[To use this letter, copy the entire text below into your standard letter format and then change the date, address, subject, your name, delete the method of accounting records collection that isn’t relevant, and delete these instructions]
Date
Your previous accountants’ name

Your previous accountants’ firm name

Your previous accountants’ floor

Your previous accountants’ building name

Your previous accountants’ street address

Your previous accountants’ area

Your previous accountants’ city and post code
Dear your previous accountants’ name
Re: YOUR BUSINESS NAME AND YOUR NAMES
After careful consideration, we/I have decided to use a different accountant to undertake our future accounting and taxation work. 
We/I have chosen to use Infinite Possibilities as our new accountants and they will be contacting you in the near future to confirm the change.  

This is in no way a reflection of any dissatisfaction but is merely because [they are closer, we/I see them more regularly, they offer proactive business advice, the owner is a personal friend, there are greater synergies between their business and mine, ...]
[We/I would be grateful if you would supply Infinite Possibilities with all the information they require, when they write to you shortly.]  OR   [Would you please collate all our accounting records for us to collect and let us know when we can collect them?]
We/I would like to take this opportunity of thanking you for all of the assistance you have provided over the past years and wish you all the best for the future.

Yours sincerely

Your name
