DATE
REFERENCE
INSERT NAME OF SERVICE PROVIDER
INSERT ADDRESS OF SERVICE PROVIDER
INSERT COMPANY NAME (IN LIQUIDATION)
A.C.N. INSERT ACN
On INSERT DATE OF WINDING UP, INSERT NAME OF COMPANY was placed in liquidation and INSERT NAMES OF LIQUIDATORS were appointed joint and several liquidators.

Please provide the following information

(1) 
Details of all telephone numbers and fax numbers registered to the company and details of any other services provided to the company.

(2)
A copy of the last account issued to the company.

(3)
Details of any claim that your organisation may have against the company. 

The liquidators do not wish to continue the supplies. Please arrange cancellation of all services and provide confirmation of cancellation in due course.

Thank you for your assistance.  If you require further information, please contact INSERT NAME OF CONTACT of this office on INSERT CONTACT DETAILS. 

Yours faithfully 

INSERT NAMES OF LIQUIDATORS
JOINT AND SEVERAL LIQUIDATORS
