
Insolvency Practice Rules 75-15 – 75-35 
Corporations Act 2001 

 
 

RGD GROUP PTY LTD (ADMINISTRATORS APPOINTED)  
ACN 613 325 652 (“THE COMPANY”) 

 
NOTICE OF FIRST MEETING OF CREDITORS OF THE COMPANY UNDER ADMINISTRATION 

 
 

1. On 8 May 2020, the Company, under Section 436A of the Act, appointed John Park and 
Kelly-Anne Trenfield of FTI Consulting, Level 20, 345 Queen Street, Brisbane QLD 4000, as 
Joint and Several Administrators of the Company. 

2. Notice is now given that a first meeting of the creditors of the Company will be held 
virtually: 

Date:   Wednesday, 20 May 2020 

Meeting Time:  11:00AM (AEST) 

Video Conference: Details to be provided upon your registration to attend. 

 

Due to government restrictions in place with COVID-19, this meeting will only be held 
virtually and there will be no physical meeting place available.  

 

3. The purpose of the meeting is to determine: 

(a) Whether to appoint a Committee of Inspection; and 

(b) If so, who are to be the committee's members. 

4. At the meeting, creditors may also, by resolution: 

(a) Remove the administrator(s) from office; and 

(b) Appoint someone else as Administrator(s) of the Company.  
 
 
Dated this 12th day of May 2020
 
 
 
John Park 
Administrator 



PLEASE READ CAREFULLY 
 

ATTENDANCE AT FIRST MEETING OF CREDITORS 
Attendance 
 
Attendance at this meeting is not compulsory. 
 
Should you wish to attend the meeting and you would like to vote, you must complete the relevant forms 
and return to my office by 12:00pm (AEST) on Tuesday, 19 May 2020 to RGDEnquiries@fticonsutling.com. 
 
Otherwise, you may be considered an observer and you will note be able to vote.  
 
Please note: all creditors who wish to attend the meeting of creditors must ensure they have a suitable 
internet connection.  The Administrators’ are unable to assist you with any technical requirements for the 
virtual meeting.   
 
Relevant Forms  
 

Form Information Who should complete 
Notice of 
Attendance – 
Meeting 
Registration 
Form 

This form is required to be completed 
should you wish to attend the creditors 
meeting, and vote at the meeting.  
 
Creditors will receive their individual 
meeting registration details and the link to 
the video conference once you have 
registered, and you have also submitted the 
below relevant forms.  
 

All creditors attending the meeting.  

Appointment of 
Proxy Form 

This form is required to be completed for 
each creditors meeting.  
 
A special proxy can be lodged showing 
approval or rejection of each resolution.  

Non-individual creditors (companies, 
trusts, etc) who want to be represented 
must appoint an individual to act on its 
behalf by executing a proxy form.  
 
Individuals may choose to appoint a 
proxy/representative to vote on their 
behalf by executing a proxy form. If an 
individual is attending in person a proxy 
form is not required.  
 

Form 535 – 
Formal Proof of 
Debt or Claim  

This form is required to register your claim 
against the Company. In order to vote at the 
meeting, a creditor needs to have a 
complete proof of debt to register a claim. 
Documents to substantiate your claim (e.g. 
invoices) must also be provided.  
 

All creditors.  

  



FTI Consulting (Australia) Pty Limited 
ABN 49 160 397 811 | ACN 160 397 811 | AFSL Authorised Representative # 001269325 

Level 20, CP1 | 345 Queen Street | Brisbane QLD 4000 | Australia 
Postal Address | GPO Box 3127 | Brisbane QLD 4001 | Australia 

+61 7 3225 4900 telephone | +61 7 3225 4999 fax | fticonsulting.com 

Liability limited by a scheme approved under Professional Standards Legislation.  Scheme may not apply to all services. 

NOTICE OF ATTENDANCE - MEETING REGISTRATION FORM 
 

FIRST MEETING OF CREDITORS 
 

RGD GROUP PTY LTD (ADMINISTRATORS APPOINTED)  
ACN 613 325 652 

 
 
Attendance 
 
Attendance at this meeting is not compulsory.  

Should you wish to attend the meeting and you would like to vote, you must complete the following 
registration details and return to my office by 12:00pm Tuesday, 19 May 2020 to 
RGDEnquiries@fticonsulting.com:

 
 
 
                                                                                                       
Signature of Creditor (or person authorised by creditor) 
 
Once you have returned this completed form, you will be provided by email with a link to the meeting 
and your own unique identifier. Please ensure you have the unique identifier with you at the meeting 
as this is required in order to register your vote. 
 
Please also ensure you have lodged a Proof of Debt Form and Proxy Form (if applicable), otherwise 
you may only be an observer at the meeting and you will be unable to vote. 
 
Nomination for proposed Committee of Inspection 

At the meeting, creditors will also be asked to consider whether to form a committee of inspection 
(COI) to assist the Administrators of the Company. Should the creditors decide to form a committee, 
and a COI is duly formed, the chairperson will call for nominations for three (3) to seven (7) creditors 
to be appointed as a member of the COI.  
 

Name of Creditor:  

Contact name:  

Position:  

Email Address:  

Contact number:  



What is a Committee of Inspection
 
Please read the *attached information sheet prepared by the Australian Restructuring Insolvency & 
Turnaround Association (ARITA). This provides important information about the role and powers of a 
COI.  
 
If you would like to nominate to be appointed to the COI, please complete the details below and return 
this form no later than 12:00pm Tuesday, 19 May 2020 to RGDEnquiries@fticonsulting.com. 

I,                                                                                            , am a creditor/ representative of a creditor 
of RGD Group Pty Ltd (Administrators Appointed) in the amount of $                                            and have 
duly lodged a Formal Proof of Debt claim in the administration.   

I have read the information provided and wish to nominate to be a member on the Committee of 
Inspection. I understand the duties and obligations should I be appointed to the proposed committee.  

                                                  
Signature of Creditor (or person authorised by creditor) 
 
 
 



 

 
 
 
 
 

ARITA 
ACN  002 472 362 

Level 5, 191 Clarence Street, Sydney NSW 2000 Australia  |  GPO Box 4340, Sydney NSW 2001 
t +61 2 8004 4344  |  e admin@arita.com.au  |  arita.com.au 

AUSTRALIAN RESTRUCTURING INSOLVENCY & TURNAROUND ASSOCIATION 
 

Information Sheet: Committees of Inspection 
You have been elected to be, or are considering standing for the role of, a member of a Committee of 
Inspection (COI) in either a liquidation, voluntary administration or deed of company arrangement of a 
company (collectively referred to as an external administration). 

This information sheet is to assist you with understanding your rights and responsibilities as a member of 
a COI. 

What is a COI? 

 
A COI is a small group of creditors elected to represent the interests of creditors in the external 
administration. The COI advises and assists the external administrator and also has the power to 
approve and request certain things  this is discussed in more detail below. 

Membership of the COI is a voluntary, unpaid position. 

 

 
To be eligible to be appointed as a member of a COI, a person must be: 

 A creditor 
 A person holding the power of attorney of a creditor 
 A person authorised in writing by a creditor; or 
 A representative of the Commonwealth where a claim for financial assistance has, or is likely to 

be, made in relation to unpaid employee entitlements. 

If a member of the COI is a company, it can be represented by an individual authorised in writing to act 
. It also allows the creditor to maintain its representation if a change in the 

individual is required  

A COI usually has between 5 and 7 members, though it can have more, or less, depending on the size of 
the external administration. 

A member of a COI can be appointed by: 

 resolution at a meeting of creditors 
 an employee or a group of employees owed at least 50% of the entitlements owed to employees 

of the company 
 a large creditor or group of creditors that are owe

claims, 

If an employee or group of employees, or a large creditor or group of creditors, appoints a member to the 
COI, they cannot vote on the general resolution of creditors to appoint members to the COI. Each of 
these groups also have the power to remove their appointed member of the COI and appoint someone 
else. 

What is a COI? 

Who can be elected to a COI? 
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If you are absent from 5 consecutive meetings of the COI without leave of the COI or you become an 
insolvent under administration, you are removed from the COI. 

 

 
A COI has the following roles: 

 to advise and assist the liquidator, voluntary administrator or deed administrator (collectively 
referred to as the external administrator) 

 to give directions to the external administrator  
 to monitor the conduct of the external administration. 

In respect of directions, the external administrator is only required to have regard to those directions. If 
there is a conflict between the directions of the COI and the creditors, the directions of the creditors 
prevail. If the external administrator chooses not to comply with the directions of the COI, the external 
administrator must document why. 

A COI also has the power to: 

 approve remuneration of the external administrator after the external administrator has provided 
the COI with a Remuneration Approval Report (a detailed report setting out the remuneration for 
undertaking the external administration) 

 dation (compromise of 
debts over $100,000 and entering into contracts over 3 months) 

  
 request information from the external administrator 
 approve the destruction of the books and records of the external administration on the conclusion 

of the external administration 
 with the approval of the external administrator, obtain specialist advice or assistance in relation to 

the conduct of the external administration 
 apply to the Court for the Court to enquire into the external administration. 

An external administrator is not required to convene a meeting of creditors if the request by the COI is 
unreasonable, or provide requested information if the request is unreasonable, not relevant to the 
administration or would cause the external administrator to breach their duties. 

A request to convene a meeting of creditors is unreasonable if: 

 it would substantially prejudice the interests of a creditor or third party 
 there are insufficient funds in the external administration to cover the cost of the request 
 a meeting of creditors dealing with the same matters has already been held or will be held within 

15 business days, or 
 the request is vexatious. 

If a request for a meeting is reasonable, the external administrator must hold a meeting of creditors as 
soon as reasonably practicable. 

  

What are the roles and powers of a COI? 
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A request for information is unreasonable if: 

 it would substantially prejudice the interests of a creditor or third party 
 the information would be subject to legal professional privilege 
 disclosure of the information would be a breach of confidence 
 there are insufficient funds in the external administration to cover the cost of the request 
 the information has already been provided or is required to be provided within 20 business days, 

or 
 the request is vexatious. 

If the request for information is not unreasonable, the external administrator must provide the requested 
information within 5 business days, but the law provides for further time in certain circumstances. 

An external administrator must inform the COI if their meeting or information request is not reasonable 
and the reason why. 

 

 
A COI exercises its powers by passing resolutions at meetings of the COI. To pass a resolution, a 
meeting must be convened and a majority of the members of the COI must be in attendance. 

A meeting is convened by the external administrator by giving notice of the meeting to the members of 
the COI. Meetings of the COI can be convened at short notice. 

The external administrator must keep minutes of the meeting and lodge them with ASIC within one 
month of the end of the meeting. 

ASIC is entitled to attend any meeting of a COI. 

 

 
A member of a COI must not directly or indirectly derive any profit or advantage from the external 
administration. This includes by purchasing assets of the company or by entering into a transaction with 
the company or a creditor of the company. This prohibition extends to related entities of the member of 
the COI and a large creditor(s) that appoints a member to the COI. 

Creditors, by resolution at a meeting of creditors, can resolve to allow the transaction. The member of 
the COI or the large creditor(s) that appoints a member to the COI is not allowed to vote on the 
resolution. 

Where can you get more information? 

 
The Australian Restructuring Insolvency and Turnaround Association (ARITA) provides information to 
assist creditors with understanding external administrations and insolvency. 

This information is availa www.arita.com.au/creditors. 

ASIC provides information sheets on a range of insolvency topics. These information sheets can be 
accessed on AS www.asic.gov.au  

How does the COI exercise its powers? 

What restrictions are there on COI members? 

Where can you get more information? 



Insolvency Practice Rules, 75-25 
Corporations Act 2001 

 
APPOINTMENT OF PROXY FORM 

RGD GROUP PTY LTD (ADMINISTRATORS APPOINTED) 
ACN 613 325 652 (“THE COMPANY”) 

 

 
I/We (name) 

............................................................................................................................................................................... 

of (address) 

............................................................................................................................................................................... 

a creditor of the Company, appoint (add name and address of proxy) ...................................................................... 

................................................................................................................................................................................ 

or in his/her absence (add alternate proxy) .............................................................................................................. 

as my/our         general proxy  OR  special proxy to vote at the meeting of creditors to be held at 
11:00am (AEST) on Wednesday, 20 May 2020 via video conference only or at any adjournment of that meeting. 

 

Voting instructions - for special proxy only 
 

For Against Abstain 

  Resolution    
 

1. To appoint a Committee of Inspection. 
 

   

2. To remove the Administrators and appoint 
someone else as administrator(s) of the above 
company. 
 

   

 
 

Dated: ...................................... 
 
 

 
....................................................................... ....................................................................... 
Name and signature of authorised person Name and signature of authorised person 

 
 

CERTIFICATE OF WITNESS – only complete if the person given the proxy is blind or incapable of writing. 

I, ..................................................................................... of ..................................................................................... 

certify that the above instrument appointing a proxy was completed by me in the presence of and at the request of the 
person appointing the proxy and read to him before he attached his signature or mark to the instrument. 

 
Dated: …………………………..………………….....….……….. Signature of witness: ……………………..………..……...…………………………. 
Description: …………………………………...….……..……….. Place of residence: ………………..………………..………..…….………………….. 
 



FORM 535 – FORMAL PROOF OF DEBT OR CLAIM 
 subregulation 5.6.49(2) 

Corporations Act 2001 
RGD GROUP PTY LTD (ADMINISTRATROS APPOINTED) ACN 613 325 652 

 
To the Administrators of RGD Group Pty Ltd (Administrators Appointed) ACN 613 325 652 (the “Company”) 

1. This is to state that the Company was on 8 May 2020, and still is, justly and truly indebted to:   
 _________________  
(full name, ABN and address of the creditor and, if applicable, the creditor's partners)

 
for                                   dollars and             cents  

Particulars of the debt are:  
Date  Consideration  Amount ($/c) Remarks  
   (state how the debt arose)    (include details of voucher substantiating payment)  
     

 
   

            

2. To my knowledge or belief the creditor has not, nor has any person by the creditor's order, had or received any satisfaction or security for the 
sum or any part of it except for the following:  
 _________________________ 

(insert particulars of all securities held.  If the securities are on the property of the company, assess the value of those securities.  If any 
bills or other negotiable securities are held, show them in a schedule in the following form).  

 
Date  Drawer  Acceptor  Amount ($/c) Due Date  
               
               

3. Signed by (select correct option): 

 I am the creditor personally.  

 
I am employed by the creditor and authorised in writing by the creditor to make this statement.  I know that the debt was incurre  
for the consideration stated and that the debt, to the best of my knowledge and belief, remains unpaid and unsatisfied. 

 
I am the creditor's agent authorised in writing to make this statement in writing.  I know the debt was incurred for the consideratio  
stated and that the debt, to the best of my knowledge and belief, remains unpaid and unsatisfied. 

Signature:   Dated:  

Name:   Occupation*:   

Address:   
* If prepared by an employee or agent of the creditor, also insert a description of the occupation of the creditor 
 

RECEIVE REPORTS BY EMAIL 
Yes No 

Do you wish to receive all future reports and correspondence from our office via email? 
Email:…………………………………………………………………………… 

  

If being used for the purpose of voting at a meeting: 

a) Is the debt you are claiming assigned to you? 
 

  No  Yes 

b) If yes, attach written evidence of the debt, the assignment and consideration given.    Attached 
 

c) If yes, what value of consideration did you give for the assignment (eg, what amount did you pay for 
the debt?) 
 

$_________________ 

d) If yes, are you a related party creditor of the Company?    
(f you are unsure contact the Administrator)) 

  No  Yes 

 

 



GUIDANCE NOTES FOR COMPLETING PROXY AND PROOF OF DEBT OR CLAIM FORMS  
APPOINTMENT OF PROXY FORM 

 
A person can appoint another person to attend the meeting on their behalf by completing the Form 
of proxy. 

 
If the creditor is a company or a firm, a person needs to be appointed to represent the company. 

 
This representative needs to be appointed by completing the Form of Proxy in accordance with 
section 127 of the Corporations Act 2001 (Cth) (“the Act”).  Alternatively, the appointed person must 
be authorised to act as a representative for the company per section 250D of the Act. 

 
The Form of proxy is valid only for the meeting indicated (or any adjournment). 

 
You may appoint either a general proxy (a person who may vote at their discretion on motions at 
the meeting) or a special proxy (who must vote according to your directions).  If you appoint a special 
proxy, you should indicate on the form what directions you have given.  In many instances, there 
will be a box or section on the proxy form where you can mark how you want your proxy to vote for 
you. 

 
If you are unable to attend the meeting and you do not have a representative who can attend on 
your behalf, you may if you wish appoint the Chairperson of the Meeting as your proxy.  The 
Chairperson can be appointed as a general proxy or a special proxy.  This is entirely your choice. 

 
FORMAL PROOF OF DEBT OR CLAIM FORM 

 
The proof of debt submitted during an Administration is used for voting purposes at any meetings 
of creditors and also to help establish the overall level of creditor claims in the Administration.    
 
Admission of your proof for voting purposes does not mean that the Administrator has agreed 
with your proof for the purpose of making a dividend distribution. 

 
You should include a description of how your debt/claim arose, whether you are claiming a security 
interest in property and if you have any guarantees and indemnities for the debt.  If you need more 
space, you can attach any additional details you wish to include – just make sure that you mention 
this on the form so we know what you’ve attached and how many pages. 

 
You should provide supporting documents that substantiate what you are owed by the Company. 
This may include things like account statements, unpaid invoices and their corresponding purchase 
orders, PPSR registration, agreements/terms of trade, contracts, lease or hire agreements, court 
order or judgment, guarantee or loan document, emails/other correspondence with the Company. 

 
If you need help in completing the forms or if you are uncertain what information you should attach, 
please email or telephone the nominated FTI Consulting contact person. 

 
 


