How to Switch Accountants: A Step-by-Step Guide
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Choosing the right accountant is crucial to the success of your business. Over time, however, your
business needs may evolve, and you may find that your current accountant is no longer the best fit.
Switching accountants can be a daunting task, but with careful planning and organisation, the transition
can be smooth and stress-free. This step-by-step guide will walk you through the process of changing
accountants, ensuring that your business remains compliant and that the transition is seamless.

1. Evaluate the Reasons for Switching

Before making the decision to switch accountants, it’s important to assess why you want to make the
change. Are you dissatisfied with the level of service? Are you looking for more specialised knowledge or
better communication? Understanding your reasons for switching will help you find the right accountant
to meet your needs and avoid any issues with future partnerships.

Common Reasons for Switching:

e Lack of communication or transparency: If your current accountant is hard to reach or doesn’t
keep you informed, it may be time to move on.

e Outdated technology: If your accountant isn’t using modern accounting tools, you may benefit
from switching to one who offers cloud-based services and automated processes.

e Changing business needs: As your business grows or evolves, you may need an accountant with
more specialised expertise, such as industry-specific knowledge or experience with larger
enterprises.



e Poor performance or errors: Mistakes in your accounting, tax returns, or financial reports can
result in penalties or financial losses, making a switch necessary.

2. Research and Choose a New Accountant

Once you’ve decided to switch, the next step is to find an accountant who better suits your needs. This
requires careful research and consideration, ensuring that the new accountant aligns with your
business’s goals and financial requirements.

Key Considerations When Choosing a New Accountant:

e Qualifications and experience: Look for an accountant with the right qualifications (such as ACA,
ACCA, or CIMA in the UK) and experience in your industry.

e Services offered: Ensure the new accountant offers the services you need, whether it’s
bookkeeping, tax advice, payroll management, or financial strategy.

e Technology and software: Make sure they use up-to-date accounting software, ideally cloud-
based, so you can access your financial information in real time.

¢ Client reviews and recommendations: Look for reviews from other clients or ask for
recommendations from business networks. This will give you insight into the accountant’s
reputation and reliability.

e Fee structure: Be clear on the pricing structure and ensure it fits within your budget. Some
accountants charge hourly rates, while others offer fixed monthly fees.

How to Find a New Accountant:

e Professional networks: Ask for recommendations from other business owners, colleagues, or
industry professionals.

e Online searches and directories: Use online directories such as the Institute of Chartered
Accountants in England and Wales (ICAEW) or the Association of Chartered Certified
Accountants (ACCA) to find qualified accountants in your area.

e Interviews: Once you’ve shortlisted potential accountants, set up interviews to ask about their
experience, services, and how they would approach your business needs.

3. Notify Your Current Accountant

Once you’ve chosen a new accountant, you need to inform your current accountant of your decision.
This step is important to maintain professionalism and ensure a smooth handover.

How to Notify Your Current Accountant:



e Provide formal notice: Write a formal letter or email to notify your current accountant of your
decision to terminate the engagement. Be polite and professional, explaining that you’re moving
in a different direction and giving them notice of when the relationship will end.

e Check your contract: Review your engagement letter or contract with your current accountant to
see if there are any notice periods or terms you need to follow.

e Request necessary documents: Ask your current accountant to provide all necessary financial
documents and records so that the new accountant can take over smoothly.

4. Facilitate the Handover of Financial Records

Once you’ve notified your current accountant, the next step is to ensure that all financial records are
transferred to your new accountant. This includes past tax returns, financial statements, payroll records,
and any other documents related to your business finances.

Key Documents to Transfer:

e Tax returns: Your previous accountant should provide copies of all submitted tax returns and
supporting documentation for at least the past three years.

¢ Financial statements: Ensure that your new accountant receives copies of profit and loss
statements, balance sheets, and cash flow statements.

e Bank reconciliations: Transfer all reconciliations of your business bank accounts, which will help
your new accountant maintain accurate records.

e Payroll records: If your accountant manages payroll, make sure they provide details on all
employee records, PAYE submissions, and pension contributions.

e Bookkeeping records: Transfer all bookkeeping files, including sales invoices, receipts, expenses,
and bank transactions, whether in paper form or digital files from accounting software.

How to Facilitate the Handover:

e Coordinate with both accountants: Communicate clearly with both your current and new
accountant to ensure a seamless transfer of documents and financial information.

e Provide authorisation: In the UK, your new accountant will typically send a “professional
clearance” letter to your old accountant to obtain all the necessary documents. Ensure you
authorise this transfer to prevent delays.

e Request digital files: If your financial records are stored electronically, request that your old
accountant provides them in a format compatible with the new accountant’s software.

5. Update HMRC and Companies House



It’s important to inform HMRC and Companies House (if applicable) when you switch accountants,
particularly if the accountant is listed as your authorised agent for tax filings and other submissions.

How to Update HMRC:

e Update your agent authorisation: If your accountant is authorised to act on your behalf with
HMRC, you’ll need to inform HMRC of the change. This can be done by filling out the necessary
forms or by requesting your new accountant to send a formal authorisation request to HMRC.

e Update Companies House: If your accountant handles filings with Companies House, such as
annual returns or financial statements, inform Companies House of the change as well.

6. Set Up an Onboarding Meeting with Your New Accountant

To ensure a smooth transition, schedule an onboarding meeting with your new accountant. This meeting
is essential to establish expectations, outline your business goals, and ensure that the new accountant
has all the necessary information to start managing your finances.

What to Discuss During the Onboarding Meeting:

e Your business goals: Provide an overview of your business goals, whether it’s growth, expansion,
or improved cash flow management. This will help your new accountant tailor their services to
your needs.

e Your current financial situation: Review your current financial situation, including any existing
debts, tax liabilities, or upcoming financial deadlines.

e Financial processes: Discuss how you currently manage your finances, including payroll,
bookkeeping, and tax filings. If necessary, your new accountant can suggest ways to streamline
or improve these processes.

e Expectations and deadlines: Clearly outline what you expect from your new accountant,
including communication frequency, service level, and key deadlines for tax filings and financial
reports.

7. Monitor the Transition Process

Switching accountants isn’t a one-day task, and it’s important to monitor the transition process to ensure
everything is running smoothly. Regularly check in with your new accountant during the initial weeks to
ensure that they are up to speed and have all the information they need.

How to Monitor the Transition:

e Review financial reports: Ask your new accountant to prepare financial reports early on so you
can assess their accuracy and clarity.



e Stay in communication: Keep an open line of communication with your new accountant during
the first few months. This ensures they understand your business and can quickly resolve any
issues that arise.

e Evaluate performance: After the first quarter, assess your new accountant’s performance to
ensure they are meeting your expectations.

A Smooth Transition to Better Accounting Support

Switching accountants can seem overwhelming, but with a structured approach and clear
communication, the process can be seamless. The key is to choose a new accountant who understands
your business needs and can offer strategic support as you grow. By facilitating a smooth handover of
financial records, notifying relevant authorities, and staying proactive during the transition, you can
ensure that your business remains financially healthy and compliant during the switch.

Ultimately, switching accountants should leave you with better service, improved financial management,
and peace of mind, allowing you to focus on what you do best—running your business.



