Previous Accountant Disengagement & Release of Information Letter Template

This is a letter you can give a new client to send to their old firm. The letter informs the old firm that the client is ending their engagement, and the client asks the old firm to forward all documents, records, and information to your firm.
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Date 

[Previous Accountant]
[Previous Accounting Firm Name]
Street Address
City, State & Zip

Dear [Previous Accountant]:

After long and careful consideration, we have decided that we must end our relationship with you as our accounting firm effective immediately.

Please discontinue any work on our accounts, as we have obtained a new firm to complete any further needs. 

Please forward all of our documents, records, and information to our new firm:

Your Firm, LLC
Address
Phone Number

Please submit your final invoice. I will pay it immediately. 

Thank you for all your hard work. I wish you well in the future.

Sincerely, 



[bookmark: _GoBack][Client Name]
[Client Title]
[Client Company]
