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There are a range of methods for exiting your 
business. These include:

• selling your business 
• merging with another business 
• passing it on to family members or key staff 
• liquidating the business 
• closing the doors

For some business owners, the best option is 
closing the doors. This basically involves:

• selling the business assets 
• paying off all outstanding debts 
• retaining any surplus cash

Closing the doors may be the best option where:

• �the owner no longer wants to run the business 
and without the owner, there is no business

• �the business is not making enough money to 
keep going 

• the owner wants to get out of a business quickly 
• �the lease on the business premises is expiring 

and a suitable alternative is not available
• �there is no one interested in buying the business

Closing a business is however not simply a matter 
of shutting the doors. This checklist sets out the 
actions business owners need to consider when 
closing their business.

For tips on other ways of exiting your business 
look at CPA Australia’s Guide for Exiting 
your business.

https://www.cpaaustralia.com.au/-/media/corporate/allfiles/document/professional-resources/business/exiting-your-business.pdf?la=en&rev=70970a9636a54b0d84a317a19ac6b6c0
https://www.cpaaustralia.com.au/-/media/corporate/allfiles/document/professional-resources/business/exiting-your-business.pdf?la=en&rev=70970a9636a54b0d84a317a19ac6b6c0
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Key decisions Tips and links to further information Complete

Is your business still viable? • Pass your financial data to your accountant for advice

• Consider if your business is showing warning signs it is in trouble 

• Consider whether the business can exist without you

 

Decide to close your business Explore whether you can:

• sell your entire business 

• merge with another business

• pass it on to someone else 

You are likely to get more value out of your business this way.  
See CPA Australia’s Guide to Exiting your Business.

 

Set a closing date The sooner you set a closing date, the more notice you can give  
to employees, suppliers and clients.  

Finance Tips and links to further information Complete

Decide if you will sell or dispose of 
any business assets, including stock

• �Identify what business assets can be sold. Do your research on indicative 
selling prices and which platform is best to sell your assets on. 

• �Consider selling excess stock at a discount, such as through a  
‘closing down’ sale

 

Collect outstanding debts 
owed to you

• �Seek payment of money owing to you before announcing your  
plan to close the business 

• Offer discounts for immediate payment

• �Consider selling any outstanding debts you can’t collect to  
a debt collection company 

 

Pay off all obligations • Pay off all debts and invoices

• �If your business is having difficulty paying outstanding debts, speak 
to an insolvency practitioner or lawyer about your options as soon 
as possible 

• �Some existing employee entitlements can be taken on by the new 
business owner. Visit the Fair Work Ombudsman website for more 
information on When businesses change owners.

 

Notify your lenders • �Pay off outstanding loans and close any credit facilities your business 
has such as an overdraft

• �Close any business accounts you have in your business name, 
especially if it is a company

 

End finance and operating leases • �Finalise any finance and operating leases you have such as over  
a motor vehicle, or plant and equipment  

Finalise any outstanding jobs 
and customer commitments 

• Complete any unfinished jobs and make sure you are paid for that work

• �If you can’t finish all your jobs, refund any money paid to date,  
negotiate a refund and pay any cancellation fees that are required

• Consider selling any unfinished jobs to another business

 

https://www.business.vic.gov.au/money-profit-and-accounting/financial-processes-and-procedures/five-warning-signs-solve-the-problems-before-they-happen
https://www.cpaaustralia.com.au/-/media/corporate/allfiles/document/professional-resources/business/exiting-your-business.pdf?la=en&rev=70970a9636a54b0d84a317a19ac6b6c0
https://www.fairwork.gov.au/employee-entitlements/when-businesses-change-owners
https://asic.gov.au/for-business/closing-your-company/effects-of-deregistration/deregistered-company-bank-accounts/
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Lease Tips and links to further information Complete

End the lease agreement for 
your business premises

• �If you are terminating your business lease early, check your lease 
agreement for an early termination clause

• �If you are seeking to end your lease early, seek professional advice and 
negotiate with your landlord 

• �Negotiate an early lease termination with your landlord. Landlords  
are not obliged to release you from the lease and may require  
you to pay rent and other costs until the end of the lease term.  
However, your landlord may be willing to negotiate if,  
for example you can find a tenant to take over your lease. 

• �Consider subleasing the whole premises if allowed under the  
lease agreement 

 

Communicating the closure Tips and links to further information Complete

Notify employees and  
contractors of closure

• Communicate the change early to help employees with the change 

• �Provide official notice that you will close the business to your employees 
or provide payment in lieu of notice 

• �Finalise payments to employees including entitlement payments, 
employment termination payments. Superannuation payments and 
employee tax payments.

• Read How to manage employees when you sell or close your business

•� �Visit the Fair Work Ombudsman website for more information about 
your obligations to your employees on:

	 o notice and final pay

	 o redundancy

	 o employee entitlements on a transfer of business

• �You can also use the Fair Work Ombudsman’s Notice  
and Redundancy Calculator to work out:

	 o how much notice you need to give your employees

	 o what to include in their final pay

 

Notify customers • �Place a notice of your pending closure in your window, social media and 
on your website

• For key customers, you may like to tell them personally

 

Notify suppliers • Inform suppliers directly of the pending closure

• Advise suppliers when your last orders are likely to be

• Pay any outstanding supplier obligations

 

https://www.business.gov.au/people/managing-and-developing-staff/how-to-manage-employees-when-you-sell-or-close-your-business#:~:text=If%20you're%20selling%20your,you%20have%20with%20your%20employees
https://www.fairwork.gov.au/ending-employment/notice-and-final-pay
https://www.fairwork.gov.au/ending-employment/redundancy
https://www.fairwork.gov.au/employee-entitlements/when-businesses-change-owners/employee-entitlements-on-a-transfer-of-business
https://calculate.fairwork.gov.au/endingemployment
https://calculate.fairwork.gov.au/endingemployment
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Tax obligations Tips and links to further information Complete

Lodgement and payment Make sure all of your tax lodgement and payment obligations are met 
including:

• outstanding activity statements

• outstanding instalment notices

• final income tax returns

 

Refunds • �Request any refunds for accounts where your final tax position is in credit
 

Cancel pay as you go (PAYG) 
withholding registration

• �Cancel pay as you go (PAYG) withholding registrations through your tax 
agent, the ATO Business Portal or by phoning the ATOs business line 

• Find out more about cancelling your PAYG registration 

 

Cancel your ABN • �Cancel your ABN within 28 days of ceasing business after  
the above three steps have been undertaken

• �You can cancel your ABN through your tax agent or  
online using your myGovID 

• Find out more about cancelling an ABN

 

Cancel your GST registration and 
other tax registrations including 
fuel tax credits

• �If you permanently close your business, you must apply to cancel  
your GST registration within 21 days of ceasing business activities 

• Find out more about cancelling your GST registration

 

Finalise employee and contractor 
tax and superannuation obligations

You must continue to meet your tax obligations until your business 
is closed. 

For employers, obligations that must be finalised include:

• PAYG

• superannuation

• �eligible termination payments, including paying outstanding  
wages, accrued annual leave and redundancy

The Fair Work Ombudsman has information on your obligations  
when ending employment.

 

https://www.ato.gov.au/Business/Registration/Work-out-which-registrations-you-need/Taxation-registrations/Pay-as-you-go-withholding/
https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/cancel-your-abn
https://www.ato.gov.au/business/gst/if-your-business-changes-or-ceases/cancelling-your-gst-registration/
https://www.fairwork.gov.au/ending-employment
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Tax obligations Tips and links to further information Complete

Keeping your records You will have to keep records relating to:

• sales (including the sale of your assets) and purchases

• payments to employees

• payments to other businesses

You need to keep these records for five years from when you prepared or 
obtained the records, or completed the transactions or acts those records 
relate to, whichever is later.

 

Seek advice on the tax implications 
of closing your business and selling 
the business’ assets

• �Tax issues on closing a business can be complex, therefore you should 
seek advice from your tax agent 

• �Find out more on the tax implications of closing your business, 
including this high-level overview from the ATO

• �There may be GST and capital gains tax implications when you dispose 
of your business assets 

• �Payments, loans and debts forgiven by a private company to 
shareholders and their associates may be treated as dividends under 
Division 7A. On closing a business you may have a distributable surplus. 
The ATO has a Division 7A calculator and decision tool.

 

Cancel your state-based tax 
obligations, including payroll tax

Before cancelling your payroll tax registrations, you will need to lodge  
any outstanding returns and pay outstanding debts.

Below are links to information on how to cancel your payroll  
tax obligations:

•	 ACT

•	 New South Wales

•	 Northern Territory

•	 Queensland

•	 South Australia

•	 Tasmania

•	� Victoria

•	 Western Australia

 

Legal obligations Tips and links to further information Complete

Cancel your business name • �Create an ASIC Connect account if you don’t have one and  
link your business name to your ASIC Connect account

• Ensure your address with ASIC is up to date

• �Ensure you have authorisation to cancel from the  
business name holder (if someone other than you)

• Find out more on the steps to cancel your business name from ASIC 

 

https://www.ato.gov.au/Business/Changing,-selling-or-closing-your-business/In-detail/Things-to-consider/?anchor=H10#H10
https://www.ato.gov.au/business/changing,-selling-or-closing-your-business/
https://www.ato.gov.au/Calculators-and-tools/Division-7A-calculator-and-decision-tool/
https://www.revenue.act.gov.au/payroll-tax/registration
https://www.revenue.nsw.gov.au/help-centre/resources-library/forms/Cancellation-of-registration-form-POCT.pdf
https://treasury.nt.gov.au/__data/assets/pdf_file/0017/481031/F-PRT-002.pdf
https://www.business.qld.gov.au/running-business/employing/payroll-tax/change-conditions
https://www.revenuesa.sa.gov.au/taxes-and-duties/payroll-tax/payroll-tax-how-to-guide#cancel
https://www.sro.tas.gov.au/resources/tasmanian-revenue-online/payroll-tax-and-insurance-duty/manage-your-registration/cancel-your-registration
https://www.sro.vic.gov.au/help-centre
https://www.wa.gov.au/government/multi-step-guides/payroll-tax-employer-guide/registration-payroll-tax-employer-guide
https://asic.gov.au/online-services/business-names/
https://asic.gov.au/online-services/business-names/#link-your-business
https://asic.gov.au/for-business/updating-your-business-name-details/#updateaddress
https://asic.gov.au/for-business/cancel-your-business-name/before-you-cancel-your-business-name/authorisation-to-cancel-for-business-name-holder/
https://asic.gov.au/for-business/cancel-your-business-name/before-you-cancel-your-business-name/authorisation-to-cancel-for-business-name-holder/
https://asic.gov.au/for-business/cancel-your-business-name/steps-to-cancel-your-business-name/
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Deregister your company Before seeking to deregister your company, you should:

• pay any outstanding fees and penalties due to ASIC

• close any bank accounts in the company’s name

• �ensure all transfers of company property are registered and no property  
is registered in the company’s name

• �ensure all registered business names held by the company are  
cancelled or transferred

• ensure any licenses held by the company are cancelled or ceased

Following that, you should:

• �apply for deregistration at least two weeks before your  
company’s annual review fee due date

• �lodge the Application for voluntary deregistration of a company  
form together with the deregistration fee

Find out more on voluntarily deregistering your company. 

 

Cancel any licensing and permits If your business holds any licenses, registrations or permits,  
contact the licensing or registration authority to cancel them.  

Cancel your workers compensation 
insurance policy.

Contact your workers’ compensation insurer for details on how to 
cancel your insurance policy. Specific information is available for the 
following states:

• NSW

• Queensland

• South Australia

• Western Australia

For other states and territories, contact your insurer or read your 
insurance policy.

 

Fair Work obligations Tips and links to further information Complete

Assess your obligations to your 
employees under the Fair Work Act

If employment ends because the business closes down permanently,  
the employee may be entitled to redundancy pay.

Information available from the Fair Work Ombudsman includes:

• Information on ending employment

• Notice and redundancy calculator

• Notice and final pay

• Redundancy

• Employee entitlements on a transfer of business

• Pay slips and record keeping requirements

Where your business closure will result in the redundancy of 15 or  
more staff, you need to give written notice to Services Australia.  
More information, and a notification template, can be found on  
the Services Australia website.

If the business is changing owners, see the Fair Work Ombudsman 
website for more information about When businesses change owners.

Employment obligations can be complex. You may need to seek the 
support of a lawyer with expertise employment matters. 

 

https://asic.gov.au/regulatory-resources/forms/forms-folder/6010-application-for-voluntary-deregistration-of-a-company/
https://asic.gov.au/regulatory-resources/forms/forms-folder/6010-application-for-voluntary-deregistration-of-a-company/
https://asic.gov.au/for-business/closing-your-company/deregistration/voluntarily-deregistering-a-company/
https://www.icare.nsw.gov.au/employers/manage-your-policy/cancel-your-policy#gref
https://www.worksafe.qld.gov.au/insurance/which-insurance-product-is-right-for-you/accident-insurance/cancelling-your-policy
https://www.rtwsa.com/insurance/insurance-with-us/maintain-your-cover
https://www.workcover.wa.gov.au/wp-content/uploads/2019/12/Cancellation-Request-Form-December-2019-Fillable.pdf
https://www.fairwork.gov.au/ending-employment
https://www.fairwork.gov.au/ending-employment/notice-redundancy-calculator
https://www.fairwork.gov.au/ending-employment/notice-and-final-pay
https://www.fairwork.gov.au/ending-employment/redundancy
https://www.servicesaustralia.gov.au/organisations/business/services/centrelink/redundancy-information-employers
https://www.fairwork.gov.au/employee-entitlements/when-businesses-change-owners
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Explore what assistance may be 
available to help staff find new work 
or get financial assistance

For example, the MyFuture website or the JobActive website. 

Employees may be able to access financial assistance to cover certain  
unpaid employment entitlements employment entitlements if they 
lose their job due to a liquidation or bankruptcy of their employer. 
Find out more and let any relevant employees know about the 
Fair Entitlement Guarantee (FEG).

 

Tying up loose-ends Tips and links to further information Complete

Disconnect services such as  
water, electricity, phonelines  
and web hosting

Contact your local suppliers.
 

Remove online presence such 
as social media, company 
domain and email

• How to cancel a domain name

• How to erase your social media presence
 

Cancel insurance policies related 
to your business that are no longer 
relevant but consider insurance  
you may need post-closure such  
as run-off cover

Run-off cover is a term used by the insurance industry to describe how  
a business will reduce (or run-off) its liability to its clients after it has 
ceased operating. See CPA Australia’s run-off cover fact sheet for  
more information. 

 

Redirect your mail Find out more on how to do this with Australia Post.
 

Look after yourself Resources and links to further information Complete

Seek financial advice Speak to a licensed financial adviser about your financial future.  
For more tips, visit the MoneySmart website.  

Ensure you are maintaining your 
mental wellbeing

Advice from Beyond Blue and other mental health  
and wellbeing resources.  

COPYRIGHT NOTICE ©CPA Australia Ltd (ABN 64 008 392 452), 2020. All rights reserved. The reproduction, adaptation, communication or sale of these materials  
(‘the Materials’) is strictly prohibited unless expressly permitted under Division 3 of the Copyright Act 1968 (Cth). For permission to reproduce any part of these materials,  
please contact the CPA Australia Legal Business Unit - legal@cpaaustralia.com.au. 

DISCLAIMER CPA Australia Ltd has used reasonable care and skill in compiling the content of this material. However, CPA Australia Ltd makes no warranty as to the accuracy  
or completeness of any information in these materials. The publishers, authors, editors and facilitators are not responsible for the results of any actions on the basis of 
information in this work, nor for any errors or omissions. They expressly disclaim all and any liability to any person in respect of anything and the consequences of anything,  
done or omitted to be done by any such person in reliance, in whole or part, on the contents of this publication. The views expressed in this work are for reference purposes  
only and are not intended, in part or full, to constitute legal or professional advice. Further, as laws change frequently, all practitioners, readers, viewers and users are advised  
to undertake their own research or to seek professional advice to keep abreast of any reforms and developments in the law.

LIMITATION OF LIABILITY To the extent permitted by applicable law, CPA Australia Ltd, its employees, agents and consultants exclude all liability for any loss or damage  
claims and expenses including but not limited to legal costs, indirect special or consequential loss or damage (including but not limited to, negligence) arising out of the 
information in the materials. Where any law prohibits the exclusion of such liability, CPA Australia Ltd limits its liability to the resupply of the information. For full terms of  
use visit http://www.cpaaustralia.com.au/utilities/terms

https://myfuture.edu.au/
https://jobsearch.gov.au/
https://www.ag.gov.au/industrial-relations/fair-entitlements-guarantee-feg
https://support.netregistry.com.au/s/article/How-to-cancel-a-domain-name
https://www.wired.com/story/how-to-delete-your-facebook-instagram-twitter-snapchat/
https://www.cpaaustralia.com.au/~/media/corporate/allfiles/document/professional-resources/practice-management/run-off-cover-fact-sheet.pdf
https://www.cpaaustralia.com.au/~/media/corporate/allfiles/document/professional-resources/practice-management/run-off-cover-fact-sheet.pdf
https://auspost.com.au/receiving/manage-your-mail/redirect-hold-mail/redirect-mail
https://moneysmart.gov.au/
https://www.beyondblue.org.au/
https://www.business.vic.gov.au/disputes-disasters-and-succession-planning/mental-health-in-business
https://www.business.vic.gov.au/disputes-disasters-and-succession-planning/mental-health-in-business
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