilities, insurers, etc. On time payments, as 
required by each 
entity 

Annual reconciliation of accounts January 15 of each 
year, for previous 
year 

Special reports for exceptional situations (such as major 
repairs and insurance claims) - rare 

As requested by 
owner or managers 
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The rest of this sample is included in the retail Proposal Packs and Proposal Kit 

Professional bundle. Purchase any Proposal Pack in the design theme of your 

choice and you will have everything you need. 

 

How do I customize or create my own version of this sample? 

 

Using the included Proposal Pack Wizard is the best way to make customized 

versions of the samples. Using the Wizard and any Proposal Pack you can 

recreate any of the samples in the visual design theme you purchased as well as 

branding it with your own logo and design. 

 

1) After purchasing, downloading, and installing your Proposal Pack and 

Wizard software add a new project in the Wizard. 

 

2) Click the Pick Documents button then click the View Samples tab. 

 

3) Select the title of this (or any other) sample and click the Import Content 

from Selected Sample button. 

 

4) Customize the chapter list as needed to suit your situation. You can add 

additional chapters from the library of 2000+ topics, reorder chapters, 

remove chapters. 

 

5) When you save your project, the Wizard will build you a custom version of 

this sample in the visual design theme Proposal Pack you purchased 

applying all your customizations (logos, font types, color schemes, contact 

information, etc.). 

 

6) Open and edit the Word document to complete your work. 
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This sample is included in the Proposal Kit Professional and Proposal Pack 

products. 

 

 

This sample has been truncated to only show the first few pages. The complete 

version of this sample including an editable Word version is included with all 

Proposal Kit Professional and Proposal Pack products found at: 

 

 

ProposalKit.com/htm/proposal-software-products.htm 

 

https://www.proposalkit.com/htm/business-proposal-kit-professional.htm
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