EXAMPLE DISENGAGEMENT LETTER

Date
Client Name

Address

State, Zip code

Re: Termination of Engagement
Dear Client:
[Select one or more of the following four options for the opening paragraph stating the reason for termination]

[Option 1—Inactivity] It has become apparent in connection with a periodic review of our records, that we have performed minimal or no services for you for a substantial period of time. No services have been performed since _____. Pursuant to our firm’s policy, this letter confirms that our engagement has terminated due to inactivity. Effective immediately, we will no longer continue rendering accounting services to you unless we enter into a subsequent engagement for services. 

[Option 2—Nonpayment] As previously discussed, payment of our fees for rendered professional accounting services is now seriously in arrears. Specifically, as of _____, $ ____ is owed for billed and/or unbilled fees. In light of these circumstances, we have reached the conclusion that we must terminate our engagement. Accordingly, we will no longer be rendering accounting services to you and will have no further accountant-client relationship. 

[Option 3—Termination by client] In accordance with your instructions, this letter confirms that our engagement is terminated and we will not render further accounting services on your behalf. We will have no further accountant-client relationship. 
[Option 4—Difficult working relationship with client] This letter is to inform you that we have decided to terminate providing you with professional services, notwithstanding our original engagement with you. Regrettably, due to the difficulty in communicating with you and agreeing upon an appropriate course of action, it is necessary for us to terminate our relationship. Accordingly, we will no longer render accounting services to you and will have no further accountant-client relationship. 
[Option 5—Conflict of Interest] This letter is to inform you that we have determined that a conflict of interest has arisen that we have determined is irreconcilable.  At this time, we have determined that it is in our mutual best interests for use to disengage from representation.  Please feel free to contact us for additional information, but please understand that our privacy requirements may prevent us from fully disclosing the conflict of interest in great detail. Accordingly, we will no longer render accounting services to you and will have no further accountant-client relationship.

[Option 6 – Change in Circumstances or Relationship]  During our recent periodic assessment of our clients’ needs in relation to our services, we have made the difficult determination that due to some changes in our business structure and the overall focus of our firm, we will no longer be able to provide you with our accounting services.  Accordingly, we will no longer render accounting services to you and will have no further accountant-client relationship. 
We recommend that you retain another CPA firm as soon as possible. Below is a list of the status of accounting services that you need to have performed in the near future [or if by a specific deadline, include specific date]: 
·                                               _______________________

· _______________________

·                                               _______________________

Additionally, your personal income tax return, form 1040 [or any of the following that are applicable: corporation income tax return, Form 1120S; corporation income tax return, Form 1120; estimated tax voucher, Form 100ES; Keogh return, Form 5500-C/R; partnership tax return, Form 1065] is due _________. Extensions can be filed until __________. Your estimated tax payment first installment (include appropriate form numbers) is due ______. 
During the transition period to your new CPA, if you have any questions, please contact our office. You should have all the necessary records in your possession required to engage a new accountant; however, if we have any documents that can assist you pursuant to our records retention policy please contact us and we will provide you with any documentation from your file that we are able to pursuant to the applicable code of professional conduct. 

In connection with the termination of our services, all statements for fees are now due and payable. Enclosed please find our final statement for services. We request prompt payment on the enclosed statement and any previous unpaid statement rendered to you.  

[Select one of the following options for closing paragraphs.]

[Option 1—work with you again] We wish you continued success in the future and have enjoyed working with you. We would be pleased to assist you with any future accounting services, should the need arise.

[Option 2—will not work with you again] Although we regret the circumstances that have necessitated the termination of our services, we wish you every success in the future.

Sincerely,

____________________________

Accountant Name
Firm Name
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