Client Script Templates
The Bookkeeper’s Pricing & Client Scripts Workbook · Revised and Expanded · Paperkeel Press
Every script in the book, ready to adapt. Replace anything in [square brackets] with your own details, then read each script aloud until it sounds like you rather than like a page. The reasons each one works are in the chapter named above it.
Two rules travel with every script: say the number, then stop, and never discount the same work — reduce the scope instead.
Chapter 3 — Building Your Three-Tier Price Menu
Set-up and clean-up: never free
“Before the monthly service starts, we need to get you to a clean baseline. That’s a one-off piece of work, and here’s what it comes to.”
Chapter 4 — The Rate Calculator — Your Real Number
The one sentence to say out loud
“My fee reflects the work involved, the responsibility of handling your financial records accurately, and the fact that you’ll never have to think about it again.”
Chapter 5 — Add-Ons, Retainers, and Recurring Revenue
The upgrade path
“I’ve noticed your transactions have grown past what Essentials covers — which is a good problem; it means the business is working. Complete would cover the volume, get you a faster response, and include the year-end pack. Shall I move you across from next month?”
Payment terms that protect you
“It’s a fixed monthly fee, billed on the first of each month in advance, by direct debit. The one-off clean-up is invoiced before we begin, so we start from clean books.”
Chapter 6 — How and When to Raise Your Prices
The price-change letter
Subject: A small change to your monthly fee from 1 [Month]
Hi [Name],
I wanted to let you know, well ahead of time, that from 1 [Month] my monthly fee will move from $[old] to $[new].
Since we started working together I’ve [expanded the monthly summary / added quarterly reviews / brought your reporting forward], and my costs have risen with the software and insurance the practice runs on. This is my first adjustment in [time period], and it keeps the standard of service where you’re used to it.
Everything else stays exactly the same — same day, same reports, same person answering your emails.
If you’d like to talk it through, I’m glad to. Otherwise the new fee will simply apply from [date].
Thank you, genuinely, for your business. It’s a pleasure keeping your books.
[Your name]
Chapter 7 — The Discovery-Call Script
The shape of the call — twenty-five minutes
“Thanks for making the time. What I’d like to do is understand how things work for you at the moment and where the pain is. If I can help, I’ll tell you exactly how, and what it costs. If I can’t, I’ll tell you that too and point you somewhere better. Does that sound fair?”
Closing the discovery, whatever comes next
“That’s really helpful, thank you. Let me tell you what I’d suggest — and then what it would cost.”
Closing the discovery, whatever comes next
“I don’t think I’m the right fit for this, and I’d rather tell you than take your money. What you probably need is [X]. Would you like me to point you toward someone?”
Chapter 8 — The Reflect-and-Offer Script
Reflect, offer, promise, price
“So — let me make sure I’ve got this right. Right now you’re doing the books yourself, mostly on Sundays, and you said you’re always about a month behind. Tax time is the worst part; last year it took a week and you still weren’t sure it was right. And you said you haven’t felt on top of your finances since you started.”
[Pause — let them confirm. They almost always say “exactly.”]
“Here’s what I’d do about that. Every month I’d take the whole thing off you — all your transactions categorized, your accounts reconciled, receipts handled — and I’d send you a simple one-page summary so you always know exactly where the business stands. When tax time comes, everything’s already clean and your accountant gets a complete pack, on time.”
“What that actually means for you is this: you get your Sundays back, you stop wondering whether it’s right, and you never have to think about the books again. That’s the whole point of it.”
“That would be $450 a month, and there’s a one-off clean-up of $600 to get the last six months straight before we start.”
[Stop talking.]
Chapter 9 — The Proposal That Closes
Bookkeeping Proposal for [Business Name]
Prepared by [Your Name] · [Date] · Valid for 14 days
What you told me
You’re currently doing the books yourself, roughly a month behind, mostly on weekends. Tax time takes about a week and you’re never fully confident the numbers are right. You’d rather that time went to [the thing they said].
What I’ll do
Every month, on the same day:
1. All transactions categorized and your accounts reconciled
1. Receipts and documents captured and filed
1. Invoice follow-up notes, so nothing is forgotten
1. A one-page summary showing exactly where the business stands
1. Your accountant’s year-end pack, prepared and on time
What it costs
One-off clean-up (six months to a clean baseline): $600, invoiced before we begin.
Monthly service, Complete package: $450 a month, billed on the 1st, in advance.
What happens next
1.	You reply “yes” to this email.
2.	I send a short agreement and the clean-up invoice.
3.	You give me access to your accounts — I’ll send simple instructions; it takes about fifteen minutes.
4.	The clean-up is complete within ten business days, and the monthly service starts on [date].
My promise
Your books will be current, accurate and ready every month, and you will not have to think about them again.
[Your name] · [phone] · [email]
Sending it
“Hi [Name] — good to talk today. Here’s exactly what I’d suggest, and what it costs. Any questions at all, just reply.”
Chapter 10 — Handling Price Objections, Word for Word
“That’s more than I expected.”
“I understand — it’s more than doing it yourself, and that’s a real number.
What you’re actually buying is clean books all year, no tax-time panic, and always knowing where you stand. Most owners find that it pays for itself once they stop losing their evenings to it — and once the mistakes stop.
If the budget is the issue rather than the value, we can start with the Essentials package at $250 and move up when it’s earning its keep. What would work better for you?”
“I can get it cheaper elsewhere.”
“You almost certainly can — there’s always someone cheaper, and sometimes they’re perfectly good.
What I’d say is this: you’re handing over your financial records, and the cost of getting that wrong is a lot higher than the difference in fee. What you’re paying me for is that it’s right, it’s on time, and you never have to check.
If price is the only thing that matters here, I’d honestly rather you went with them. But if what you want is to stop worrying about it — that’s exactly what I do.”
“I’ll think about it.”
“Of course — it’s the right thing to think about, and I’d rather you were sure.
Can I check back with you on [specific day]? And if anything comes up before then, just message me — no obligation at all.”
“I need to check with my partner” — or “my accountant.”
“That makes complete sense. Let me send you a short summary you can talk through together — everything on one page, so nothing gets lost in translation.
I’ll check in with you on [day].”
“Can you do it for $300?”
“I can’t do the Complete package for $300 — that price is what makes the work sustainable, and if I discounted it for you I’d be doing worse work for everyone else.
What I can do is the Essentials package, at $250. It’s a smaller scope — [X and Y aren’t included] — but it’s the same standard of work. Would that suit?”
“I’m not sure I need this.”
“That’s fair. Can I ask — you mentioned it takes you about six hours a month, and that last tax season took a week you’d rather have spent on the business?
Six hours a month is seventy-two hours a year. Add that tax week and it’s well over a hundred. If your time is worth even $50 an hour to the business, you’re spending more than $5,000 a year on a job you dislike — and doing it a month behind.
I’m not saying you must hire me. But I’d stop calling it free.”
“Money’s really tight right now.”
“I hear you, and I’d rather be straight with you than sell you something you can’t carry.
Two options. We can start with Essentials at $250, which covers the important things and keeps the records in order. Or we do the clean-up now, so you’re not building a bigger problem, and start the monthly service when things ease.
Which would help more?”
Chapter 11 — The Follow-Up Sequence
Touch 1 — Day 2 · The value nudge
“Hi [Name] — just checking my proposal landed. No rush at all.
One thing I kept thinking about after we spoke: you said last tax season cost you a week. Whatever you decide, that’s the part I’d fix first.
Any questions, just reply.”
Touch 2 — Day 7 · The gentle bump
“Hi [Name] — following up once in case this got buried. It happens to everyone.
If you’d like to go ahead, just reply ‘yes’ and I’ll send the agreement. If the timing’s wrong, tell me and I’ll leave you in peace.
Either way, I hope the quarter’s going well.”
Touch 3 — Day 14 · The useful gift
“Hi [Name] — no chase, I promise. I put together a short checklist of five things small businesses often get wrong before tax time, and thought it might be useful whether or not we work together.
[The checklist — a ready-to-send version is in Chapter 15.]
If you ever want a hand with it, you know where I am.”
Touch 4 — Day 21 · The graceful close
“Hi [Name] — I’ll stop filling your inbox after this one.
I’ll assume the timing isn’t right, which is completely fine. If things change — this quarter, next year, whenever — just send me a line and we’ll pick it up.
Wishing you well with the business.”
Chapter 12 — The Referral Ask
The one-line ask
“I’m so glad this is working well for you. If you know anyone else drowning in their books, I’d love an introduction.”
The better version — be specific
“I’m so glad this is working well.
I’m taking on two more clients this quarter, and the ones I do my best work for are small trades and shops — a bit like you — where the books have got behind and the owner’s had enough.
If anyone comes to mind, I’d be grateful for an introduction. And if not, no problem at all.”
A small favor, if you’re happy to
Subject: A small favor, if you’re happy to
Hi [Name],
Now that we’ve a few months under our belt and everything’s running smoothly, I wanted to ask you something.
I’m taking on a couple more clients this quarter. The work I enjoy most is exactly what we do together — small businesses where the books had got away from the owner and now simply don’t need thinking about.
If anyone comes to mind, I’d be genuinely grateful for an introduction. Feel free to forward this email, or just pass on my details.
And if nobody springs to mind, please don’t give it another thought — I’m glad to keep doing good work for you.
[Your name]
Make referring easy
“If it helps, you could just say: ‘She does my books — monthly, fixed fee, and I don’t think about it any more.’ That’s really all it takes.”
Thank them properly
“Thank you for sending [Name] my way. It means a lot that you’d put your name to me.”
Chapter 13 — The Scripts That Keep Clients
1. The “quick question” that isn’t
“Happy to help with that. It sits outside what the monthly package covers, so I’ll quote it separately — it’s about two hours, so $[X]. Shall I go ahead?”
1. The “quick question” that isn’t
“You’ve asked for a few of these extras lately, which tells me the business has grown. The Complete package would cover most of them as standard, and it would cost you less than paying for them one at a time. Shall I move you across from next month?”
Day 1 overdue · The friendly note
“Hi [Name] — a quick note that this month’s invoice hasn’t come through yet. It’s probably a card that expired or a payment that got stuck. Could you take a look when you have a moment? The link is below.”
Day 7 overdue · The clear note
“Hi [Name] — following up on the invoice from the 1st, which is now a week overdue. Could you settle it by [date]? If something has changed on your side, just tell me and we’ll work it out.”
Day 14 overdue · The pause notice
“Hi [Name] — the invoice from the 1st is still outstanding. As our agreement sets out, I’ll pause work from [date] until it’s settled, and pick up again the moment it is. I’d much rather not, so do let me know if there’s a problem I can help with.”
3. “It was a quiet month — can we pay less?”
“I understand. The fee covers the month rather than the minutes — quiet months are part of the arrangement, and so are the busy ones I don’t charge extra for. That’s what keeps it predictable for both of us.”
3. “It was a quiet month — can we pay less?”
“If the business has changed size, the Essentials package may simply be a better fit now. Shall we look at moving you across from the start of next month?”
4. The work you should not do
“That’s a question for your accountant, and I’d rather you got the right answer than a quick one from me. I’ll make sure they have everything they need from the books.”
The graceful goodbye
Subject: Changes to our arrangement
Hi [Name],
I wanted to let you know, well in advance, that I won’t be continuing as your bookkeeper after [date, at least 30 days away]. The practice is changing direction, and I don’t think I’m the best fit for what your business needs now.
I’ll complete [month]’s work as normal, and before we finish I’ll prepare a clean handover — reconciled accounts, a summary of where everything stands, and anything your next bookkeeper will need. If it helps, I’m happy to suggest a few people.
Thank you for the work we’ve done together. I wish you and the business well.
[Your name]
6. The fee review you schedule, not the one you dread
“It’s that time of year when I look at every client’s package against the work it covers. Yours has grown a little, so from [date] the fee will move from $[old] to $[new]. Everything else stays the same.”
7. When a client leaves you
“Thank you for letting me know, and for the time we’ve worked together. I’ll make sure everything is handed over cleanly. May I ask one thing, so I can do better: what would have made it worth staying?”
Chapter 15 — Your Script Templates
The reflect-and-offer
“So — let me make sure I’ve got this right. Right now you’re [their situation, in their words]. The worst part is [their phrase]. And you said [their most painful sentence].
Here’s what I’d do about that. Every month I’d [concrete service list], and I’d send you a simple summary so you always know exactly where the business stands.
What that means for you is [their hours back], [their dread gone], and you never have to think about it again.
That’s $________ a month, with a one-off clean-up of $________ to get you to a clean start.”
[Stop.]
Five things small businesses often get wrong before tax time
1.	Business and personal spending share one account. Separating them is the single biggest time-saver at year end.
2.	Receipts are kept “later.” A weekly five-minute habit — photograph, file, done — beats a shoebox every time.
3.	Bank accounts are not reconciled month by month. A monthly reconciliation catches missing and duplicated entries while they are still easy to fix.
4.	Money owed to the business is not tracked. Unpaid invoices that nobody is watching are chased late, or never.
5.	Nothing is set aside for tax. Moving a fixed share of every payment into a separate account turns a shock bill into a non-event. Ask your accountant what share fits your business.
The warm-circle message — for when the pipeline is empty
“Hi [Name] — a quick bit of news. I now run a small bookkeeping practice, helping owner-run businesses keep their books current every month for a fixed fee. I’m not asking you to hire me! But if you hear of anyone whose books have got away from them, I’d be grateful if you passed on my name. Hope all’s well with you.”
The referral ask
“I’m so glad this is working well for you. I’m taking on two more clients this quarter — the ones I do my best work for are [a specific type, ‘a bit like you’]. If anyone comes to mind, I’d love an introduction. And if not, no problem at all.”
All figures are illustrative. Confirm the rules that apply where you work.
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