INSERT COMPANY NAME [RF_ADMIN_APPT_SUFFIX]
A.C.N. INSERT ACN
 (“the company”)


We refer to our previous report to members dated INSERT DATE OF PREVIOUS REPORT regarding the above company.

This report covers the following matters:

1. Liquidation Update

2. Annual Meeting of Company

3. Remuneration of Liquidators

4. Further Information


1.


INSERT BRIEF UPDATE ON LIQUIDATION OF COMPANY.

2.


Pursuant to the Corporations Act 2001 the liquidators of a company, in a members voluntary winding up, are required to convene a meeting of the company annually, within three months after the anniversary of their appointment by the company.

We now call the annual meeting of the company to be held at:

Place:
INSERT DETAILS OF MEETING LOCATION

if telephone conference facilities are available include:


Telephone conference facilities will be available.


If you would like to attend the meeting by telephone please contact INSERT NAME OF CONTACT on INSERT CONTACT DETAILS at least two business days prior to the meeting with the telephone number you will be contactable on at the date and time of the meeting.

Date:

INSERT MEETING DATE
Time:

INSERT MEETING TIME
The following documents are enclosed:

· Notice of meeting

· Proxy form

Proxy Form
Proxies will be accepted at any time before the start of the meeting, however we request that they be submitted before 4:00pm on the day prior to the meeting, to facilitate checking and a prompt start to the meeting.

All corporate members who wish to vote at the forthcoming meeting must complete a proxy form nominating a person to represent them. Any natural person need not complete a proxy form and can vote in their own name or can nominate someone to represent them by completing the proxy form.

Please note that:

· Proxies lodged at any other meeting of the company are not valid for this meeting.

· If the member is a company then a proxy appointing a person will be required for voting at the meeting, and the proxy should be signed under company seal.


3.



(delete if no further remuneration approval necessary)

We enclose our remuneration report in accordance with the provisions of section 499(7) of the Corporations Act 2001.

It is our intention at the meeting of the company to seek approval for the liquidators’ remuneration in accordance with the relevant INSERT PRACTICE NAME scale of hourly rates for the period INSERT PERIOD DETAILS.  Up until INSERT CURRENT DATE our costs amount to INSERT FEE AMOUNT.

In addition, we will seek the approval of our future remuneration to finalise the administration to be capped at an amount which is acceptable to members.  We recommend that in this administration that cap be INSERT AMOUNT plus GST and outlays.  In the event that our costs exceed the cap we will then be required to call a further meeting of the company to seek approval of any increased sum.


4.


Should members require further information or have information to provide to the liquidators or have matters that they wish to have investigated before the meeting, please do not hesitate to contact INSERT CONTACT NAME of this office on INSERT CONTACT DETAILS.
Dated this INSERT CURRENT DATE
INSERT NAMES OF LIQUIDATORS

JOINT AND SEVERAL LIQUIDATORS
Enc.

Form 529


Corporations Act 2001 
Paragraph 5.6.12(2)

NOTICE OF ANNUAL MEETING OF COMPANY

INSERT COMPANY NAME
(IN LIQUIDATION)
A.C.N. INSERT ACN
Notice is hereby given that the Annual Meeting of the above named company is to be held at INSERT MEETING LOCATION DETAILS, on INSERT MEETING DATE at INSERT MEETING TIME.

AGENDA
1.
Receive a report by the liquidators.

2.
Approval of remuneration of the company liquidators.
3.
General business.

Dated this INSERT CURRENT DATE
INSERT NAMES OF LIQUIDATORS

JOINT AND SEVERAL LIQUIDATORS
INSERT PRACTICE NAME
INSERT PRACTICE ADDRESS
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