[CIRCULAR TO CREDITORS: APPOINTMENT OF COMPANY ADMINISTRATOR AND FIRST MEETING]
[firm: letterhead]
[date]

TO CREDITORS

RE:
[name: company] (Administrator Appointed)

[former company name if applicable]

ACN [company number]

[trading name, if any]


[trading address]

Notice of Appointment of Administrator
Notice of Meeting of Creditors
I was appointed Administrator of the abovenamed company on [date: appointment] pursuant to [section of Act] of the Corporations Act 2001 (“the Act”).  

The first meeting of creditors will be held on [date and time] at [address: meeting], so that creditors may receive a preliminary report from the Administrator and consider appointing a committee of creditors.  At the meeting creditors may also choose someone else as Administrator.
Enclosed are the following documents in relation to the meeting:
· Formal Notice of meeting
· Administrator’s declaration of relevant relationships
· Administrator’s declaration of indemnities
· Administrator’s remuneration report
· Informal Proof of Debt form
· Instrument of Proxy
· ASIC information sheet “Insolvency information for directors, employees, creditors and shareholders”.
The appointment of an Administrator places a stay on payments by the company to unsecured creditors’ in respect of debts owing at the appointment date.  This stay remains in place until the outcome of a second meeting of creditors (held pursuant to section 439A) at which the fate of the company will be decided.  Creditors at that meeting may agree to a Deed of Company Arrangement (if one is proposed) or place the company in liquidation or release the company from administration. The second meeting is scheduled to be held in approximately [number of business days] business days from the date of this circular.  Before the meeting is held creditors will be sent a report from the Administrator on the investigations undertaken, together with a recommendation for creditors to consider.
{ - If the company is still conducting a business - }

For the time being the company is continuing its business activities under my control, while I review the company’s prospects and financial condition.
Further supply of goods and services
During this post-appointment trading period the company may need supplies of your goods and services.  If it does, you will receive a purchase order signed by either myself or one of the authorised signatories, whose names and specimen signatures are shown on the schedule enclosed.  If you have a contract of supply, or are holding an uncompleted order placed prior to my appointment, please contact [name of contact] of this office to receive written advice regarding the status of the contract/order.  Please note that I will not accept liability in respect of any goods or services supplied to the company without my written authority.

Charges for properly authorised post-appointment supplies to the company should be made to a new customer account titled “[name of company] (Administrator Appointed) ABN [business number] ".  This account will be paid in accordance with your normal terms of trade.  Your co-operation in supplying such goods and services and time to pay for them will greatly assist the continuation of business.

{If the company has ceased trading}
The company has ceased trading and is, therefore, unlikely to require any further supplies of goods and services from you.  If it does you will be contacted by my office and provided with written authorisation of supply.  Please note that I will not accept liability for supplies provided to the company without my written authority.

[closing words and niceties]
[name of external administrator]

[official title of external administrator]
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