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	0000
	CASE MANAGEMENT

	
	

	0001
	Work programme v17

	0001A
	LLP Work programme v17

	0002
	On appointment case review sheet

	0003
	Periodic case review sheet

	0004
	Practice fee recovery sheet pro forma 

	0005
	Bond calculation sheet

	0006
	Bond review document (with if formulae) 

	0007
	Provision of Services Regulations summary sheet

	0008
	Ethics checklist – corporate appointments 

	0009
	Money laundering risk assessment – corporate appointments

	0010
	Bribery Act 2010 Policy and case-based risk assessment 

	0011
	Bribery Act 2010 Policy and case-based risk assessment abbreviated version

	0012
	Bribery Act 2010 Policy statement and gift and hospitality register

	0013
	Proof of delivery certificate

	0014
	SIP 9 Guidance Notes – April 2021 version (PDF)

	0015
	GDPR checklist

	0016
	Record of Decision to Instruct Professional Advisors

	0017
	Circular email to staff re ethics
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	Website review checklist

	0019
	Periodic ethics review checklist

	0020
	Tabular time cost comparison

	0021
	Case strategy note

	0022
	Pension scheme checklist

	0023
	Proof of debt form

	0024
	Guide to Liquidators Fees November 2011 (PDF)
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	Liquidation Creditor Fee Guide April 2017 (PDF)
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	Fee authorisation sheet

	0027
	AML post appointment funds risk assessment

	
	

	0100
	FIRST MEETING WITH DIRECTORS

	
	

	0100
	Corporate Information gathering questionnaire

	0101
	Pre-engagement letter to Board

	0102
	Letter to board for AML evidence of ID 

	0103
	Minutes of Board or Designated Members Meeting

	0104
	Pre-appointment advice letter

	0105
	Engagement Letter

	0106
	Engagement Letter Terms and Conditions 

	0107
	Consent to Act

	0108
	Where can I get help

	0109
	R3 Get Back to Business leaflet (PDF)

	0110
	Company Insolvency Solutions Guide

	0111
	Summary of options

	0112
	Authority for IP to act on behalf of company

	0113
	Letter to Companies House - change registered office

	0114
	Letter to Company Bankers

	0115
	Letter to Company Accountants

	0116
	Letter to Company Solicitors

	0117
	Letter to book debt factors

	0118
	Letter to finance company

	0119
	Letter to Company Insurance brokers

	0120
	Letter to RPS enclosing HR1

	0121
	Letter to pressing creditors

	0122
	Letter to director re RPS claim

	0123
	Appointment timeline
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	0200
	APPOINTMENT OF LIQUIDATOR 

	
	

	
	General Meeting of Company 

	0201
	Letter to members with notice of general meeting

	0202
	Notice of general meeting of company

	0203
	Proxy form for general meeting of company

	0204
	Consent to short notice of general meeting

	0205
	Letter to directors with notice of general meeting

	0206
	Letter to QFCH with notice of general meeting

	0207
	Letter to sheriff with notice of general meeting

	0208
	Consent to act

	0209
	Proxy schedule for general meeting of company

	0210
	Attendance register for general meeting of company

	0211
	Minutes of adjourned general meeting  

	0212
	Minutes of general meeting of company 

	0213
	Resolutions passed at general meeting of company

	0214
	Special resolutions passed at General Meeting

	0215
	Certificate of appointment at general meeting

	
	

	
	Common Documents

	0220
	Board approval and explanatory info about the company for creditors

	0221
	Statement of Affairs

	0222
	Letter to Gazette & advert agent with notice of decision procedure

	0223
	Letter to creditors with SA & explanatory info

	0224
	Letter to creditors re material transaction

	0225
	Proof of debt form

	0226
	Joint liquidators’ division of responsibilities & letter

	
	

	
	Deemed Consent to appoint a liquidator

	0230
	Letter to creditors with notice of deemed consent

	0231
	[bookmark: _Hlk78989019]Notice of deemed consent procedure & objection

	0232
	Notice of invitation to form a committee – deemed consent 

	0233
	Objections to deemed consent register 

	0234
	Gazette notice re deemed consent procedure

	0235
	Record of decisions by deemed consent

	
	

	
	Meeting of creditors

	
	Common Documents

	0240
	Fee approval report- approval at meeting to appoint

	0241
	Notice of invitation to form a committee- meeting

	0242
	Notice of invitation to form a committee – deemed consent

	0243
	Proxy form to appoint liquidator

	0244
	Script for meeting to appoint a liquidator

	0245
	Attendance register for meeting

	0246
	Record of adjourned meeting to appoint liquidator

	0247
	Letter to creditors re: adjourn meeting of creditors

	0248
	Record of decisions at meeting to appoint liquidator

	0249
	Certificate of appointment at meeting of creditors

	
	


	
	Virtual Meeting

	0250
	Letter to creditors re virtual meeting

	0251
	[bookmark: _Hlk78989034]Letter to creditors re virtual meeting & fix fees 

	0252
	Notice of virtual meeting – appoint liquidator

	0253
	Gazette notice re virtual meeting & fix fees

	0254
	Gazette notice re virtual meeting

	0255
	Notice of virtual meeting – fees etc

	
	

	
	Physical Meeting 

	0260
	Letter to creditors re physical meeting

	0261
	[bookmark: _Hlk78989069]Notice of physical meeting

	0262
	Gazette notice re physical meeting & fix fees

	0263
	Gazette notice re physical meeting

	
	

	0300
	ACTIONS ON APPOINTMENT 

	
	

	
	Adverts

	0301
	Letter to gazette or advertising agents with on appointment notices 

	0302
	Gazette notice of winding up resolution

	0303
	Gazette notice to submit claims  

	0304
	Form 600a gazette notice of appointment

	0305
	Gazette notice of appointment – Form600a (Companies House PDF form)

	
	

	
	Companies House

	0310
	Letter to Companies House on appointment

	0311
	Form 600 – notice of appointment (Companies House PDF form)

	0312
	LIQ02 – notice of statement of affairs (Companies House PDF form)

	0313
	AD01 – change of registered office (Companies House PDF form)

	0314
	LLPAD01 – LLP change of registered office (Companies House PDF form)

	
	

	
	Creditors, members and directors

	0320
	Letter to creditors and members online info

	0321
	Letter to creditors and members with enclosures

	0322
	Information to creditors on opting out

	0323
	Notice to use website to deliver documents

	0324
	Authority to communicate electronically

	0325
	Notice to creditor in EC member state to claim

	0326
	Letter to creditors who did not receive the Statement of affairs 

	0327
	Letter to directors on appointment 

	0328
	Directors questionnaire  

	0329
	Section 216 outline  

	
	

	
	Sundry

	0330
	Letter to HMRC with VAT 769

	0331
	Letter to company accountants on appointment  

	0332
	Letter to company solicitors on appointment

	0333
	Letter to landlords notifying appointment  

	0334
	Letter to chargeholder on appointment 

	0335
	Letter to finance company on appointment 

	0336
	Letter to company insurance broker on appointment 

	0337
	Letter to company bankers on appointment

	0338
	Letter to bank to open estate account

	0339
	Letter to royal mail with redirection of post

	0340
	Letter to Information Commissioner

	0341
	Letter to petitioning creditors solicitors

	0342
	Letter to Sheriff on appointment

	0343
	Letter to execution creditor on appointment

	0344
	Letter to holder of statutory records

	0345
	Letter to prior administrative receiver

	0346
	Letter to employees and directors re electronic devices

	
	

	
	Conversion from MVL

	0350
	Letter to creditors - online notice of conversion from MVL

	0351
	Letter to creditors - notice of conversion from MVL

	0352
	Letter to Directors on conversion from MVL

	0353
	Letter to HMRC giving notice of conversion to CVL

	
	

	
	Conversion from Administration

	0360
	Letter to Companies House with notice of appointment

	0361
	Letter to gazette & advertising agents with on appointment notices

	0362
	Gazette notice of appointment

	0363
	Letter to directors on appointment

	0364
	Letter to HMRC giving notice of conversion to ADM

	0365
	Letter to bank to open estate account

	[bookmark: _Hlk46905191]0366
	Letter to creditors with notice to use website to deliver documents

	
	

	0400
	FIXING A LIQUIDATOR’S FEES

	
	

	0400
	Report to creditors for fee approval 

	0401
	[bookmark: _Hlk18578337]Letter to creditors seeking fee approval

	0402
	Letter to creditors for fee approval – committee formed at fee approval decision procedure

	0403
	Letter to gazette or advertising agents with notice of decision procedure

	0404
	Fees Estimate Summary

	0405
	Fees Estimate Summary – mixed bases

	
	

	
	Fee approval combined with notice of appointment

	0406
	Letter to creditors re online notice of appointment & fee approval

	0407
	Letter to creditors re notice of appointment & fee approval with enclosures

	0408
	Letter to creditors re online notice of appointment & fee approval – committee formed on appointment

	0409
	Letter to creditors re notice of appointment & fee approval – committee formed on appointment with enclosures

	
	

	
	Correspondence

	0410
	Notice of fee decision by correspondence

	0411
	Gazette notice & advert of decisions by correspondence

	0412
	Record of fee approval decision by correspondence

	
	

	
	Electronic Vote

	0420
	Notice of fee decision by electronic vote 

	0421
	Gazette notice & advert of electronic vote

	0422
	Record of fee approval decision by electronic vote

	
	

	
	Meetings

	
	Common documents

	0430
	Proxy for meeting of creditors for fee approval

	0431
	Authority to chair a meeting

	0432
	Attendance register for meetings of creditors

	0433
	Letter to creditors re adjournment of meeting of creditors

	0434
	Record of decisions at a meeting

	
	

	[bookmark: _Hlk18587191]
	Virtual meeting

	0440
	Notice of fee decision - virtual meeting 

	0441
	Gazette notice & advert – virtual meeting

	
	

	
	Physical meeting

	0450
	Notice of fee decision - physical meeting 

	0451
	Gazette notice & advert for physical meeting

	0452
	Letter to creditors with notice of physical meeting

	
	

	
0500
	LIQUIDATION COMMITTEE

	0500
	Letter to committee members with report

	0501
	Letter to committee members with written resolutions

	0502
	Letter to creditors with copy of fee report to committee

	0503
	R3 Liquidation Committees, A guide for creditors (PDF)

	
	

	
	Notice to form a committee

	0510
	Notice of invitation to form a committee – deemed consent

	0511
	Notice of invitation to form a committee – correspondence

	0512
	Notice of invitation to form a committee – electronic voting

	0513
	Notice of invitation to form a committee – meeting

	
	

	
	Nominate members

	0520
	Notice to nominate committee member – correspondence

	0521
	Notice to nominate committee member – electronic vote

	0522
	Notice to nominate committee member – meeting

	0523
	Letter to creditors with notice to nominate committee member

	
	

	
	Formation

	0530
	Consent to act on committee

	0531
	Letter to Companies House on formation of committee

	0532
	COM01 – notice of establishment of committee (Companies House PDF form)

	0533
	Letter to committee members on formation of committee

	
	

	
	First meeting

	0540
	List of resolutions for first meeting of committee

	0541
	Agenda for first meeting of committee

	0542 
	Minutes of first meeting of committee

	
	

	
	Meetings

	0550
	Letter to committee members convening a meeting

	0551
	Notice of virtual meeting of committee

	0552
	Notice of physical meeting of committee

	0553
	Waiver of notice of committee meeting

	0554
	Attendance register for meetings of committee

	0555
	General minutes of meeting of committee

	0556
	Letter to committee members enclosing minutes of meeting

	0557
	Letter to committee members with written resolutions

	0558
	Written resolutions

	0559
	Record of decision by written resolutions

	
	

	
	Increase fees

	0560
	Letter to creditors with copy of fee increase report to committee

	
	

	
	Change membership

	0570
	Letter to Companies House - change of membership 

	0571
	COM02 – notice of change of membership of committee (Companies House PDF form)

	
	

	
	Closure

	0580
	Letter to committee members re closure of case


	0600
	PENSIONS

	
	

	0601
	Directors’ Pension Scheme Questionnaire

	0602
	Letter to company’s pension advisors on appointment

	0603
	Letter to practice's pension advisors & authority to disclose info

	0604
	Letter to PPF with s120 & s22 notice

	0605
	Letter to Scheme Trustees with s120 & s22 notice

	0606
	Letter to tPR with s120 & s22 notice

	0607
	Letter to PPF with notice of scheme rescue or failure

	0608
	Letter to Scheme Trustees on scheme rescue or failure

	0609
	Letter to tPR with notice of scheme rescue or failure

	0610
	Section 120 notice

	0611
	Section 22 notice

	0612
	Section 122 notice – ceasing to act

	0613
	Section 122 notice – scheme failure

	0614
	Letter to PPF on closure s22 notice

	[bookmark: _Hlk1650868]0615
	Letter to tPR on closure s22 notice

	0616
	Letter to Scheme Trustees on closure s22 notice

	
	

	0700
	INSURANCE

	
	

	0700
	Information about insurance sheet

	0701
	Initial advice form for insurers

	0702
	Insurance file note

	0703
	Letter to practice’s insurance brokers

	0704
	Letter of authority to disclose information to practice’s brokers

	0705
	Letter to insurance brokers on sale of assets

	
	

	0800
	EMPLOYEES

	
	

	0800
	Letter of dismissal to employees

	0801
	Letter to employee enclosing P45

	0802
	Letter to employee chasing submission of RP1

	0803
	Letter to employee regarding their right to complain to the ICO

	
	

	0900
	ROT

	
	

	0900
	ROT checklist

	0901
	ROT lead schedule

	0902
	ROT questionnaire

	0903
	ROT identification of assets schedule

	0904
	Letter to supplier with ROT questionnaire

	0905
	Letter to creditor accepting ROT claim

	0906
	Letter to creditor rejecting ROT claim

	0907
	Letter chasing return of ROT questionnaire

	0908
	Letter chasing ROT visit & questionnaire

	
	

	1000
	FINANCE AGREEMENTS

	
	

	1000
	Letter to finance co re return of equipment

	1001
	Letter to finance co re adoption of agreement

	1100
	ASSETS

	
	

	
	Tangible and Intangible

	1101
	Letter of instruction to agents to value chattel assets

	1102
	Letter of instruction to agents to value stock	

	1103
	Letter to 3rd party holding assets 

	1104
	Letter of instruction to solicitors re sale of business

	1105
	List of employee information to be provided to purchaser

	1106
	Letter to director re DLA write off

	
	

	
	Book debts

	1110
	Letter to debtors for payment

	1111
	Letter to debtor where completing outstanding contracts

	1112
	Letter to debtor where uncompleted work

	1113
	Letter 1 chasing debtors

	1114
	Letter 2 chasing debtors

	1115
	Letter 3 chasing debtors referring to solicitors

	1116
	Letter to book debt collection agents

	1117
	Letter of authority for book debt collection agents

	
	

	
	Land and buildings

	1120
	Property checklist

	1121
	Letter to agents to value property

	1122
	Letter to agents to value a lease

	1123
	Letter to Land Registry with notice of appointment, PN1 & CIT forms 

	1124
	Form Land Registry CIT form

	1125
	Land Registry PN1 

	
	

	
	Disclaimer

	1130
	Notice of Disclaimer

	1131
	Letter sending disclaimer to landlord

	1132
	Letter sending disclaimer to landlord’s solicitor

	1133
	Letter sending disclaimer to Land Registry

	1134
	NDISC - Notice of disclaimer (Companies House PDF form)

	1135
	Letter sending disclaimer to Companies House

	
	

	1200
	INVESTIGATIONS & CDDA

	
	

	1200
	1st letter to director re accounting records

	1201
	2nd letter to director re accounting records

	1202
	Final letter to director re accounting records

	1203
	Letter to directors with schedule of accounting records

	1204
	List of accounting records

	1205
	Letter to Insolvency Service enclosing a s218 report

	1206
	Initial Investigations checklist

	1207
	Further Investigations checklist

	1208
	CDDA checklist
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	Letter to ICO re no registration

	1210
	Letter to former directors with questionnaire

	
	

	1300
	TAXATION MATTERS

	
	

	1300
	Deleted

	1301
	Deleted

	1302
	Letter to HMRC to determine if CT refund due

	1303
	VAT questionnaire

	1304
	Deleted

	1305
	Deleted

	1306
	Deleted

	1307
	Deleted

	1308
	Deleted

	1309
	Deleted



	1400
	LIQUIDATOR’S FINANCIAL RECORDS

	
	

	
	No documents in pack – use those in your case management system

	
	

	1500
	ANNUAL PROGRESS REPORTS

	
	

	1500
	Annual progress report 

	1501
	[bookmark: _Hlk78988267]Annual progress report - pre-October 2015   

	1502
	Letter to creditors and members with annual progress report

	1503
	Letter to creditors and members with annual progress report & seek fee approval

	1504
	Letter to creditors and members with annual progress report & seek fee increase

	1505
	Letter to Companies House with progress report

	1506
	LIQ03 – notice of progress report (Companies House PDF form)

	
	

	1600
	INCREASING A LIQUIDATOR’S FEES

	
	

	1600
	Report to creditors for a fee increase 

	1601
	Letter to creditors re fee increase 

	1602
	Letter to Gazette or agents with notice of a decision

	
	

	
	Correspondence

	1611
	Notice of decision by correspondence

	1612
	Gazette notice of decision by correspondence

	1613
	Record of decision by correspondence 

	
	

	
	Electronic Vote

	1621
	Notice of decision electronic vote

	1622
	Gazette notice of decision by electronic vote

	1623
	Record of decision by electronic vote

	
	

	
	Meetings

	
	Common parts

	1631
	Proxy form

	1632
	Authority to chair meeting

	1633
	Attendance register for meeting of creditors

	1634
	Letter to creditors re adjournment of meeting

	1635
	Record of decision of creditors at a meeting

	
	

	
	Virtual

	1641
	Notice of virtual meeting

	1642
	Gazette notice of virtual meeting

	
	

	
	Physical

	1651
	Notice of physical meeting

	1652
	Gazette notice of physical meeting

	1653
	Letter to creditors with notice of physical meeting

	1700
	DISTRIBUTIONS TO CREDITORS

	
	

	
	Sundry

	1700
	Letter to advertising agents - notice of intended dividend

	1701
	Employee claim form for additional notice pay

	1702
	Letter to creditors re cancelled or postponed dividend

	
	

	
	Preferential creditors

	1710
	Letter to preferential creditors with notice of intended dividend

	1711
	Notice of intended dividend to preferential creditors

	1712
	Letter to employee re residual preferential claim

	[bookmark: _Hlk46905524]1713
	Outline of employee preferential claims

	1714
	Letter to employee acknowledging preferential claim

	1715
	Letter to preferential creditors with dividend payment 

	1716
	Letter to preferential employees with dividend payment

	1717
	Notice of Declaration of Dividend preferential creditors

	
	

	
	Prescribed part

	1720
	Letter to creditors with notice of intended dividend re prescribed part

	1721
	Notice of intended dividend of prescribed part

	1722
	Gazette notice of intended dividend of prescribed part

	1723
	Letter to creditor acknowledging claim

	1724
	Letter to employee re claim as an unsecured creditor

	1725
	Letter to employee to confirm no claim as an unsecured creditor 

	1726
	Letter to employee re unsecured claim 
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	Letter to creditor rejecting claim

	1728
	Letter to creditor requesting information to support claim

	1729
	Letter to creditors with notice of declaration of dividend of prescribed part

	1730
	Letter to employees with notice of declaration of dividend of prescribed part

	1731
	Notice of Declaration of Dividend prescribed part

	
	

	
	Unsecured creditors

	1740
	Letter to creditors with notice of intended dividend 

	1741
	Notice of intended dividend

	1742
	Gazette notice of intended dividend

	1743
	Letter to creditor acknowledging claim

	1744
	Letter to employee re unsecured claim for pay in lieu
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	Letter to employee re claim as unsecured creditor

	1746
	Letter to employee to confirm no claim as creditor

	1747
	Letter to creditor rejecting claim

	1748
	Letter to creditor requesting information to support claim

	1749
	Letter to unsecured creditors with notice of declaration of dividend

	1750
	Letter to employee with notice of declaration of dividend

	1751
	Notice of Declaration of Dividend unsecured creditors




	1800
	CLOSING PROCEDURES

	
	

	1800
	Letter to bank to close estate account

	1801
	Letter to agents to seek closure clearance

	1802
	Letter to solicitors to seek closure clearance

	1803
	Letter to insurance agents re closure

	1804
	Final Account

	1805
	Final Account – pre-October 2015

	1806
	Letter to creditors with final Account

	1807
	Letter to creditors with final Account pre-October 2015

	1808
	Letter to members with final account

	1809
	Notice to accompany final account

	1810
	Notice of final dividend position

	1811
	Letter to Companies House with final account

	1812
	LIQ14 – Notice of final account (Companies House PDF form)

	1813
	Application to SoS for release as liquidator

	1814
	Letter to SoS with application for release as liquidator
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	1900
	
RESIGNATION – REMOVAL


	
	

	A.
	Resignation

	1900
	Notice of intention to resign – no replacement

	1901
	Notice of intention to resign – replacement liquidator sought

	1902
	Letter to creditors with notice of intention to resign – decision sought

	1903
	Record of deemed consent procedure to resign

	1904
	Certificate of appointment of replacement liquidator

	1905
	Letter to CH with notice of resignation

	1906
	LIQ016 - Notice of resignation (Companies House PDF Form) 

	
	

	B.
	Removal

	
	

	
	General

	1920
	Letter to creditor confirming threshold met

	1921
	Letter to creditor seeking a deposit for costs

	1922
	Letter to gazette or advertising agents with notice of decision procedure

	1923
	Letter to creditors with notice of removal decision procedure

	
	

	
	Correspondence

	1930
	Notice of removal decision by correspondence

	1931
	Gazette notice & advert of decisions by correspondence

	1932
	Record of removal decision by correspondence

	
	

	
	Electronic Vote

	1940
	Notice of removal decision by electronic vote 

	1941
	Gazette notice & advert of electronic vote

	1942
	Record of removal decision by electronic vote

	
	

	
	Meetings

	
	Common documents

	1950
	Proxy for meeting of creditors for removal

	1951
	Authority to chair a meeting

	1952
	Attendance register for meetings of creditors

	1953
	Letter to creditors re adjournment of meeting of creditors

	1954
	Record of decisions at a meeting

	
	

	
	Virtual meeting

	1960
	Notice of removal decision - virtual meeting 

	1961
	Gazette notice & advert – virtual meeting

	
	

	
	Physical meeting

	1970
	Notice of removal decision - physical meeting 

	1971
	Gazette notice & advert for physical meeting

	1972
	Letter to creditors with notice of physical meeting

	
	

	
	Actions on replacement

	1980
	Certificate of appointment of replacement liquidator

	1981
	Certificate of removal of liquidator

	1982
	Letter to Companies House with notice of removal

	1983
	LIQ07 - Notice of liquidator’s removal (Companies House PDF form)

	
	

	
2000
	
SUNDRY DOCUMENTS


	
	

	2000
	Notice of deemed consent

	2001
	Gazette notice of deemed consent

	2002
	Record of decision by deemed consent

	2003
	Notice of decision by correspondence

	2004
	Notice of decision by Electronic vote

	2005
	Gazette notice of decision by correspondence or electronic vote

	2006
	Record of Decision by correspondence or electronic vote

	2007
	Notice of decision at a virtual meeting

	2008
	Gazette notice of a virtual meeting

	2009
	Proxy form

	2010
	Minutes of a virtual meeting

	2011
	Letter to creds re a physical meeting

	2012
	Notice of decision at a physical meeting

	2013
	Gazette notice of a physical meeting

	2014
	Minutes of a physical meeting

	2015
	Letter to officer to participate at meeting

	2016
	Notice to officer to participate at meeting



3

