SAMPLE CLIENT FIRING LETTER – TAX RETURN ENGAGEMENT

Note:  Normally a client firing letter should be short and to the point.  Be very careful not to write an explanation that could backfire on you, or disparage the client in any way.

Dear Mr. & Mrs. Client:

Due to unforeseen circumstances, I will not be able to complete your tax returns for (year).  The due date for those returns is (due date).  If the returns are on extension, a copy of the extension is enclosed.  You will need to make other arrangements for the completion of your (year) tax returns.

I am returning all of the original documents, listed below, that you have provided to me:
(List all documents.)

I am also providing the following documents and worksheets from my file:
(List documents, if any.  Usually this is just the depreciation schedule and copy of the extension acknowledgement.)

Please pick up your documents at my office during normal office hours.  You will need to acknowledge your receipt of these documents by signing below:


I (we) received the documents listed above on (date).  
Signatures: ________________________________________________________

Thank you,

(Your signature)
Note: Except for extenuating circumstances, I have the client pick up the files at my office so that someone can witness the signature acknowledging the return of the client documents.  In my experience, the client will rarely provide an acknowledgement once he has already received the documents.  If the letter and documents are mailed, I always send them by certified or registered mail.
