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Disengagement Checklist 

1 Client-initiated Termination

1.1 Service no longer needed due to:

	Relocation
	

	Retirement
	

	Sale/merger of business
	

	Business expansion; services not provided by our firm
	

	Change in circumstances
	

	Other (specify)
	


1.2 Client unhappy due to:
	Cost of provision
	

	Inability to meet deadlines
	

	Errors in service
	

	Incompleteness of service
	

	Disagreement concerning matters of professional judgment
	

	Other (specify)
	


1.3 Other reason for termination:
	Professional differences
	

	Personal differences
	

	Other (specify)
	



	Comments





2 Firm-initiated Termination  

2.1	Service no longer offered due to:

	The practice ceasing
	

	The client requires services that we do not provide
	

	Other (specify)
	



2.2	Other reason for termination:

	Possible conflict of interest
	

	Concerns exist regarding independence
	

	Economic Crime Act related reasons (e.g failed identity checks)
	

	Other (specify)
	




2.3	No longer meets firm/client requirements due to:

	Risk
	

	Resources required
	

	Commercial considerations
	

	Personal differences
	

	Other (specify)
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3 Administrative Issues 

3.1	

	Communicate to relevant staff via [xxx]
	

	Set a date for disengagement (to be completed by [xxx])
	

	Complete a client status report for all services
	

	Return the client’s records
	

	Advise of outstanding fees
	

	Remove data from systems in line with data protection policy
	



	Comments




To avoid misunderstandings, it is strongly advised a contemporaneous file note be made of the matters discussed with the client and that all relevant issues are sent in writing to the client by recorded mail. 
Disclaimer: 
The Association of International Accountants (AIA) has prepared this sample client disengagement checklist template. It should be used as a guide and members should adapt its contents to best suit their needs. 
AIA does not provide any guarantee that this sample will be suitable for everyone and in using it, you should be aware that AIA will not be liable on any basis for any consequences arising from its use.
You should seek legal advice if you are unsure of the meaning or effect of any of the terms, conditions or clauses contained within the template.
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