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QUESTIONNAIRE FOR DIRECTORS AND OFFICERS

COMPANY:
……………………………………………………………………………..PTY LTD

(ADMINISTRATOR APPOINTED)

ACN …………………………………………………
This questionnaire is to be completed and returned ………………………., …………………………….., …………………………….., ………….., within seven days of receipt.  All questions must be answered in full even if no business has been conducted.  Nil or N/A (Not Applicable) may be inserted where appropriate.  If insufficient space provided, please attach a separate sheet.
NAME & ADDRESS OF OFFICER:  …………………………………………………………….
POSITION:
…………………………………………………..
PHONE NO:
BH
…………………………………………….


AH
……………………………………………..


MOB
……………………………………………..
Registered Office location: ………………………………………………………………………………………….

…………………………………………………………………………………………………………………………..

Principal Place of Business location: ………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

Previous name/s of company, if any: ………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

Names of all Directors or Secretaries (present and former): …………………….……………………………….

………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

Names of Shareholders (present and former) and Number of Shares held: ……………………………………

………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

What do you consider were the causes of the failure of the company? ………………………………………

…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………
How many full time employees (including directors) did the company have? …………………………………..
…………………………………………………………………………………………………………………………
How many part-time or casual employees did the company have? …………………………………………...
…………………………………………………………………………………………………………………………
How many contractors did the company use? …………………………………………………………...………
…………………………………………………………………………………………………………………………
Describe the nature of the company’s business activities. ………………………………………………………..

…………………………………………………………………………………………………………………………

Did the company act in the capacity as trustee? ………………..  If so, what is the trust’s name? …………

…………………………………………………………………………………………………………………………
What is your estimate of the total realisable value of the company’s assets? …………………………………..
…………………………………………………………………………………………………………………………
What is your estimate of the total liabilities of the company? …………………………………………………….

…………………………………………………………………………………………………………………………
Employee entitlements.  What is your estimate of the amount owing to employees in respect of:
Wages ………………………………………………………………………………….………………………………
Annual Leave ………………………………………………………………………………………………………….

Pay in Lieu of Notice ………………………………………………………………………………………………….

Redundancy Pay ……………………………………………………………………………………………………...

Long Service Leave …………………………………………...……………………………………………………...

Superannuation ……………………………………………………………………………………………………….

Other …………………………………………………………………………………………………………………...

Secured Creditors.  What is your estimate of the amount owed to secured creditors?

Name: ……………………………………………………………………..…………… Owed: $ …………………
Name: ……………………………………………………………………..…………… Owed: $ …………………
Name: ……………………………………………………………………..…………… Owed: $ …………………
Name: ……………………………………………………………………..…………… Owed: $ …………………

Name: ……………………………………………………………………..…………… Owed: $ …………………
Taxes.   What is your estimate of the amount owed in respect of taxes?

Goods and Services Tax (GST )……………………………………………………………………………………

PAYG withholding from employees ………….……………………………………………………………………

Fringe Benefits Tax. …………………………………………………………………………………………………

Income Tax …………………………………………………………………………………………………………..
Child Support deductions …………………………………………………………………………………………..

Land Tax ……………………………………………………………………………………………………………..

Stamp Duty …………………………………………………………………………………………………………..

Pay-roll Tax …………………………………………………………………………………………………………..

Superannuation Guarantee Charge ……………………………………………………………………………….

Other ………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

What is your accounting basis for GST?                                                   CASH or ACCRUAL(NON-CASH)

What is your BAS lodgement frequency for GST?                                             MONTHLY or QUARTERLY

What is your BAS lodgement frequency for PAYG withholding?    MONTHLY or QUARTERLY or OTHER
How are your BAS forms lodged?                                                                               MAIL or ELECTRONIC
Unsecured Creditors (excluding employee entitlements and taxes and charges).
What is your estimate of the total number of unsecured creditors? ………..……………………………………

What is your estimate of the total amount owed to unsecured creditors? ………………………………………

…………………………………………………………………………………………………………………………..

Does this include any debts owed to related parties? [For a definition of related parties refer to sections 50 and 228 of the Corporations Act 2001, attached to this questionnaire ] ………………………………………………………….

If so, what are the names of the related parties and how much is owed to each?   
Name: ……………………………………………………………………..…………… Owed: $ …………………
Name: ……………………………………………………………………..…………… Owed: $ …………………
Name: ……………………………………………………………………..…………… Owed: $ …………………
Are you aware of any action taken by a creditor, or the Sheriff to obtain possession of, or sell, any asset of the company in payment of a liability or debt? ……………….. If so, provide full details including action taken, date and the assets involved 

…………………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………..
Are you aware of any payment, transfer of assets, conveyance or the granting of a charge or incurring of an obligation in favour of a creditor, which had the effect of giving a creditor a preference, priority or advantage over other creditors? …………………..If so, please provide the details as outlined above. 

…………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..
Guarantees by Company.  Has the company ever provided guarantees in respect of any other entity or persons debts?  …………………….  If so, provide details (entity name, amount guaranteed). ………………

…………………………………………………………………………………………………………………………..

Guarantees by Directors and Shareholders.  Has a director or shareholder ever provided guarantees in respect of any company debts?  …………………….  If so, provide details (director’s name, creditor’s name, amount guaranteed). …………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

Other Assets.    Are you aware of any assets of the company that include:
a)
Property that is unsaleable or that is not readily saleable ……………………………………
b)
Land burdened with onerous covenants ………………………………………………………..
c)
Shares in corporations ……………………………………………………………………………
d)
Any unprofitable contracts entered into by the company ………………………………………
Books and Records. 

Fill out the following schedule to show the records maintained by the company, whether they have been delivered to the External Administrator and, if not, where they are currently held.

Note: If financial records are kept in electronic form, they must be convertible into hard copy. Hard copy must be made available within a reasonable time to a person who is entitled to inspect the records. If financial records are kept on a computer which is owned and operated by a third party e.g., your company's accountant, you still have the responsibility to provide a hard copy. 
	
	Delivered to External Administrator
	Currently Held by:

	Profit & Loss accounts
	YES / NO
	

	Balance Sheets
	YES / NO
	

	Depreciation Schedules
	YES / NO
	

	Taxation Returns e.g. income tax, superannuation, fringe benefits tax, business activity statements (BAS), employer payment summaries, and all supporting documents
	YES / NO
	

	General Ledger
	YES / NO
	

	General Journal
	YES / NO
	

	Asset Register
	YES / NO
	

	Computer Back-up Discs
	YES / NO
	

	Cash Receipts Journal 
	YES / NO
	

	Bank Deposit Books 
	YES / NO
	

	Cash Payments Journal 
	YES / NO
	

	Cheque Butts
	YES / NO
	

	Petty Cash Books
	YES / NO
	

	Bank Account Statements
	YES / NO
	

	Bank Reconciliations
	YES / NO
	

	Bank Loan Documents
	YES / NO
	

	Sales Journal 
	YES / NO
	

	Debtors Ledger and/or List of Debtors 
	YES / NO
	

	Sales Invoices & Statements issued 
	YES / NO
	

	Sales Delivery Dockets
	YES / NO
	

	Work in Progress Records
	YES / NO
	

	Job/Customer Files
	YES / NO
	

	Stock Listings
	YES / NO
	

	Suppliers Invoices & Statements Received & Paid 
	YES / NO
	

	Creditors Ledger 
	YES / NO
	

	Unpaid Invoices 
	YES / NO
	

	All Correspondence, Annual Returns and ASIC forms
	YES / NO
	

	Wages Records and Superannuation Records
	YES / NO
	

	Minutes of Meetings of Directors and/or Members
	YES / NO
	

	Trust Deed

	YES / NO
	

	Debenture Deeds
	YES / NO
	

	Contracts & Agreements e.g., HP and leases
	YES / NO
	

	Inter-company transactions, including guarantees
	YES / NO
	

	Working papers and other documents needed to explain: 
· the methods by which financial statements are made up; and 
· adjustments to be made in preparing financial statements
	YES / NO
	

	Other: (Describe)

	
	


Have any of the books and records been lost, destroyed or disposed of? ……………………. If so, which books, when and under what circumstances? …………………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..
_______________________

Payments/Benefits to Directors  What payments and/or benefits have directors received from the company during the two years prior to my appointment:
Name of Director: ……………………………………………………………………………….. 

Payments: Current year $...........................................  Previous year $ …………….…………………………

Description of payments: ………………………………………….……………………………………………….

………………………………………………………………………………………………………….…………….

Benefits: Current year $...........................................  Previous year $ ………………….………………………

Description of Benefits: ……………………………………………………………………………………………..

…………………………………………………………………………………………………………………………

_______________________
Name of Director: ………………………………………………………………….. 

Payments: Current year $...........................................  Previous year $ …………………………………………

Description of payments: ………………………………………….………………………………………………….

………………………………………………………………………………………..………………………………….

Benefits: Current year $...............................................  Previous year $ ………………….………………………

Description of Benefits: ………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………

___________________

Management and Accounts.
Who was responsible for the day-to-day management of the company? …………………………………

……………………………………………………………………………………………………………………..

Who was the company’s cashier/bookkeeper? ………………………………………………………………

Who were signatories on the company’s bank accounts? …………………………………………………..

……………………………………………………………………………………………………………………..

Supply particulars of the company’s present and former bank accounts (name, bank, branch, BSB, account number) ……………………………………………………………………………………………………………

……………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………..
Who were the company's accountants and tax agents?  (Name, address, relevant period, and contact): …………………………………………………………………………………………………………………….
Who were/are the company's solicitors?  (Name, address, relevant period and contact) ………………
…………………………………………………………………………………………………………………….

Have the company’s accounts been audited?  …………………. If so, by whom? ………………………
…………………………………………………………………………………………………………………….

Who prepared Business Activity Statements / Instalment Activity Statements for the company? ……..

……………………………………………………………………………………………………………………..

What steps did you take to ensure that the books and records were properly kept? …………………….

………………………………………………………………………………………………………………………
Insurance    Provide the following details of the company's insurance underwriter / broker / agent:-

Name and address: ………………………………………………………………………………………
……………………………………………………………………………………………………………….
Telephone number: ……………………………………… Types of cover (eg. fire, public liability, motor vehicle) ……………………………………………………………………………………………..

………………………………………………………………………………………………………………
Policy numbers: ……………………………………………………………………………………………

The period covered by insurance ………………………………………………………………………..
Details of any outstanding/potential claims under any insurance policies ………………………….

……………………………………………………………………………………………………………….

……………………………………………………………………………………………………………….
________________________________
Business.  Describe the company's business in respect of:

· Date of commencement of business ……………………………………………….
· Date of cessation of business ……………………………………….  (Provide details of sale and copy of sale agreement if business sold)……………………………………………………..

……………………………………………………..…………………………………………………………….

……………………………………………………………………………………………………………………
· Trading names used by the business (where applicable) …………………………………………
…………………………………………………………………………………………………………………………..
· Products or services …………………………………………….…………………………………….

· Annual turnover ………………………………………………………………………………………..
· Names and addresses of all agents, distributors, franchisor, franchisee, etc. ……………………………………………………………………………………………………………

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

Did the company take over pre-existing any business? ………………...If so, provide the following details:

	Vendor’s

Name & Address
	Date Acquired
	Price Paid

$
	Assets & Liabilities

Taken over by the

Company
	Goodwill Paid

or Payable

	
	
	
	
	


______________________________

Other entities.  Are you currently or have you been an officer of a company that has been placed under or is currently under external administration (eg liquidation, receivership, administration)?  …………….If so, provide full details (including name of the company, position held by you, the date the company was placed under external administration and the name of the external administrator): ………………………….
…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………….
Of what other companies are you, or have you been, a director or officer during the seven years prior to external administration of this company? ………………………………………………………………………..

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

Did any of those companies have any dealings or enter into any transactions with this company? …………………… If so, provide details ……………………………..…………………………………………….
…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

Have you ever been made bankrupt or entered into any arrangement under the Bankruptcy Act for the benefit of your personal creditors? ……………………… If so, provide details including the name of the Trustee …………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………..
During the two years prior to external administration did the company acquire any property from you or a member of your family or from a company of which you or a member of your family were directors or officers? ………………………… If so, give details of property acquired, purchase price and whether any goodwill was paid for by the company ……………………………………………………………………………..

Have you or any member of your family during the two years prior to the administration/liquidation purchased any asset from the company? ……………………… If so, provide details ………………………..
…………………………………………………………………………………………………………………………..
Premises.   Does/did the company occupy leased premises at any of its locations? ………………… If so, who was the landlord/agent? …………………………………………………………………………………….
…………………………………………………………………………………………………………………………..
Please provide the following details:

	Address of Premises
	Weekly/Monthly Rent
	Rent in Arrears
	Rent Prepaid

	
	$


	$
	$


Has the landlord ever taken into his possession or control any property owned by the company? ………
………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………..
CERTIFICATE BY DIRECTORS AND OFFICERS

I/We certify that the answers furnished to the foregoing questions are true and complete to the best of my/our knowledge and belief.

Date: ………………………………..  Signature: ……………………….…………………………………..
_____________________________________________________________________

DEFINITIONS – Corporations Act 2001

50  Related bodies corporate



Where a body corporate is:


(a)
a holding company of another body corporate; or


(b)
a subsidiary of another body corporate; or


(c)
a subsidiary of a holding company of another body corporate;

the first‑mentioned body and the other body are related to each other.

228  Related parties

Controlling entities


(1)
An entity that controls a public company is a related party of the public company.

Directors and their spouses


(2)
The following persons are related parties of a public company:


(a)
directors of the public company;


(b)
directors (if any) of an entity that controls the public company;


(c)
if the public company is controlled by an entity that is not a body corporate—each of the persons making up the controlling entity;


(d)
spouses and de facto spouses of the persons referred to in paragraphs (a), (b) and (c).

Relatives of directors and spouses


(3)
The following relatives of persons referred to in subsection (2) are related parties of the public company:


(a)
parents;


(b)
children.
Entities controlled by other related parties


(4)
An entity controlled by a related party referred to in subsection (1), (2) or (3) is a related party of the public company unless the entity is also controlled by the public company.

Related party in previous 6 months


(5)
An entity is a related party of a public company at a particular time if the entity was a related party of the public company of a kind referred to in subsection (1), (2), (3) or (4) at any time within the previous 6 months.

Entity has reasonable grounds to believe it will become related party in future


(6)
An entity is a related party of a public company at a particular time if the entity believes or has reasonable grounds to believe that it is likely to become a related party of the public company of a kind referred to in subsection (1), (2), (3) or (4) at any time in the future.

Acting in concert with related party


(7)
An entity is a related party of a public company if the entity acts in concert with a related party of the public company on the understanding that the related party will receive a financial benefit if the public company gives the entity a financial benefit.
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