[Letter on firm's letterhead]

[To client for whom the firm maintains the company register]
[Name

Address

date 

etc.]

Dear [Client] 

Protect you assets: Reduce your exposure to liability


Changing [XYZ Pty Ltd] to a sole director company

The Corporations Act now allows a company like [XYZ Pty Ltd] to have only one director. This means that [AB (and any others)] may resign leaving only [CD] as a director.

Benefits

The main benefit of making this change is that if someone successfully sues the directors of the company (say for negligence or a breach of director's duties) then only the assets of [CD] would be at risk.  {Use one of the next 2 alternative sentences Because you have arranged for most of your assets to be in [AB's (and any others)] name, those assets would be safer.  / or You can arrange for most of your assets to be in [AB's (and any others)] name so that they would be better protected.}
Further benefits of the proposed change are:

· as part of the change, the company will adopt a new Constitution that simplifies the administration of companies like yours.  The new Constitution will also reflect recent changes to the law; and

· for some people the change may improve their right to receive government benefits.  

Preserving special rules

Some people add special rules to the Constitutions of their companies—for example, special rules:

· that must be complied with before the Constitution can be changed or replaced; or

· that give particular rights or status to a certain person (perhaps a director or shareholder).

These special rules may have been inserted in the Constitution when the company was established, or at a later date.

If your Company's Constitution contains any special rules, then we can arrange for those rules to be included in the new Constitution—please let us know about those special rules.

Cost
The flat-fee for this service is $[X]. This includes preparing the documents and arranging for them to be lodged with the Australian Securities & Exchange Commission. 

That flat-fee will apply unless there are special rules in the company's existing Constitution. (In which case hourly rates will apply, but usually the additional cost will be less than $[X].)   [The law firm Maddocks signed off the Cleardocs Constitution and so is well placed to make any amendments to the Constitution that your client's particular needs might require.  You can contact Maddocks on (03) 9288 0555, ask for Julian Smith.]  

Recommendation
We strongly recommend that you instruct us to prepare the documents for [AB] to resign and for the company to adopt a new Constitution that enables the sole director structure.

Next steps

To arrange for us to prepare the documents for you to sign, please ring [name] on [number].   If you do, please let us know if the Company's existing Constitution has any special requirements (as mentioned above).

Questions

If you have any questions about changing the Company's structure to a sole director structure, please contact [name] on [number].

Yours sincerely

[etc.]  

