
Quick user guide — completing the Form 524 excel template 

Tab 1 – company or pool details and details of appointment 

 

Tips on completing Tab 1 
• Ensure that the company name exactly 

matches ASIC's record. If it is "Pty Ltd" 
the system will reject the form 
lodgement if you enter "Pty Limited" as 
the name will not match 

• If the ACN starts with a zero, you must 
enter a space between each set of 3 
digits (i.e 023 [space] 456 [space] 789). 
Not doing so means the system will 
remove the zero and the ACN will not 
match the one in the company database.  
The system will then reject your upload 

• For a pooled group, only enter the pool 
group name and not company details 

• Select the 'Type of appointment' from 
the dropdown box 

• Leave 'End Date' blank if this is not the 
final Form 524 

• Ensure you enter your firm name  
• Enter your registered liquidator number 

 
DO NOT USE the macro button until you 
enter all data in all required sections. Once 
you enter all data, the system creates your 
XML file for uploading to ASIC. If you make a 
mistake, correct it and then use the macro 
to create a new XML file 
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Tab 2 – details of period of accounts 

 

Tips on completing Tab 2 
• All three fields are compulsory for all 

appointment types 
• Select whether the accounts are final from the 

dropdown box or type the word, "Yes" or "No" 
• All dates are formatted, dd/mm/yyyy 
• The 'Start Date' day and month should match 

the appointment date or 6 month anniversary 
of appointment date 

• The 'End Date' day and month should be the 
day before the appointment date or 6 month 
anniversary date 
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Tab 3 – details of method of appointment and amounts owed to secured lenders 

 

Tips on completing Tab 3 
• Complete this section only if you are a 

controller (Receiver, Receiver & Manager, 
Controller or Managing Controller) 

• Enter the method of appointment. Some fields 
are selected using a dropdown box 

• 'Security interest number' should only be 
provided when you select PPSR for 'Register 
Type' 

• 'Other Register Details' should only be provided 
when you select "Other register" for 'Register 
Type' 

• 'Name of Appointer' should only be provided if 
you selected, "Instrument not registered" for, 
'Register Type' 

• All three fields for amounts owing to secured 
lenders and estimated value of security are 
required fields for a controller. You must 
complete them all or the system will reject 
your form lodgment (simply enter the missing 
figure/s and rerun the macro if you miss one or 
more of these fields) 
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Tab 4 – details of annual creditors meeting or annual report lodged with ASIC 

 

Tips on completing Tab 4 
• Complete this section only if you're acting as a 

members or creditors voluntary liquidator. 
• Complete this section only if: 
 your appointment has continued for more 

than a year; and, 
  you have held an annual meeting or 

lodged an annual report  
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Tab 5 – creditors table and summary of professional fees and completion dates 

 

Tips on completing Tab 5 
• Complete the Dividend/Creditors table  if you 

are a court liquidator, creditors voluntary 
liquidator or a deed administrator 

• All appointment types, except provisional 
liquidators, must complete the summary of 
professional fees  

• The estimated completion date month must be 
selected from the dropdown box or typed in 
full.  Note that the year format is, YYYY 

• 'Risks and Tasks' cells are "free text" 
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Tab 5a – details of schedule of dividends paid 

 

Tips on completing Tab 5a 
• Complete this section only if you are a court 

liquidator, creditors' voluntary liquidator or a 
deed administrator 

• You must show all dividends paid throughout 
the whole administration and not just those 
paid during the period covered by this account 

• A dividend of 10 cents in the dollar should be 
entered as a whole number ie 10 and not as 
0.10.  The cell displays this as, 10.00000 cents  

• The 'Units' column is automatically completed 
based on your selection in 'Category' and 
cannot be overwritten 
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Tab 6 – summary of accounts of receipts and payments and reconciliation of money held 

 

Tips on completing Tab 6 
• All appointment types must complete this 

section 
• You must manually enter the total amounts 

received and paid before the current period 
• Total amounts received and paid during this 

period are completed automatically from the 
detailed receipts (Tab 8) and payments (Tab 9) 
schedules 

• The form automatically calculates total receipts 
and payments  
 

• You must manually enter  figures for  
o cash in hand 
o credit as pre bank statement 
o unpresented cheques 
o outstanding deposits 
o amounts invested but not converted to 

cash 
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Tab 7- statement of estimated outcome and financial position  

 

Tips on completing Tab 7 
• Complete this section only if you are a court 

liquidator or creditors' voluntary liquidator 
• If you select "No" in the dropdown box 

concerning payment of a dividend to any class 
of creditor, do not complete the statement of 
financial position 

• If you select "Yes" in the dropdown box, (that 
you do expect to pay a dividend to any class of 
creditor),  the form automatically completes 
the, 'Total balance of money held'  using the 
figure from the, 'Reconcilliation of money held' 

• 'Balance to contributories' reflects a calculation 
where dividends to all creditor types is less 
than the, 'Estimated net asset recoveries at 
date of this account available for further 
dividends to creditors'. 
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Tabs 8 and 9 – detailed receipts and payments for the period 

 
 
 

 
 

Tips on completing Tabs 8 & 9 
• All dates are formatted dd/mm/yyyy  
• Complete, 'Transaction Category' from 

the dropdown box. This field will not be 
displayed on the PDF created and lodged 
with ASIC.   It is for ASIC internal 
purposes only and allows us to 
categorise the receipts and payments in 
our database. Table 1 of this document 
provides a list of all account 
classifications. 

• 'Transaction Details' will appear on the 
PDF. If you were using an accounting 
package, this detail comes from the 
name of the general ledger account, on 
the paper form it’s the existing "Nature 
of recipts explanation column" 

• 'GST Receipts' and 'FEGS receipts' should 
be coded to, 'Other receipts' 

• GST payments should be coded to, 'Cost 
of Realisation' / 'Other Cost of 
Realisation'. FEGS payments should be 
coded to 'Distribution/Dividends' / 
'Priority Creditors' 

 
Have you now completed all sections of the 
form?  If so, go back to Tab 1 and press the 
macro button to 'Create File to Upload to 
ASIC'. 
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Data1 and Data 2 tabs – blank worksheets 
 
We have also included two additional worksheet tabs (Data 1 and Data 2) that are available for you to download your receipts and payments data and 
link through to several sections of the Excel Form 524.  
 
You can create links to your data (if you wish too), either on the data worksheets or to another worksheet.   

• Tab 8 (worksheet) is Section 7. Account of receipts for the period 
• Tab 9 (worksheet) is Section 8. Account of payments for the period 

 
We recommend you do not attempt to create any linking, other than the sections identified above.  If you attempt to create linked fields in other 
sections, it may result in you not being able to submit the form 
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Table 1 – ASIC account classifications 
Transaction type Group name Transaction categories 
Receipt 
 

Asset Realisation 
 

Sale of business 
Land and buildings 
Plant and Equipment 
Cash on Hand/Bank 
Work in progress 
Inventory 
Sundry Debtors 
Other (Pre appointment Assets) 
Legal Recoveries 
Antecedent Transactions 

Trading receipts Trading Receipts 
Other receipts Other Receipts 

Payment 
 

Cost of Realisation 
 

Appointee - remuneration 
Appointee - disbursements 
Legal Fees 
Property Realisation and Preservation Costs 
Other Cost of Realisation 

Trading Expense 
 

Payroll Expenses 
Purchases 
Other Trading  Expense 

Distribution/Dividends 
 

Priority Creditors 
Unsecured Creditors 
Secured Creditors 
Deferred Creditors  
Contributories Creditors 
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