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Introduction
This helpsheet is intended to help members when preparing a disengagement letter for their services to a client and includes a separate specimen letter with wording for both corporate and non-corporate clients. 
The helpsheet provides best practice guidance and does not constitute a professional standard. Given that both the type of service provided, and the nature of client will vary from engagement to engagement, professional judgement should be used in applying this helpsheet. 
The example wording for the disengagement letter should therefore be tailored to reflect individual situations. The helpsheet is not intended to provide comprehensive advice for the preparation of disengagement letters and you should refer to additional sources of information where appropriate, including legal advice if necessary.
Client disengagement
There are times when either you will take a decision to cease acting for a client or alternatively where a client may no longer wish to continue working with you. 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. This is particularly important where ongoing and business-critical assignments such as payroll processing or preparation of VAT returns exist.
It is recommended that a clear cut-off point is determined and communicated to the client in respect of your responsibilities. While this communication may be oral with the client or, in some cases, even with the new accountant, a written disengagement letter is best practice.
A disengagement letter provides the client with a clear summary of:
Matters, both within the terms of engagement and any additional matters, that have been dealt with;
What remains to be done;
The date by which any outstanding or incomplete matters need to be completed;
What further work (if any) your firm will undertake; and
The fees due from the client, both for past work and any additional work yet to be performed.
A specimen disengagement letter is provided in the General Practice Manual. 
What if the disengagement letter is not returned?
Even if the client fails or refuses to sign the disengagement letter, the fact that such a letter was sent should be of benefit in upholding your firm’s position in any ensuing disagreements.
If the client does not return the disengagement letter, and you were relying on the client’s response to provide you with the authority you need to communicate with the successor accountant, you would usually still need to obtain the client’s authority to respond to any professional enquiry by other means (e.g. an email from the client giving you such permission). 


Specimen documents
Disengagement letter 
Disengagement checklist
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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