Client Offboarding and Records Return Checklist
Firm: [CPA Firm Name]    Client: [Client Name]    Effective end of services: [MM/DD/YYYY]    Prepared by: [Name]
Use when a client leaves, the firm resigns or the engagement ends. Record-return obligations depend on the AICPA Code, state board of accountancy rules and the engagement letter, and they differ for client-provided records and firm-prepared work. The AICPA Code addresses records requests in ET 1.400.200, and state board rules can be stricter. Confirm with counsel before relying on any right to withhold records.
1. Decision and notice
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	1.1. Reason for the end of the relationship is documented (client choice, firm resignation, independence, nonpayment, scope) and approved by the engagement partner
	
	
	
	

	1.2. Written notice is sent to the client with the effective date, a list of open engagements and the status of work, signed by a partner
	
	
	
	

	1.3. Outstanding filings and deadlines (tax returns, extensions, payroll filings, regulatory reports) are listed and handed over or completed by agreement; the firm does not leave the client unaware of an imminent due date
	
	
	
	

	1.4. If an audit or review is in progress and the firm resigns, the effect on the report, communication with those charged with governance and any required notifications (lenders, grantors, regulators) is considered with counsel
	
	
	
	



2. Records to return or provide
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	2.1. Client-provided records (books, source documents, bank statements, contracts) are inventoried and returned on request in a usable format, as the Code and state rules require
	
	
	
	

	2.2. Firm-prepared work products that are the client’s records, such as adjusting entries, tax returns and final financial statements, are identified and provided as the Code and engagement letter require
	
	
	
	

	2.3. The firm’s own working papers and internal memos are identified as firm property, subject to what state law and the engagement letter say
	
	
	
	

	2.4. The firm decides, with counsel, how it treats a request for records when fees are unpaid; the decision and reasoning are recorded
	
	
	
	

	2.5. Return is made through a secure method; the client signs a receipt that lists what was returned and the date
	
	
	
	

	2.6. A copy of what is returned is kept, to the extent the firm’s retention policy and law require it
	
	
	
	



3. Successor accountant communications
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	3.1. The client’s written permission is obtained before speaking with the successor accountant about confidential information
	
	
	
	

	3.2. Requests from a successor auditor for access to workpapers are handled under the firm’s policy, with the client’s consent obtained; the firm decides what it will make available
	
	
	
	

	3.3. For tax clients, copies of returns, carryforwards, depreciation schedules and open notices are provided on request
	
	
	
	

	3.4. Reissuance of a prior audit or review report, if the successor or client requests it, is evaluated before consent is given (firm policy and the standards on subsequent events and reissuance)
	
	
	
	



4. Authorizations, access and systems
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	4.1. Powers of attorney (Form 2848), tax information authorizations (Form 8821) and any e-file authority are withdrawn or revoked as applicable, with the date logged
	
	
	
	

	4.2. Firm access to the client’s systems (bank portals, accounting software, payroll, state tax accounts) is removed, and the client confirms removal; shared credentials are changed by the client
	
	
	
	

	4.3. Client user access to the firm’s portal, shared folders and workpaper systems is closed after records are transferred
	
	
	
	

	4.4. Third-party service providers holding the client’s data (tax software, storage) are told to archive or delete as the firm policy sets, after the retention decision
	
	
	
	

	4.5. Email and phone forwarding for the client contacts are reset; the CRM and billing systems show the client as inactive
	
	
	
	



5. Billing, retention and closing
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	5.1. Final invoice is issued and the unbilled time is reviewed; any collection of fees that remain is routed through the partner
	
	
	
	

	5.2. The retention clock is started: the end date and destruction date are recorded using the firm’s retention schedule (see the data retention checklist)
	
	
	
	

	5.3. The file is assembled and archived by the date the firm’s policy sets after services end; for audits, within 60 days after the report release date (AU-C 230)
	
	
	
	

	5.4. Professional liability carrier is notified if a claim or potential claim exists, as the policy requires
	
	
	
	

	5.5. The firm records lessons learned for acceptance and continuance decisions
	
	
	
	



Conclusion and sign-off
Offboarding is complete, records have been returned or retained as noted, and access has been closed on [MM/DD/YYYY].
Exceptions and follow-up items: ______________________________________________
	Role
	Name / initials
	Date (MM/DD/YYYY)

	Completed by
	
	

	Reviewed by (manager)
	
	

	Engagement partner or firm owner
	
	



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.
