
[Your Company Logo]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Company Name]  

[Client's Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

Welcome to [Your Company Name]! We are thrilled to have you on board and 

excited to assist you with your accounting and business needs using Xero.  

At [Your Company Name], we strive to provide you with top-notch service 

and support as you embark on this journey with us. Here's a brief 

overview of what you can expect:  

1. **Onboarding Process:**  

 We will guide you through the Xero setup process to ensure a seamless 

transition.  

2. **Dedicated Support:**  

 Our team is here to assist you with any questions or concerns you may 

have. You can reach us at [support email/phone number].  

3. **Resources and Training:**  

 We offer a variety of resources, including tutorials and webinars, to 

help you maximize the benefits of using Xero.  

4. **Regular Check-ins:**  

 We will schedule regular check-ins to ensure everything is running 

smoothly and to address any evolving needs.  

We value your partnership and look forward to contributing to your 

success. If you have any questions, please do not hesitate to reach out.  

Thank you for choosing [Your Company Name]!  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Email]  

[Your Phone Number] 


