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AIA Sample Disengagement Letter



To the [directors/designated members/partners/trustees] of
[Client Name]
1.	Purpose
Further to [our recent discussion]/[your letter dated [Date]] the purpose of this letter is to set out matters connected with [your decision to replace us as your accountants]/[our decision to cease acting as your accountants] with immediate effect.
2.	Summary of Services Provided
During the course of our professional work for you we have provided the following services [select as appropriate]:
· Accounts preparation
· Preparation of VAT returns
· Payroll processing and submission
· Completion of personal tax returns
· Completion of business tax returns
·  [Other services]
These services, together with a summary of the respective responsibilities of both yourselves and us relating to them, and the terms of business on which we provided service, were set out in our Letter of Engagement to you, dated [xxx].
3.	Current Status Report
To ensure that you are fully aware of the current status, including applicable dates by which aspects of these services are normally due, we attach to this letter a progress report. This report sets out, by service, information relating to the last completed service cycle, details of progress to date in respect of the current service cycle, and its applicable ‘due date’. This report should assist the firm succeeding us as your advisers to assume responsibility for this work.
[In view of the due date relating to [xxx] service we have agreed to continue with our responsibilities in respect of this service alone until [xxx].


4.	Respective Responsibilities
4.1	With respect to our resignation as your accountants, our responsibilities to you, with the exception of the specific matters referred to in section 3 will cease with immediate effect.  To assist you and any successor, we have drawn your attention to relevant dates associated with the services provided in section 3. You will be solely responsible for identifying another accountant to take on the responsibilities as outlined in section 3 or to satisfy the need for the services that we provided.
4.2	It is common for practitioners to combine an initial professional enquiry with a request for information and documents relevant to the engagement. We will, unless undue additional work is entailed, be pleased to respond to these enquiries at no additional fee, and would be pleased if you would indicate your agreement to our satisfying these requests by signing and returning to us the authority attached to this letter.
5.	Limitation of Third Party Rights
We should remind you of the provisions limiting the rights of third parties to rely on our work set out in Section [xxx] of our Letter of Engagement, which provide as follows: “The advice and information we provide to you as part of our service is for your sole use and not for any third party to whom you may communicate it unless we have expressly agreed in the engagement letter that a specified third party may rely on our work. We accept no responsibility to third parties, including any group company to whom the engagement letter is not addressed, for any advice, information or material produced as part of our work for you which you make available to them. A party to this agreement is the only person who has the right to enforce any of its terms and no rights or benefits are conferred on any third party under the Contracts (Rights of Third Parties) Act 1999."
6.	Retention of Records
During the course of our work we have collected information from you and other parties acting on your behalf. Some of these records and other items of documentation should be retained by you to satisfy your statutory obligations. We will be pleased to return any original documents or documents that legally belong to you on request. We should advise you, however, that if you fail to collect such records within six months of the date of this letter, we cannot be held responsible for their safekeeping and we may destroy documents and records that we hold without further notice.
7.	Fees
All work which we have completed for you has been invoiced, and we have received payment in full for this work.
OR
All work which we have completed for you has been invoiced, and the sum of £[xxx] remains outstanding.  We would also like to respectfully remind you that our terms of payment are [xxx] days from the date of the invoice.
OR
Our last invoice was raised on [xxx].  Since then we have performed additional work for you and we enclose an invoice relating to this work in accordance with our normal payment terms.
OR
With reference to our fees, we calculate that an amount of £…… plus VAT, as set out in the attached invoice, remains due from you. 
[A further fee will be due to us in respect of the additional work set out in 3 (above) and] if it is necessary to carry out work outside the responsibilities outlined in this letter, we will advise you in advance.]
8.	Tax Authorities
We have informed H M Revenue and Customs that we are no longer acting for you.
9.	Applicable law
This engagement letter shall be governed by, and construed in accordance with, English law.  The Courts of England shall have exclusive jurisdiction in relation to any claim, dispute or difference concerning the engagement letter and any matter arising from it.  Each party irrevocably waives any right it may have to object to an action being brought in those Courts, to claim that the action has been brought in an inconvenient forum, or to claim that those Courts do not have jurisdiction. 
10.	Confirmation of Disengagement
[bookmark: _Hlk32318308]To confirm that you have read and understood the contents of this letter and agree that it accurately reflects your understanding of our disengagement, please sign and return the enclosed duplicate.  If it is not returned to us within [21 days] of the date of this letter, we shall proceed as if you had provided such agreement.
If this letter is not in accordance with your understanding of our disengagement, please let us know. 
Yours sincerely

Firm name

ACKNOWLEDGEMENT

[I]/[We] acknowledge receipt of this letter, which fully records the agreement between us in relation to your resignation as accountants.

[I]/[We] consent to you communicating with ………………………… whom we have appointed in your place.

[I]/[We] also consent to you satisfying any requests that they might have for access to information and/or documents relevant to the engagement.  If this is likely to result in additional fees please contact [me]/[us] first.





Signed………………………….

Name…………………………..

[Director][Partner][Trustee][Member][Proprietor]

[For and on behalf of……………………………………..]

Date…………………………….


Disclaimer: 
The Association of International Accountants (AIA) has prepared this sample disengagement letter. 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 disengagement letter 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 letter.
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