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March 13, 2026
Dear [Hiring Manager's Name],
I am excited to apply for the Bookkeeper position at [Organization Name]. Having spent six years managing bookkeeping and financial reporting for non-profit organizations, I understand the specific demands of fund accounting, grant compliance, and board-level financial reporting that set non-profit finance apart from general business accounting.
At [Current Organization], I oversee bookkeeping for an annual operating budget of $2.4 million across seven restricted program funds and two unrestricted accounts. My work includes coding and posting transactions by fund, tracking restricted grant expenditures against award budgets, preparing monthly fund activity reports for program directors, and supporting the annual audit by assembling schedules and reconciliations. Over three consecutive audits, we have received clean opinions with no material findings. I also process bi-weekly payroll for 22 staff through ADP, allocating labor costs across program and administrative categories per our cost allocation plan.
I work in QuickBooks Nonprofit and have experience with Sage Intacct for fund reporting. I am familiar with Form 990 preparation support, indirect cost rate calculations, and federal grant compliance under Uniform Guidance (2 CFR 200).
[Organization Name]'s mission resonates with me personally, and its financial stewardship reputation makes it exactly the kind of organization I want to support. I would welcome the opportunity to bring my fund accounting experience to your finance team.
Thank you for considering my application. I look forward to speaking with you.
Best regards,
Darnell Washington
