General disengagement/termination letter

[DATE]

[CLIENT NAME]

[CLIENT ADDRESS]

Dear [CLIENT NAME],
Thank you for entrusting me to act as your tax professional. [I/WE] have enjoyed having you as a client. However, due to [INSERT REASON FOR TERMINATION], [I/WE] will no longer be able to provide you with professional services.

This letter is to inform you that effective [DATE], [I/FIRM NAME] resign(s) from all engagements with [CLIENT NAME/ENTITY NAME]. 

[CLIENT NAME/ENTITY NAME] previously engaged [ME/FIRM NAME] to provide [LIST SERVICES]. 

[I/WE] recommend that you engage a new tax professional as soon as possible. Here are the services and due dates that you will need assistance with in the coming months:

· [LIST SERVICES]

[IF AN OUTSTANDING BALANCE IS OWED, REQUEST PAYMENT BY A SPECIFIED DATE]
[I/WE] will work with your new tax professional to make this transition as smooth as possible. Please contact [ME/US] with any questions you may have

Sincerely,

Your tax professional
