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The Directors
INSERT COMPANY NAME

INSERT COMPANY ADDRESS
Dear Sirs
INSERT COMPANY NAME
A.C.N. INSERT COMPANY ACN
We refer to the proposed Members Voluntary Liquidation of the above company and confirm the cost of the liquidation will be $INSERT FIGURE, plus GST and outlays.  We prefer that this sum be made available to our office prior to the company going into liquidation.

This cost is assuming the company’s external assets are realised, all liabilities settled and no unforeseen complications arise in relation to the winding up. Time spent in preliminary discussions relating to the restructuring of the company's affairs, or on accounting or taxation matters are not included in the above quote.

The following are the steps and timeline to place a company into voluntary liquidation:

1. In order to commence a members’ voluntary winding up the company needs to be considered solvent, therefore the directors are required to sign a declaration of solvency.

2. A directors’ meeting is convened to resolve to place the company into voluntary liquidation and to call a meeting of members to pass a special resolution to effectuate the appointment.  The general meeting of members must be held within 5 weeks of the signing of the declaration of solvency.

3. Within 21 days of the directors’ meeting a general meeting of members is held in order to vote on the future of the company and to make a resolution for the company to be wound up voluntarily.

It is possible to have a shorter transition from the directors’ meeting to the winding up resolution.  In order to do this 95% of the shareholders need to agree to a meeting at Short Notice.  This will in effect put the company in liquidation within 3 days of the directors’ meeting. Once the shareholders resolve to put to the company into voluntary liquidation it takes approximately 3 months to complete the liquidation. 

Accordingly, the liquidation should be finalised prior to INSERT DATE.

Please find enclosed a questionnaire to be completed and returned to this office, prior to the commencement of the winding up.
The following documents are also enclosed for completion and signature by the designated persons as explained in the notes which follow:

1.
Form 520 ‑ Declaration of Solvency.

2.
Minutes of the Meeting of Directors.

3.
Notice of General Meeting of Members.

4.
Agreement for meeting at short notice.

5.
Form 532 - Appointment of Proxy.

6.
Minutes of the General Meeting of Members.

7.
Form 205 - Notice of Resolution.

8.
Signed consent to act as Liquidator (this should be kept with your company records).

9.
Deed of indemnities between the Liquidator and members.

Instructions for completion of the above documents are attached to this letter.

Should you have any queries in relation to the enclosed documents or wish to discuss the commencement of the company's winding up procedures or any other related accounting, secretarial, or taxation matters, please do not hesitate to contact me.

Yours sincerely

INSERT PRACTICE NAME
INSERT SIGNATORY NAME
Encl

Instructions For Completion of Documents to Commence Members Voluntary Liquidation

a.
Form 520 ‑ Declaration of Solvency

(i)
insert on the declaration the names and addresses of an absolute majority of the directors (full names and private addresses must be shown);


(ii)
insert on the statement details of the company's assets and liabilities made up to the latest practicable date before the making of the declaration.  This date should also be shown on the statement;


(iii)
have the above absolute majority of the directors sign the document and date the document the same day as the directors' meeting;


(iv)
this form is required to be lodged with the Australian Securities & Investments Commission following the directors' meeting and before the Notice of the Extraordinary General Meeting is issued.  Therefore, please forward the declaration to our office for lodgement as soon as possible.

b.
Minutes of Directors' Meeting

(i)
insert the place of the meeting;


(ii)
insert the names of the directors present showing who is Chairperson;


(iii)
insert apologies from directors absent;

(iv) Chairperson to sign the minutes;

(v) do not date the document.

c.
Notice of Extraordinary General Meeting

(i)
insert the place of the meeting of members;

(ii) insert the secretary's name above the word "secretary" and have the secretary sign the Notice; 


(iii)
do not date the document.

d.
Agreement for Meeting at Short Notice (to be used if there is insufficient time to call a general meeting giving full notice)
(i) ninety-five percent (95%) of shareholders in nominal value of the company's issued share                       

capital must sign the Agreement (common seals of the shareholder companies must be affixed      if applicable);


(ii)
do not date the document.

e.
Form 532 - Appointment of Proxy (only required if shareholder is a company)

(i)
complete proxy form and affix company seal (if applicable).

f.
Minutes of General Meeting 

(i)
insert the place of meeting;


(ii)
insert the names of the persons present showing who is Chairperson;

(iii) Chairperson to sign the minutes;

(iv) Do not date the document.

g.
Form 205 - Notice of Resolution

(i)
have either a Director or the Secretary sign the document;

(ii) this form is required to be lodged with the Australian Securities and Investments Commission within seven days of the Extraordinary General Meeting.  Please promptly forward it to my office for lodgement;

(iii) do not date the document.

h.
Deed of Indemnity

(i)
All shareholders are required to execute a Deed of Indemnity;


(ii)
Liquidator will execute the returned Deed and forward a copy to the shareholders.

There are a number of strict time constraints pursuant to the Corporations Act 2001 and these must be observed with regard to the above documents.  We therefore request that you DO NOT DATE any of the documents attached. Please contact INSERT CONTACT NAME on INSERT CONTACT DETAILS if you wish to discuss completion of the enclosed documents and the relevant time constraints with respect to our lodging commitments for this liquidation.

Please file the original of the completed and signed Minutes and Notice of Meeting in the Minute Book together with a copy of the Declaration of Solvency and the Notice of Resolution.  Then as soon as possible, please deliver the Minute Book and the company’s common seal to my office.

