
Winding Down the Private Fund Checklist 
There are numerous steps that will need to be taken when winding down a private fund business with 
the goal of converting it into a family office, including: 

 Providing notice to firm personnel: This is a crucial step, because many of the firm personnel will be 
instrumental in assisting in the transition. The manager needs to consider the following: 

• whom on the team to tell first;
• when to tell team members;
• which personnel will remain post-transition;
• how to compensate the remaining personnel; and
• how to assist any departing personnel.

 Providing notice to the investors: The manager should seek to time the investor notice to ensure limited 
adverse exposure to the portfolio, in case word gets out and other investment firms seek to trade against 
the manager’s positions. As a result, the manager may want to sell some of the more sensitive positions 
before providing notice. 

 Providing notice to board members (if any): Any board of directors will need to be advised promptly to 
protect the interests of investors. 

 Providing notice to counterparties: Winding down private fund assets may trigger provisions in certain 
counterparty documents. In addition, if the manager will want to maintain counterparty relationships 
after the conversion, early dialogue with trading partners is strongly recommended. 

 Conferring with counsel, accountants/auditors and the administrator: Those various service providers 
will need to be consulted on issues such as audit requirements; valuation issues; and regulatory and 
compliance obligations. 

 Determining and paying off all liabilities: If the private fund has any creditors, they will need to be paid 
off prior to liquidation. 

 Determining the timing of portfolio liquidation and what is to be liquidated or distributed in-kind: 
Timing of portfolio sales could impact net asset value and will need to be managed carefully. In addition, 
if the manager feels that certain positions should not be sold due to tax, liquidity and/or strong 
investment outlook considerations, it must decide whether to:  

• offer all investors the option to receive some or all of the relevant positions via an in-kind
distribution;

• keep the pro rata share of those positions just for the family members, which could raise conflicts of
interest concerns, and cash out all outside investors;

• buy out all outside investors’ interests in the positions at market prices, which would be a principal
transaction requiring investor consent; or

• take some other approach.

 Filing certificates of dissolution/disqualification: Once the above steps have been taken, an assessment 
will need to be made as to which entities are intended to survive post-conversion. Those entities that will 
not have a family office purpose will need to be dissolved/disqualified from the relevant states. 




