[CPA Firm Name]
Certified Public Accountants
[Street Address] · [City, State ZIP] · [Phone] · [Email]
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement and your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, dispute or records wording. It is not legal advice and does not by itself show compliance with professional standards.]
[Drafting note: Pick the version that fits and delete the other. Version A confirms that a finished engagement is over and no ongoing services follow. Version B ends a relationship, or declines to continue, while work is open or recurring. Send by a method you can prove was delivered. Say only what is needed about the reason. If the engagement involves an issuer, a government audit, a regulator or a dispute, call counsel before you send.]
[MM/DD/YYYY]
[Name], [Title]
[Client Name]
[Street Address]
[City, State ZIP]
Re: End of our professional relationship — [Client Name]
Dear [Name]:
Version A. Engagement complete, no continuing services
We have delivered [deliverable] for [period] on [MM/DD/YYYY]. That completes the engagement described in our letter of [MM/DD/YYYY]. We have no further obligation to you after today unless we agree to a new engagement in writing, and we will not monitor your filing dates, deadlines or changes in the law after today.
Dates that remain your responsibility include: [list, for example estimated tax payments due [dates], the [year] return due [MM/DD/YYYY], payroll filings due [dates], annual report or license renewals]. If you would like us to help with any of them, please tell us before the date and we will send an engagement letter.
Version B. Ending the relationship before the work is complete
We are ending our professional relationship with [Client Name] effective [MM/DD/YYYY]. [Optional, neutral reason: for example, we have not been able to obtain the information we need to complete the work; we have a conflict that prevents us from continuing; the work is outside the services we now offer; we are no longer able to meet your timetable.] [Delete the reason if you prefer to give none.]
	Engagement
	Status as of the end date
	What happens next

	[Engagement 1]
	[Complete / in progress / not started]
	[Deliverables we will give you; work we will not do]

	[Engagement 2]
	[Status]
	[Next step]



The following time-sensitive matters are open: [list filing deadlines, notices, payments]. You or your next accountant will need to deal with them. We will [not] file extensions or take other steps for you after [MM/DD/YYYY]. [If we have started a return and filing is due before the end date, describe exactly what we will and will not do.]
Both versions: fees, records and what to do next
1. Fees: our final invoice for [MM/DD/YYYY to MM/DD/YYYY] is [enclosed / will follow] for [$Amount]. [State any unpaid balance and the payment date.]
1. Your records: we will return the original records you gave us, and copies of the records you need to meet your federal tax obligations, promptly on request. We may keep copies of what we return. Work we prepared that has not been paid for may be handled as federal rules and state law allow. [Review with counsel.]
1. Our working papers belong to the firm. We keep them under our retention policy and will not release them except with your consent or as law, regulation or professional standards require.
1. Your next accountant: if you hire another accountant, we will answer reasonable questions from them once you give us your written permission to speak with them and to release the information they need.
1. Access: your access to [client portal] will end on [MM/DD/YYYY]. Please download anything you want before then.
1. Insurance, regulators and creditors: if you have a lender, insurer or regulator who expects work from us, tell them we are no longer engaged. We will tell them if you ask us to.
Thank you for the chance to work with you. If you have questions, please call [Name] at [Phone].
Sincerely,
[Engagement Partner], CPA
[CPA Firm Name]
[Phone] · [Email]
Enclosures: [final invoice; list of records returned; schedule of open dates]
Acknowledgment of receipt (optional): ______________________  Date: [MM/DD/YYYY]
Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
