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BOOKS, DOCUMENTS AND OTHER POSSESSIONS OF A COMPANY

WHICH MUST BE DELIVERED OR OTHERWISE PUT UNDER THE CONTROL

OF ITS DULY APPOINTED ADMINISTRATOR
Name of Company:
……………………………………………………… PTY LTD

(ADMINISTRATOR APPOINTED)

ACN ……………………………………………..
Books and documents received by:


	
	
	
	Delivered
	Currently

	Maintained
	Description
	
	to Admin.
	Held By

	
	
	
	
	

	
	1
	Certificate of Incorporation.
	
	

	
	
	
	
	

	
	2
	Memorandum of Articles of Association.
	
	

	
	
	
	
	

	
	3
	Common Seal and where applicable, share seal.
	
	

	
	
	
	
	

	YES / NO
	4
	Directors Minute Book.
	
	

	
	
	
	
	

	YES / NO
	5
	Members Minute Book.
	
	

	
	
	
	
	

	YES / NO
	6
	Statutory Registers and Seal Registers.
	
	

	
	
	
	
	

	YES / NO
	7
	Copies of all documents filed with the ASIC
	
	

	
	
	
	
	

	YES / NO
	8
	Copies of Income Tax Returns.
	
	

	
	
	
	
	

	YES / NO
	9
	Copies of Business Activity Statements or Instalment Activity Statements.
	
	

	
	
	
	
	

	YES / NO
	10
	Official signed copies of Annual Accounts.
	
	

	
	
	
	
	

	YES / NO
	11
	General Ledger posted and balanced to date of
	
	

	
	
	administration.
	
	

	
	
	
	
	

	YES / NO
	12
	General Journal with explicit narrations to all entries.
	
	

	
	
	
	
	

	YES / NO
	13
	Reconciled Cash Book.
	
	

	
	
	
	
	

	YES / NO
	14
	Purchases Journal and Supplier Invoices.
	
	

	
	
	
	
	

	YES / NO
	15
	Sales Journal and Sales Invoices.
	
	

	
	
	
	
	

	YES / NO
	16
	Petty Cash Book.
	
	

	
	
	
	
	

	YES / NO
	17
	Wages Book and Employee Records, copies of Group Certificates and Payment Summaries.
	
	

	
	
	
	
	

	YES / NO
	18
	Debtors Ledger balanced and reconciled with General Ledger.
	
	

	
	
	
	
	

	YES / NO
	19
	Creditors Ledger balanced and reconciled with General Ledger.
	
	

	YES / NO
	20
	Bank Statements.

Name of bank . . . . . . . . . .  Branch. . . . . . . . . . . . . . . .

A/c No. . . . . . . . . . . . . . . . . From      /     /     to     /     /     

Name of bank . . . . . . . . . .  Branch. . . . . . . . . . . . . . . . . .

A/c No. . . . . . . . . . . . . . . .   From      /     /     to     /     /     

Name of bank . . . . . . . . . .  Branch. . . . . . . . . . . . . . . . . .

A/c No. . . . . . . . . . . . . . . .   From      /     /     to     /     /     
	
	

	
	
	
	
	

	YES / NO
	21
	Payment Vouchers
	
	

	
	
	
	
	

	YES / NO
	22
	Cheque Butts and Deposit Books.

Name of bank . . . . . . . . . .  Branch. . . . . . . . . . . . . . . .

A/c No. . . . . . . . . . . . . . . . . From      /     /     to     /     /     

Name of bank . . . . . . . . . .  Branch. . . . . . . . . . . . . . . . . .

A/c No. . . . . . . . . . . . . . . .   From      /     /     to     /     /     

Name of bank . . . . . . . . . .  Branch. . . . . . . . . . . . . . . . . .

A/c No. . . . . . . . . . . . . . . .   From      /     /     to     /     /     
	
	

	
	
	
	
	

	YES / NO
	23
	Correspondence In and copy correspondence Out.
	
	

	
	
	
	
	

	YES / NO
	24
	Copies of any Contracts entered into including Hire Purchase and Leasing Agreements.
	
	

	
	
	
	
	

	YES / NO
	25
	GST, PAYG Withholding, Pay-Roll Tax and/or, WorkCover Sales Tax pre 1.7.2000 etc. registration certificates with copies of returns made.
	
	

	
	
	
	
	

	YES / NO
	26
	Plant or asset registers, stock records, depreciation schedules.
	
	

	
	
	
	
	

	YES / NO
	27
	Titles to any land owned.
	
	

	
	
	
	
	

	YES / NO
	28
	Certificates for any shares or other securities owned.
	
	

	
	
	
	
	

	YES / NO
	29
	Motor Vehicle Registration Certificates.
	
	

	
	
	
	
	

	YES / NO
	30
	Insurance Policies.
	
	

	
	
	
	
	

	YES / NO
	31
	Any other documents, Titles or Articles which relate to the Company and should be in the possession of the Administrator
	
	


Any books and records of the company that have been either lost or destroyed should be listed on a separate page with a full explanation of the circumstances surrounding the loss or destruction.

I hereby declare that the books, documents and other records detailed above are all of the books, documents and other records of the company.

SIGNED:




……………………………………………..
POSITION IN COMPANY

BEFORE ADMINISTRATION:

DATE:


listofbooksrequired.doc

