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Joint Professional Bodies – Accountant’s Letter Toolkit December 2024

[bookmark: Letter_declining_clients_request]Letter declining client’s request 
<date>
<client name>
<client contact person>
<client address>
<client address>

<client email>

Dear <client contact person>,
You have requested [we/I] provide information or issue a letter of support to <insert name of financing institution> (“the lender”).  [We/I] are unable to do this as [we/I] have assessed it as an unreasonable risk to our practice and it is contrary to [our/my] professional association’s regulations. 

<Tailor to the request and the level of assistance you will provide, if any> 
[We/I] can assist you to collect, collate or prepare information that you provide to the lender but are unable to provide information or such a letter [ourselves/myself]. 
[We/I] regret that [we/I] are unable to assist you with this specific request but look forward to continuing to assist <you/your> business with other matters relating to <you/your business> in the future. Please find attached an information sheet that may assist you understand the reasons for [our/my] decision.

Yours sincerely,




<name of accountant>
<name of accounting practice>
<phone number>
<email address>




image1.jpeg
CPA




image2.png
CHARTERED
ACCOUNTANTS

’ AUSTRALIA + NEW ZEALAND
‘TM




image3.svg
                                    A U ST R A LI A  +   N E W   Z E A L AN D


image4.jpeg
INSTITUTE OF
PUBLIC
ACCOUNTANTS®




image5.jpeg
CPA




image6.png
CHARTERED
ACCOUNTANTS

’ AUSTRALIA + NEW ZEALAND
‘TM




image7.jpeg
INSTITUTE OF
PUBLIC
ACCOUNTANTS®




