……………………………..  2008
The Manager
Collections Department

…………………………………….
……………………………………
…………………………………….
Dear Sir or Madam,
RE:
…………………………………………………. PTY LTD

(ADMINISTRATOR APPOINTED)


ACN ……………………………………..

Previously Trading as ……………………………………….

NOTICE OF APPOINTMENT OF EXTERNAL ADMINISTRATOR


Account number …………………………………….

Account number ……………………………………
I am writing to inform you that I was appointed Administrator of …………………………. Pty Ltd (“the company”) on …………………………. pursuant to Section 436A of the Corporations Act 2001.  A copy of ASIC’s appointment details report is attached.
If the company is indebted to the Bank would you please complete and return the enclosed informal Proof of Debt form so that I may add the Bank to my list of creditors.

On the other hand, if there are any funds held in the name of the company by the Bank, would you please stop the account/s to prevent any further debits, and, as soon as possible, forward the amount held in credit to this office by cheque made payable to “…………………………………………………. Pty Ltd (Administrator Appointed)”.

If you would like to discuss this matter, please call me on ……………………………….
Yours faithfully

………………………………………….
ADMINISTRATOR
letttobankonappo.doc

