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Introduction
Whether you are retiring or ceasing your practice for other reasons, it’s important to be aware of both ethical and practical implications of doing so. This helpsheet will help you to consider these important aspects.
Routes to ceasing to practice
When deciding to cease practice, there are multiple ways that this can be achieved. Whichever route is chosen and is most appropriate will depend on a number of factors specific to you. It is important however to start thinking about this as early as possible. It often takes much longer than you might think and planning and preparation is key.
Generally, the options which may be considered are:
Managed wind down – often planned over several years with clients either ceasing or retiring themselves, or remaining clients being informed of the decision to cease practice and that they will require to appoint a new professional accountant.
Accelerated closure – while in many ways this is like the managed wind down, the speed at which the cessation needs to take effect is much faster and often due to unplanned circumstances, such as unexpected ill health or other life factors.
Sale of fees -  arrangements may be made with another firm to take over your clients, including payment for the arrangement. This may take the form of a sale of business assets agreement where legal advice is likely to be taken in drafting the agreement. A client is not obligated to transfer to the purchaser and the contractual arrangements between you and the client will terminate. 
Sale of the business entity – similar to the sale of fees but where the whole business entity is transferred to new owner(s).

Clients should be informed at an appropriate time of your decision, the impact on them and any action they are required to take.
Disengagement
Other than where there is a sale of the business entity when the engagement contract would remain unterminated, when your engagement with a client is ending it is important to set out clearly the disengagement position though a disengagement letter. 
A disengagement letter can be used to clarify responsibilities with the client during the handover between your firm and the new accountant. It is important that there is no misunderstanding about what work has been completed and what remains outstanding for the client or their new accountant to deal with.
Change of professional accountant
It would be expected that any new professional accountant that the client engages will issue an enquiry letter. Arrangements will require to be made to respond to enquiry letters and to handover information relating to the client even if you have ceased to practice in the meantime.
The same ethical and practical issues apply on the change of a professional accountant whether it arises from a client deciding to change advisor of their own account or whether it arises from a practice cessation.
Documents and files
Irrespective of the practice ceasing, there remains obligations in relation to documents and files which will need to be considered. AML and GDPR obligations must be given particular attention. 
AML – The CCAB Anti-Money Laundering, Counter-Terrorist and Counter-Proliferation Financing Guidance for the Accountancy Sector (paragraph 3.6.18) requires all records created as part of the CDD process, including any non-engagement documents relating to the client relationship and ongoing monitoring of it, to be retained for five years after the relationship ends.
GDPR – while you still hold personal data you require to comply with GDPR requirements, including payment of the ICO registration fee. You may continue to hold personal data because of AML, PII or other obligations. You should ensure that your document and file retention policy is being adhered to. Any personal information that is not required to be retained in accordance with that policy should be deleted or destroyed.
Client’s documents and files – these should be returned to clients or handed over to the incoming professional accountants.
Books and records – your practice books and records of account will require to be retained in accordance with legislative requirements.
Audit working papers – ICAS audit regulations require audit working papers to be retained for a period of at least six years after the date of the audit report.
While it may be understandable that there would be a desire not to have to retain records, not least because of the issue of storage and its possible associated costs, as can be seen from the above, appropriate arrangements are likely to have to be made to continue to store records for a considerable period after cessation of practice.
Where there is a sale of the practice, then a practical solution is often to arrange that the purchasing firm take over the records. Careful consideration should be given to agreeing in writing the conditions relating to storage and access of the records, normally as part of the sale and purchase agreement.
Further information on document and file retention is available in a separate Helpsheet.
Professional indemnity insurance (PII)
When ceasing practice this does not extinguish liability for previous work. It is therefore important that PII cover is maintained for work carried out whilst in practice but for which a claim is made after cessation.
The ICAS professional indemnity insurance regulations require that a minimum two years run-off cover is in place. After that, and where a practice ceases, all reasonable steps must be taken to maintain run-off cover for a further four year period.
You should contact your PII broker to discuss run-off cover as early as possible if you are considering ceasing to practice or at the latest once a decision to cease has been taken.
Notifying ICAS
Ceasing to practice may impact several regulatory areas, including future monitoring activity as well as regulatory authorisations. We would therefore encourage you to engage with the ICAS regulation team at an early date. You can contact them by email at regulatoryauthorisations@icas.com
Ongoing practising certificate requirements
While your main practice work might cease, you should be mindful that you may still require a practising certificate (PC) for certain activities that may be carried out. This might include for example acting as an independent examiner for a charity or acting as a consultant or sub-contractor. Further information on when a PC is required is available on the ICAS website.

Regulatory and disciplinary action
Any regulatory or disciplinary processes that had started while in practice will not stop just because you have ceased to practice. Similarly, it is possible that information that requires investigation can be brought to the attention of ICAS after you have ceased to practice. You should co-operate with any regulatory process or investigation even after you have ceased to practice.
Useful links
ICAS Code of ethics
Helpsheet: Disengagement from client 
Helpsheet: Documents and file ownership and retention
Helpsheet: Documents and file access rights 
Helpsheet: Ethical matters in relation to engagement and disengagement procedures
Further information and assistance
Further assistance and information can be obtained from the Practice Support team. You can contact them through the Practice Support section of the ICAS Technical helpdesk.













Disclaimer:

This document has been published by ICAS for information purposes only and ICAS cannot accept responsibility for any person acting or refraining to act as a result of any material contained within this guidance. Recipients should make their own independent evaluation of this information and no action should be taken, solely relying on it. The document is intended to assist members in the general application of the subject, it is not intended to cover all aspects. 

Whilst this information is believed to be reliable, ICAS, its employees and others involved in the production of this information do not provide any representation or warranty (express or implied) of any kind as regards the accuracy or completeness of this information, nor do they accept any responsibility or liability for loss or damage arising in any way from any use made of or reliance placed on this information.

All information is believed to be correct at the time of publication.
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