INDEX OF ADM DOCUMENTS – March 2026
	Doc No.
	FOLDER

	
	

	0000
	CASE MANAGEMENT

	
	

	0001
	Work programme v21

	0001A
	LLP Work programme v21

	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
	Administration Creditor Fee Guide - April 2021 (PDF)

	0015
	GDPR checklist

	[bookmark: _Hlk37062853]0016
	Record of Decision to Instruct Professional Advisors

	0017
	Circular email to staff re ethics

	0018
	Website review checklist

	0019
	Periodic ethics review checklist

	[bookmark: _Hlk57186348]0020
	Tabular time cost comparison

	0021
	Case strategy note

	0022
	Pension scheme checklist

	0023
	Proof of debt form

	0024
	Administration Creditor Fee Guide - November 2011 (PDF)

	0025
	Administration Creditor Fee Guide - April 2017 (PDF)

	0026
	Fee authorisation sheet

	0027
	AML post appointment funds risk assessment

	
	

	0100
	PRE-APPOINTMENT

	0100
	Corporate Information gathering questionnaire

	0101
	Pre-engagement letter to Board

	0102
	[bookmark: _Hlk40707939]Letter to Board for AML evidence of identity

	0103
	Pre-appointment advice letter

	0104
	Engagement Letter

	0105
	Pre-pack engagement Letter

	0106
	QFC engagement Letter

	0107
	Engagement letter Terms and Conditions

	0108
	Letter to connected party re pre-pack

	0109
	Where can I get help

	0110
	R3 Get Back to Business leaflet (PDF)

	0111
	Company Insolvency Solutions Guide

	0112
	Summary of Options

	0113
	Authority for IP to act on behalf of company

	[bookmark: _Hlk89863291]0114
	Letter to RPS enclosing HR1

	0115
	Letter to director re RPS claim




	
	

	0200
	ENTRY INTO ADMINISTRATION

	
	Common documents

	0200
	Board minutes to appoint 

	
	

	
	General meeting of company

	0210
	Letter to members with notice of general meeting

	0211
	Notice of general meeting of company

	0212
	Proxy form for general meeting of company

	0213
	Consent to short notice of general meeting of company

	0214
	Attendance register for general meeting of company

	0215
	Proxy schedule for general meeting of company

	0216
	Minutes of general meeting of company

	0217
	Special resolution to appoint administrators

	
	

	
	Notice of intention to appoint

	0220
	Letter serving notice of intention to appoint on QFCH

	0221
	Letter serving notice of intention to appoint on company/LLP

	0222
	Letter serving notice of intention to appoint on relevant parties

	0223
	Letter serving notice of intention to appoint on FCA

	0224
	Letter to Court filing notice of intention to appoint

	
	

	
	Notice of appointment

	0230
	Letter to Court filing notice of appointment – notice of intention

	0231
	Letter to Court filing notice of appointment – no notice of intention

	
	

	0300
	PRE-PACKS

	[bookmark: _Hlk70330419]0300
	Pro forma SIP 16 report

	0301
	Letter to creditors – notice of appointment & SIP 16 report

	0302
	Letter to creditors – online notice of appointment & SIP 16 report

	
	

	0400
	INIITIAL ACTIONS ON APPOINTMENT

	
	Adverts

	0400
	Letter to Gazette or agents with on appointment notices

	0401
	Gazette notice of appointment

	
	

	
	Companies House

	0410
	Letter to Companies House on appointment

	0411
	Letter to Companies House submitting SofA

	0412
	AM01 - notice of appointment (PDF)

	0413
	AM02 - notice filing statement of affairs (PDF)

	
	

	
	Creditors & company

	0420
	Letter to creditors with notice of appointment

	0421
	Letter to creditors - notice of appointment with online proposals

	0422
	Information to creditors on opting out

	0423
	Notice to use website to deliver documents

	0424
	Authority to communicate electronically

	0425
	Notice to cred in EC Member State to claim

	0426
	Letter to company with notice of appointment

	
	

	
	Directors and statement of affairs

	[bookmark: _Hlk70330446]0430
	Letter to directors on appointment

	0431
	Notice requiring statement of affairs

	0432
	Statement of Affairs

	0433
	Statement of concurrence re statement of affairs

	0434
	Letter to directors with notice to submit SofA

	0435
	1st Letter to directors chasing SofA

	0436
	2nd letter to directors chasing SofA

	0437
	Letter to directors agreeing revised date to submit SofA

	0438
	Letter to directors no need to submit SofA

	0439
	Director’s questionnaire

	
	

	
	HMRC

	0440
	Letter to HMRC with VAT 769

	0441
	Letter to HMRC re tax affairs

	0440
	Deregistration Date Contact Form

	
	

	
	Sundries

	0450
	Letter to company solicitors 

	0451
	Letter to landlords 

	0452
	Letter to company accountants

	0453
	Letter to finance company 

	0454
	Letter to company insurance broker

	0455
	Letter to CVA supervisor 

	0456
	Letter to company's bankers 

	0457
	Letter to bank to open estate account

	0458
	Letter to re redirection of post

	0459
	Letter to Information Commissioner

	0460
	Letter to petitioning creditors solicitors

	0461
	Letter to judgement creditor on appointment

	0462
	Letter to Sheriff 

	0463
	Letter to chargeholder

	0464
	Letter to administrative receiver

	0465
	Letter to fixed charge receiver 

	0466
	Letter to HP company

	0467
	Letter to local authority

	0468
	Letter to utility suppliers

	0469
	Letter to employees and directors re electronic devices

	0470
	Letter to factoring company

	
	

	0500
	PROPOSALS

	
	

	[bookmark: _Hlk70330464]0500
	Proposals – approval decision required

	0500A
	Crib sheet for ADM0500 Proposals – approval decision required

	0501
	Proposals – NO approval decision required

	0501A
	Crib sheet for ADM0501 Proposals – NO approval decision required

	0502
	AM03 – notice filing proposals (Companies House PDF form)

	0503
	Letter to Companies House with proposals

	0504
	Fees estimate summary v4

	0505
	Fees estimate summary mixed bases v4

	0506
	Statement setting out reasons for proceeding with disposal

	
	

	
	Extension of period to submit proposals and seek decision on proposals from creditors

	
	

	1
	Common documents:

	0510
	Letter to secured creditors re extension

	0511
	Letter to preferential or unsecured creditors re extension 

	0512
	Letter to advertising agents with notice of decision 

	[bookmark: _Hlk114914991]0513
	Letter to creditors and members re Court Order extending time period 

	
	

	2
	Decision by correspondence

	0520
	Notice of decision by correspondence

	0521
	Gazette notice of decision by correspondence

	0522
	Record of decision by correspondence

	
	

	3
	Decision by Electronic vote

	0530
	Notice of decision by electronic vote

	0531
	Gazette notice of decision by electronic vote

	0532
	Record of decision by electronic vote

	
	

	4
	Decision at a Meeting – common documents

	0540
	Proxy for meeting to extend

	0541
	Authority to chair meeting

	0542
	Letter to creditors re adjournment of meeting

	0543
	Attendance register for meeting

	0544
	Record of decision at meeting

	
	

	5
	Virtual meeting

	0550
	Notice of decision at virtual meeting

	0551
	Gazette notice of virtual meeting

	
	

	6
	Physical meeting

	0560
	Notice of decision by Physical Meeting

	0561
	Letter to creditors with notice of physical meeting 

	0562
	Gazette notice of physical meeting

	
	

	7
	Decision by Deemed consent

	0570
	Notice of Deemed Consent & of objection

	0571
	Record of decision by deemed consent

	
	

	8
	Companies House & Court

	0580
	AM04 – notice of extension of time to deliver proposals (Companies House PDF form)

	0581
	Letter to Companies House with AM04

	0582
	AM05 - notice of extension of time to approve proposals (Companies House PDF form)

	0583
	Letter to Companies House with AM05

	
	

	0600
	APPROVAL OF PROPOSALS

	
	

	
	Decision Procedure

	
	

	0600
	Letter to creditors with proposals and notice of decision procedure 

	0601
	Letter to member with proposals

	0602
	Letter to Gazette or advertising agents with notice of decision procedure

	0603
	Letter to creditors & members with notice of record of decisions

	
	

	1
	Decision by correspondence

	0604
	Notice of decision by correspondence

	0605
	Gazette notice of decision by correspondence

	0606
	Record of decision by correspondence

	
	

	2
	Decision by Electronic vote

	0607
	Notice of decision by electronic vote

	0608
	Gazette notice of decision by electronic vote

	0609
	Record of decision by electronic vote

	
	

	3
	Decision at a Meeting

	
	Common documents

	0610
	Proxy for meeting to approve proposals

	0611
	Letter to officer to participate at meeting

	0612
	Notice to officer to participate at meeting

	0613
	Authority to chair meeting

	0614
	Letter to creditors re adjournment of meeting

	0615
	Attendance register for meeting

	0616
	Record of decision at meeting

	
	

	
	Virtual meeting

	0617
	Notice of virtual meeting

	0618
	Gazette notice of virtual meeting

	
	

	
	Physical meeting

	0619
	Notice of Physical Meeting

	0620
	Letter to creditors with notice of physical meeting 

	0621
	Gazette notice of physical meeting

	
	

	4
	Companies House and Court

	
	

	0622
	AM07 – notice of decision on proposals (Companies House PDF form)

	[bookmark: _Hlk70330507]0623
	Letter to Companies House with notice of record of decision

	0624
	Letter to Court with notice of record of decision

	
	

	
	Deemed approval of proposals

	
	

	[bookmark: _Hlk70497022]0630
	Letter to unsecured creditors with notice of deemed approval (and approval of remuneration)

	0631
	Letter to preferential creditors with notice of deemed approval (and approval of remuneration)

	0632
	Letter to members with proposals 

	0633
	AM06 - notice of approval of proposals (Companies House PDF form)

	0634
	Letter to Companies House with notice following deemed approval

	0635
	Letter to Court with notice following deemed approval

	0636
	Letter to creditors & members with notice following deemed approval

	0637
	Letter to secured creditor seeking fee approval

	
	

	
	Requisitioned decision

	0640
	Letter to requisitioning creditor re costs

	0641
	Letter to creditors with notice of requisitioned decision 

	0642
	Letter to Gazette or advertising agents with notice of requisitioned decision procedure

	
	

	
	Decision by correspondence

	0643
	Notice of requisitioned decision by correspondence

	0644
	Gazette notice of requisitioned decision by correspondence

	0645
	Record of requisitioned decision by correspondence

	
	

	
	Decision by Electronic vote

	0646
	Notice of decision by electronic vote

	0647
	Gazette notice of decision by electronic vote

	0648
	Record of decision by electronic vote

	
	

	
	Decision at a Meeting

	
	Common documents

	0649
	Proxy for requisitioned meeting

	0650
	Letter to officer to participate at requisitioned meeting

	0651
	Notice to officer to participate at requisitioned meeting

	0652
	Authority to chair meeting

	0653
	Letter to creditors re adjournment of meeting

	0654
	Attendance register for requisitioned meeting

	0655
	Record of decision at requisitioned meeting

	
	

	
	Virtual meeting

	0656
	Notice of requisitioned virtual meeting

	0657
	Gazette notice of requisitioned virtual meeting

	
	

	
	Physical meeting

	0658
	Notice of requisitioned Physical Meeting

	0659
	Letter to creditors with notice of requisitioned physical meeting 

	0660
	Gazette notice of requisitioned physical meeting

	[bookmark: _Hlk70330560]
	

	
	Preferential fee approval (for use where a paragraph 52(1)(b) statement has been made and there will be a return to preferential creditors) 

	0670
	Letter to preferential creditors seeking fee approval

	0671
	Fee approval report

	
	

	
	Decision by correspondence

	0672
	Notice of fee decision by correspondence

	0673
	Record of fee decision by correspondence

	
	

	
	Decision by Electronic vote

	0674
	Notice of fee decision by electronic vote

	0675
	Record of fee decision by electronic vote

	
	

	
	Decision at a Meeting

	
	Common documents

	0676
	Proxy for fee meeting

	0677
	Authority to chair meeting

	0678
	Letter to preferential creditors re adjournment of fee meeting

	0679
	Attendance register for meeting

	0680
	Record of decision at fee meeting

	
	

	
	Virtual meeting

	0681
	Notice of virtual fee meeting

	
	

	
	Physical meeting

	0682
	Notice of physical fee Meeting

	0683
	Letter to preferential creditors with notice of physical fee meeting 

	
	

	
	Unsecured creditor fee approval and/or approval of connected person transaction (the fee approval is for use where objective c) is being pursued, such that approval is required from all unsecured creditors, i.e. both preferential and non-preferential)

	0684
	Letter to creditors seeking fee approval

	0685
	Fee approval report

	
	

	
	Decision by correspondence

	0686
	Notice of fee decision by correspondence

	0687
	Record of fee decision by correspondence

	
	

	
	Decision by Electronic vote

	0688
	Notice of decision by electronic vote

	0689
	Record of decision by electronic vote

	
	

	
	Decision at a Meeting

	
	Common documents

	0690
	Proxy for fee meeting 

	0691
	Authority to chair meeting

	0692
	Letter to creditors re adjournment of fee meeting

	0693
	Attendance register for meeting

	0694
	Record of decision at fee meeting

	
	

	
	Virtual meeting

	0695
	Notice of virtual fee meeting

	0696
	Gazette notice of virtual fee meeting

	
	

	
	Physical meeting

	0697
	Notice of Physical fee Meeting

	0698
	Letter to creditors with notice of physical fee meeting 

	0699
	Gazette notice of physical fee meeting

	
	

	0700
	CREDITORS’ COMMITTEE

	0700
	Letter to committee members with report

	0701
	Letter to committee members with written resolutions

	0702
	Letter to creditors with copy of committee fee report

	0703
	Creditors’ Committees. A Guide for Creditors (PDF)

	
	

	
	Form committee

	[bookmark: _Hlk535390180]0710
	Notice of invitation to form a committee – deemed consent

	0711
	Notice of invitation to form a committee – correspondence

	0712
	Notice of invitation to form a committee – electronic voting

	0713
	Notice of invitation to form a committee – virtual or physical meeting

	
	

	
	Nominate members of committee

	0720
	Notice to nominate committee member – correspondence

	0721
	Notice to nominate committee member – electronic vote

	0722
	Notice to nominate committee member – virtual or physical meeting

	0723
	Letter to creditors with notice to nominate a committee member

	
	

	
	Formation of committee

	0730
	Consent to act on committee

	0731
	COM01 – notice of establishment of committee (Companies House PDF form)

	0732
	Letter to committee members on formation of committee

	0733
	Letter to Companies House on formation of committee

	
	

	
	First meeting of committee

	0740
	List of resolutions for first meeting of committee

	0741
	Agenda for first meeting of committee

	0742
	Minutes of first meeting of committee

	
	

	
	Meetings of committee

	0750
	Letter to committee members convening a meeting

	0751
	Notice of virtual meeting of committee

	0752
	Notice of physical meeting of committee

	0753
	Waiver of notice of committee meeting

	0754
	Attendance register for meetings of committee

	0755
	Minutes of general meeting of committee

	0756
	Letter to committee members with minutes of meeting

	0757
	Letter to committee members with written resolutions

	0758
	Written resolutions

	0759
	Record of decision by written resolutions

	
	

	
	Increase fees

	0760
	Letter to creditors with copy of fee increase report to committee

	0761
	Request to committee for a fee increase

	
	

	
	Change of membership of committee

	0770
	Letter to Companies House - change of membership 

	0771
	COM02 – notice of change of membership of committee (Companies House PDF form)

	
	


	
	Closure

	0780
	Letter to committee members re closure of case

	0781
	Written resolutions re closure & discharge

	
	

	0800
	PENSIONS

	0801
	Directors pension scheme questionnaire

	0802
	Letter to company’s pension advisors

	0803
	Letter to practice’s pension advisors & authority to disclose info

	0804
	Letter to PPF with s120 &/or s22 notice

	0805
	Letter to Scheme Trustees with s120 & s22 notice

	0806
	Letter to tPR with s120 &/or s22 notice

	0807
	Letter to PPF with notice of scheme rescue or failure

	0808
	Letter to Scheme Trustees on scheme rescue or failure

	0809
	Letter to tPR with notice of scheme rescue or failure

	0810
	Section 120 notice (PDF document)

	0811
	Section 22 notice

	0812
	Section 122 notice – ceasing to act (PDF document)

	0813
	Section 122 notice – scheme failure (PDF document)

	0814
	Letter to PPF on closure with s22 notice

	0815
	Letter to tPR on closure with s22 notice

	0816
	Letter to Scheme trustees on closure with s22 notice

	
	

	0900
	INSURANCE

	0900
	Information about insurance sheet

	0901
	Initial advice form for insurers

	0902
	Insurance file note

	0903
	Letter to practice's insurance brokers

	0904
	Letter of authority to disclose info to practice’s brokers

	0905
	Letter to insurance brokers on sale of assets

	
	

	1000
	EMPLOYEES

	1000
	Letter of dismissal to employees

	1001
	Letter to employee enclosing P45

	1002
	Letter to employee chasing submission of RP1

	1003
	Letter to employee regarding their right to complain to the ICO

	
	

	1100
	ROT

	1100
	ROT checklist

	1101
	ROT lead schedule

	1102
	ROT questionnaire

	1103
	ROT identification of assets schedule

	1104
	Letter to supplier with ROT questionnaire

	1105
	Letter to creditor accepting ROT claim

	1106
	Letter to creditor rejecting ROT claim

	1107
	Letter chasing return of ROT questionnaire

	1108
	Letter chasing ROT visit & questionnaire

	
	

	1200
	FINANCE AGREEMENTS

	1200
	Letter to finance co re return of equipment

	1201
	Letter to finance co re adoption of agreement by business purchaser




	
	

	1300
	ASSETS

	
	

	
	Tangible and Intangible

	1300
	Letter to agents to value chattel assets

	1301
	Letter to agents to value stock

	1302
	Letter to solicitors re sale of business

	1303
	Letter to 3rd party holding assets

	1304
	List of employee information to be provided to purchaser

	1305
	Confidentiality agreement

	1306
	Letter to director re DLA write off

	
	

	
	Book debts

	1310
	Letter to debtors for payment

	1311
	Letter to debtor where completing outstanding contracts

	1312
	Letter to debtor where uncompleted work

	1313
	Letter 1 chasing debtors

	1314
	Letter 2 chasing debtors

	1315
	Letter 3 chasing debtors referring to solicitors

	1316
	Letter to book debt collection agents

	1317
	Letter of authority for book debt collection agents

	
	

	
	Land and buildings

	1320
	Property checklist

	
	

	
	Agents & solicitors

	1321
	Letter of instruction to agents to value property

	1322
	Letter of instruction to agents to value a lease

	
	

	
	Land Registry

	1323
	Letter to solicitors instructing them to act

	1324
	Letter to Land Registry with notice of appointment – PN1 & CIT

	1325
	Land Registry CIT form

	1326
	Land Registry PN1 form

	
	

	
	Building Safety

	1327
	Notification to fire and rescue

	1328
	Notification to local authority

	
	

	1400
	TRADING

	
	No documents in the pack

	
	

	1500
	INVESTIGATIONS AND REPORTS ON DIRECTORS

	1500
	1st letter to directors re accounting records

	1501
	2nd letter to directors re accounting records

	1502
	Final letter to directors re accounting records

	1503
	Letter to directors with schedule of accounting records

	1504
	List of accounting records

	1505
	Letter to ICO re no registration

	1506
	Initial investigations checklist

	1507
	Further Investigations checklist

	1508
	CDDA checklist

	1509
	Letter to former directors with CDDA questionnaire

	
	

	1600
	TAXATION MATTERS

	1600
	Letter to HMRC to see if CT refund due

	1601
	VAT Questionnaire




	
	

	1700
	FINANCIAL RECORDS

	
	No documents in the pack – use those from your case management system.

	
	

	1800
	REVISION OF PROPOSALS

	1800
	Revised proposals

	1800A
	Crib sheet for ADM1800 Revised proposals

	1801
	Letter to creditors & members re revision of proposals

	1802
	Letter to Gazette or advertising agents with notice of decision procedure to revised proposals

	1803
	Letter to creditors & members with record of decisions

	
	

	
	Decision by correspondence to revise proposals

	1810
	Notice of decision by correspondence to revise proposals

	1811
	Gazette notice of decision by correspondence to revise proposals

	[bookmark: _Hlk116057192]1812
	Record of decision by correspondence to revise proposals

	
	

	
	Decision by electronic vote to revise proposals

	1820
	Notice of decision by electronic vote to revise proposals

	1821
	Gazette notice of decision by electronic vote to revise proposals

	1822
	Record of decision by electronic vote to revise proposals

	
	

	
	Decision at a meeting to revise proposals

	
	Common documents

	1830
	Letter to officer to participate at meeting

	1831
	Notice to officer to participate at meeting

	1832
	Proxy for meeting to revise proposals

	1833
	Attendance register for meetings of creditors

	1834
	Authority to chair a meeting

	1835
	Letter to creditors re adjournment of meeting to revise proposals

	1836
	Record of decision at meeting to revise proposals

	
	

	
	Virtual meeting

	1837
	Notice of virtual meeting to revise proposals

	1838
	Gazette notice of virtual meeting to revise proposals

	
	

	
	Physical meeting

	1839
	Notice of physical meeting to revise proposals

	1840
	Gazette notice of physical meeting to revise proposals

	1841
	Letter to creditors with notice of physical meeting revise proposals

	
	

	
	Deemed Consent

	1850
	Notice of deemed consent procedure to revise proposals

	1851
	Gazette notice of deemed consent procedure revise proposals

	1852
	Record of deemed consent procedure to revise proposals

	
	

	
	Companies House and Court

	1860
	Letter to Companies House with revised proposals and record of decisions

	1861
	Letter to Court with revised proposals and notice of record of decisions

	1862
	AM09 - notice of decision on revised proposals (Companies House PDF form) 

	1863
	AM08 – notice of revised proposals (Companies House PDF)

	
	

	1900
	PROGRESS REPORTS

	1900
	Progress report

	1900A
	Crib sheet for ADM1900 Progress report

	1901
	Letter to creditors - progress report 

	1902
	Letter to creditors - progress report and seek fee approval

	1903
	Letter to creditors - progress report and seek fee increase

	1904
	Letter to Companies House with progress report

	1905
	AM10 – notice of progress report (Companies House PDF form)

	
	

	2000
	INCREASING AN ADMINISTRATOR’S FEES

	
	

	
	Common documents

	2000
	Report to creditors for a fee increase 

	2000A
	Crib sheet for ADM1000 Report to creditors for a fee increase

	2001
	Letter to secured creditors re fee increase

	2002
	Letter to preferential creditors with notice re fee increase 

	2003
	Letter to creditors with copy of report to secured and/or preferential creditors for a fee increase 

	2004
	Letter to creditors with notice re fee increase 

	2005
	Letter to gazette or agent with notice of a decision to increase fees

	
	

	
	Decision by correspondence to increase fees

	2010
	Notice of decision by correspondence re fee increase

	2011
	Gazette notice of decision by correspondence

	2012
	Record of decision by correspondence to increase fees

	
	

	
	Decision by electronic vote to increase fees

	2020
	Notice of decision by electronic vote re fee increase

	2021
	Gazette notice of decision by correspondence

	2022
	Record of decision by correspondence to increase fees

	
	

	
	Decision at a meeting to increase fees

	
	Common parts

	2030
	Proxy for meeting to increase fees

	2031
	Authority to chair a meeting

	2032
	Attendance register for meetings of creditors

	2033
	Letter to creditors re adjournment of meeting to increase fees

	2034
	Record of decision of preferential creditors at meeting to increase fees

	2035
	Record of decision of unsecured creditors at meeting to increase fees

	
	

	
	Virtual meeting

	2040
	Notice of virtual meeting to increase fees

	2041
	Gazette notice of virtual meeting to increase fees

	
	

	
	Physical meeting

	2050
	Notice of physical meeting to increase fees

	[bookmark: _Hlk116305888]2051
	Gazette notice of physical meeting to increase fees

	2052
	Letter to creditors re physical meeting to increase fees

	
	

	2100
	DISTRIBUTIONS TO CREDITORS

	
	

	
	Common documents

	2100
	Distribution statement

	2101
	Letter to gazette or advertising agents - notice of intended dividend

	2102
	Employee claim form for additional notice pay

	2103
	Letter to creditors re cancelled or postponed dividend

	
	

	
	Preferential creditors

	2110
	Letter to preferential creditors with notice of intended dividend

	[bookmark: _Hlk37325086]2111
	Letter to preferential creditors who have proved with notice of intended dividend

	2112
	Letter to employee re residual preferential claim

	2113
	Notice of intended dividend to preferential creditors

	2114
	Employee claim form for additional notice pay

	2115
	Outline of employee preferential claims

	2116
	Letter to creditor acknowledging preferential claim

	2117
	Letter to preferential creditors with dividend payment 

	2118
	Letter to preferential employees with dividend payment

	2119
	Notice of declaration of dividend preferential creditors

	
	

	
	Prescribed part

	2120
	Letter to creditors with notice intended dividend of prescribed part

	2121
	Letter to creditors who have proved with notice of intended dividend of prescribed part

	2122
	Notice of intended dividend of prescribed part

	2123
	Gazette notice of intended dividend of prescribed part

	2124
	Letter to creditor acknowledging claim

	2125
	Letter to employee re claim as an unsecured creditor

	2126
	Letter to employee to confirm no claim as creditor

	2127
	Letter to employee re unsecured claim

	[bookmark: _Hlk37325096]2128
	Letter to creditor rejecting claim

	2129
	Letter to creditor requesting information to support claim

	2130
	Letter to creditors with notice of declaration of dividend of prescribed part

	2131
	Letter to employees with notice of declaration of dividend of prescribed part

	2132
	Notice of declaration of dividend prescribed part

	
	

	
	Unsecured creditors

	2140
	Letter to creditors with notice of intended dividend

	2141
	Letter to creditors who have proved with notice of intended dividend of prescribed part

	2142
	Notice of intended dividend to unsecured creditors

	2143
	Gazette notice of intended dividend

	2144
	Letter to creditor acknowledging claim

	2145
	Letter to employee re unsecured claim for pay in lieu

	2146
	Letter to employee re claim as unsecured creditor

	2147
	Letter to employee to confirm no claim as creditor

	2148
	Letter to creditor rejecting claim

	2149
	Letter to creditor requesting information to support claim

	2150
	Letter to creditors with notice of declaration of dividend

	2151
	Letter to employee with notice of declaration of dividend

	2152
	Notice of declaration of dividend unsecured creditors

	
	

	22
	EXTENSION OF ADMINISTRATION

	
	Common documents

	2200
	Notice seeking extension of administration

	2201
	Letter to secured creditors re extension of administration

	2202
	Letter to preferential creditors re decision to extend administration

	2203
	Letter to unsecured creditors re decision to extend administration

	2204
	Letter to Gazette or advert agents with notice of decision procedure to extend administration

	
	

	
	Application to Court to extend the Administration

	2210
	AM19 – notice of extension of administration (Companies House PDF form)

	2211
	Letter to Companies House with AM19

	2212
	Letter to creditors re Court Order extending administration 

	
	

	
	Decision by Correspondence to extend the Administration

	2220
	Notice of decision by correspondence to extend administration

	2221
	Gazette notice of decision to extend administration

	2222
	Record of decision of preferential creditors by correspondence to extend administration

	2223
	Record of decision of unsecured creditors by correspondence to extend administration

	
	

	
	Decision by Electronic vote to extend the Administration

	2230
	Notice of decision by electronic vote to extend administration

	2231
	Gazette notice of decision to extend administration

	2232
	Record of decision of preferential creditors by electronic vote to extend administration

	2233
	Record of decision of unsecured creditors by electronic vote to extend administration

	
	

	
	Decision by Deemed Consent to extend the Administration

	2240
	Notice of decision by deemed consent to extend administration

	2241
	Gazette notice of decision to extend administration

	2242
	Record of decision by deemed consent to extend administration

	
	

	
	Decision at a meeting to extend the Administration

	
	Common parts

	2250
	Letter to office to participate in meeting to extend administration

	2251
	Notice to officer to participate in meeting to extend administration

	2252
	Proxy for meeting to extend admin

	2253
	Attendance register for meetings of creditors

	2254
	Authority to chair a meeting

	2255
	Letter to creditors re adjournment of meeting to extend administration

	2256
	Record of decision of preferential creditors at meeting to extend administration

	2257
	Record of decision of unsecured creditors at meeting to extend administration

	
	

	
	Virtual meeting

	2258
	Notice of virtual meeting to extend administration

	2259
	Gazette notice of virtual meeting to extend administration

	
	

	
	Physical meeting

	2260
	Notice of physical meeting to extend administration

	2261
	Gazette notice of physical meeting to extend administration

	2262
	Letter to creditors re physical meeting to extend administration

	
	

	
	Post extension notices

	2270
	Letter to Companies House with AM19

	2271
	Letter to Court with AM19

	2272
	Letter to creditors with record of decisions extending administration

	2273
	AM19 – notice of extension of administration (Companies House PDF form)

	
	

	2300
	CLOSING

	
	

	
	Common documents

	2300
	Final progress report 

	2300A
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