DATE

REFERENCE

INSERT NAME OF SOLICITOR
INSERT ADDRESS OF SOLICITOR
Dear Sirs,
INSERT COMPANY NAME (IN LIQUIDATION)

A.C.N. INSERT ACN
On INSERT DATE OF WINDING UP, INSERT COMPANY NAME was placed in liquidation and INSERT NAMES OF LIQUIDATORS were appointed joint and several liquidators.

We understand that you are the solicitor for the company.
Our role as liquidator requires us to undertake a review of the books and records of the company up to and including the date of our appointment. In this regard, we are writing to you to seek your assistance in conducting this review.  Accordingly, we would appreciate you making all files, books and records (including electronic copies) relating to INSERT COMPANY NAME in your possession available for collection by us.  For that purpose, formal notice required to be sent to you under the provisions of the Corporations Act is attached.

When the books, records and other documents are available, would you kindly contact INSERT NAME OF CONTACT on INSERT CONTACT DETAILS and he / she will be happy to arrange collection.

Would you also advise us of:

(1)
any outstanding fees to your firm up to the date of our appointment so that we can be sure of including the debt in the list of creditors.  A Proof of Debt Form is attached for your completion and return in due course;

(2)
all matters on which you have previously received instructions from the company; and

(3)
all matters on which you hold current instructions from the company so that we may take appropriate action.

If you hold any funds on behalf of the company, please forward the funds to this office in the form of a cheque made payable to INSERT COMPANY NAME (In Liquidation).

Should you have any queries in relation to this matter, we would appreciate if you would give us a call. 

Yours sincerely

INSERT NAMES OF LIQUIDATORS
JOINT AND SEVERAL LIQUIDATORS
Corporations Act Section 530B

INSERT COMPANY NAME (IN LIQUIDATION)

A.C.N. INSERT ACN
To:
INSERT NAME OF SOLICITOR

INSERT ADDRESS OF SOLICITOR
Pursuant to Section 530B of the Corporations Act you are required to deliver all books and records for the above company in your possession to us within ten (10) days after the date of this notice.

Dated This 

INSERT NAMES OF LIQUIDATORS

JOINT AND SEVERAL LIQUIDATORS
Form 535

Subregulation 5.6.49(2)

Corporations Act 2001

FORMAL PROOF OF DEBT OR CLAIM (GENERAL FORM)

	To the Liquidators of
	INSERT COMPANY NAME (IN LIQUIDATION)

A.C.N. INSERT ACN



1. This is to state that the company was on INSERT DATE OF WINDING UP, and still is, justly and truly indebted to:
	Creditor Name


	

	Creditor Postal Address
	

	
	

	Telephone
	

	Facsimile:
	

	Email:
	

	ABN (N/A, if not required)
	

	FOR $Amount owing (Dollars & Cents)
	$



Particulars of the debt are:
	Date
	Consideration 

(state how the debt arose and attach supporting documentation)
	Amount

$    c

	
	
	

	
	
	

	
	
	


2. To my knowledge or belief the creditor has not, nor has any person by the creditor's order, had or received any satisfaction or security for the sum or any part of it except for the following:  (insert particulars of all securities held.  If the securities are on the property of the company, assess the value of those securities.  If any bills or other negotiable securities are held, show them in a schedule in the following form).
	Date
	Drawer
	Acceptor
	Amount

$    c
	Due Date

	
	
	
	
	

	
	
	
	
	


*3.
I am employed by the creditor and authorised in writing by the creditor to make this statement.  I know that the debt was incurred for the consideration stated and that the debt, to the best of my knowledge and belief, remains unpaid and unsatisfied.

*3.
I am the creditor's agent authorised in writing to make this statement in writing.  I know the debt was incurred for the consideration stated and that the debt, to the best of my knowledge and belief, remains unpaid and unsatisfied.
*  Do not complete if this proof is made by the creditor personally.
	Signature:
	Dated:



	Print Name:
	Occupation/Title:


	RECEIVE REPORTS BY EMAIL
	Yes
	No

	Do you wish to receive all future reports and correspondence from our office regarding this administration via email?
	(
	(











