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	0000
	CASE MANAGEMENT

	
	

	0001
	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 – personal appointments 

	0009
	Money laundering risk assessment – personal 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

	[bookmark: _Hlk46905160]0018
	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 Trustee’s Fees November 2011 (PDF)

	0025
	Bankruptcy Creditor Fee Guide April 2017 (PDF)

	0026
	Fee authorisation sheet

	0027
	AML post appointment funds risk assessment

	
	

	0100
	PRE-APPOINTMENT

	
	

	0100
	Consent to Act

	
	

	0200
	INITIAL ACTIONS ON APPOINTMENT

	
	

	
	Adverts

	0201
	Letter to gazette or instructing advertising agents to gazette appointment

	0202
	Gazette notice of appointment

	0203
	Gazette notice of appointment & for creditors to claim

	
	

	
	Creditors 

	0210
	Notice of appointment

	0211
	Letter to creditors 

	0211A
	Crib sheet for BKY0211 Letter to creditors

	0212
	Information to creditors on opting out

	0213
	Notice to use website to deliver documents

	0214
	Authority to communicate electronically

	0215
	Notice to creditor in EC member state to claim

	
	


	
	Bankrupt

	0220
	Initial letter to bankrupt on appointment

	0221
	Undischarged bankrupt questionnaire.

	0222
	Debtor questionnaire

	0223
	Bankrupt’s authority to HMRC to disclose info

	0224
	Bankrupt’s authority to 3rd party to disclose info

	0225
	Where can I get help?

	
	

	
	Sundry

	0230
	Letter to OR re handover papers

	0231
	Letter to HMRC notifying appointment

	0232
	Letter to bankrupt’s accountants 

	0233
	Letter to bankrupt’s solicitors

	0234
	Letter to landlord

	0235
	Letter to mortgagee 

	0236
	Letter to finance company 

	0237
	Letter to bankrupt’s bankers 

	0238
	Letter to bank to open local estate account

	0239
	Letter to royal mail enclosing redirection of post

	0240
	Letter to Information Commissioner

	0241
	Letter to petitioning creditor’s solicitors 

	0242
	Letter to sheriff 

	0243
	Letter to execution creditor

	0244
	Letter to HMRC re tax affairs

	0245
	Letter to employees re electronic devices

	0246
	Deregistration Date Contact Form

	
	

	0300
	FIXING THE TRUSTEE’S FEES

	
	

	0300
	Report to creditors for fee approval 

	0300A
	Crib sheet for BKY0300 Report to creditors for fee approval

	0301
	Letter to creditors seeking fee approval

	0302
	Letter to gazette or advertising agents with notice of decision procedure

	0303
	Fees Estimate Summary

	0304
	Fees Estimate Summary – mixed bases

	0305
	Letter to creditors for fee approval - Committee formed at fee approval decision procedure

	
	

	
	Fee approval combined with notice of appointment

	0306
	Letter to creditors with notice of appointment & seeking fee approval

	
	

	
	Correspondence

	0310
	Notice of fee decision by correspondence

	0311
	Gazette notice & advert of decisions by correspondence

	0312
	Record of fee approval decision by correspondence

	
	

	
	Electronic Vote

	0320
	Notice of fee decision by electronic vote 

	0321
	Gazette notice & advert of electronic vote

	0322
	Record of fee approval decision by electronic vote

	
	

	
	Meetings

	
	Common documents

	0330
	Proxy for meeting of creditors for fee approval

	0331
	Authority to chair a meeting

	0332
	Attendance register for meetings of creditors

	0333
	Letter to creditors re adjournment of meeting of creditors

	0334
	Record of decisions at a meeting

	
	

	
	Virtual meeting

	0340
	Notice of fee decision - virtual meeting 

	0341
	Gazette notice & advert – virtual meeting

	
	

	
	Physical meeting

	0350
	Notice of fee decision - physical meeting 

	0351
	Gazette notice & advert for physical meeting

	0352
	Letter to creditors with notice of physical meeting

	
	

	0400
	CREDITORS’ COMMITTEE

	
	

	0400
	Letter to committee members with report

	0401
	Letter to committee members with written resolutions

	0402
	Letter to creditors with copy of fee report to committee

	0403
	R3 Liquidation Committees, A guide for creditors (PDF)

	
	

	
	Notice to form a committee

	0410
	Notice of invitation to form a committee – deemed consent

	0411
	Notice of invitation to form a committee – correspondence

	0412
	Notice of invitation to form a committee – electronic voting

	0413
	Notice of invitation to form a committee – meeting

	
	

	
	Nominate members

	0420
	Notice to nominate committee member – correspondence

	0421
	Notice to nominate committee member – electronic vote

	0422
	Notice to nominate committee member – meeting

	0423
	Letter to creditors with notice to nominate committee member

	
	

	
	Formation

	0430
	Consent to act on committee

	[bookmark: _Hlk100675115]0431
	Notice of establishment of committee 

	0432
	Letter to Court on formation of committee

	0433
	Letter to OR on formation of committee

	0434
	Letter to committee members on formation of committee

	
	

	
	First meeting

	0440
	List of resolutions for first meeting of committee

	0441
	Agenda for first meeting of committee

	0442 
	Minutes of first meeting of committee

	
	

	
	Meetings

	0450
	Letter to committee members convening a meeting

	0451
	Notice of virtual meeting of committee

	0452
	Notice of physical meeting of committee

	0453
	Waiver of notice of committee meeting

	0454
	Attendance register for meetings of committee

	0455
	General minutes of meeting of committee

	0456
	Letter to committee members enclosing minutes of meeting

	0457
	Letter to committee members with written resolutions

	0458
	Written resolutions

	0459
	Record of decision by written resolutions

	
	

	
	Increase fees

	0460
	Letter to creditors with copy of fee increase report to committee

	
	

	
	Change membership

	0470
	Notice of change of membership of committee 

	0471
	Letter to Court on change of membership of committee

	0472
	Letter to OR on change of membership of committee

	
	


	
	Closure

	0480
	Letter to committee members re closure of case

	
	

	0500
	INSURANCE

	
	

	0500
	Information about insurance sheet

	0501
	Initial advice form for insurers

	0502
	Insurance file note

	0503
	Letter to practice’s insurance brokers

	0504
	Letter of authority to disclose info to broker

	0505
	Letter to insurance brokers on sale of assets

	
	

	0600
	EMPLOYEES AND PENSIONS

	
	

	
	Employees

	0600
	Letter of dismissal to employees

	0601
	Letter to employee enclosing P45

	0602
	Letter to employee chasing RP1

	0603
	Letter to employee regarding their right to complain to the ICO

	
	

	
	Pensions

	0610
	Letter to debtor’s pension advisors on appointment

	0611
	Letter to practice's pension advisors & authority to disclose info

	0612
	Letter to PPF with s120 & s22 notice

	0613
	Letter to Scheme Trustees with s120 & s22 notice

	0614
	Letter to tPR with s120 & s22 notice

	0615
	Letter to PPF with notice of scheme rescue or failure

	0616
	Letter to Scheme Trustees on scheme rescue or failure

	0617
	Letter to tPR with notice of scheme rescue or failure

	0618
	Section 120 notice

	0619
	Section 22 notice

	0620
	Section 122 notice – ceasing to act

	0621
	Section 122 notice – scheme failure

	0622
	Letter to PPF on closure s22 notice

	0623
	Letter to tPR on closure s22 notice

	0624
	Letter to Scheme Trustees on closure s22 notice

	
	

	0700
	ROT

	
	

	0700
	ROT checklist

	0701
	ROT lead schedule

	0702
	ROT questionnaire

	0703
	ROT identification of assets schedule

	0704
	Letter to supplier with ROT questionnaire

	0705
	Letter to creditor accepting ROT claim

	0706
	Letter to creditor rejecting ROT claim

	0707
	Letter chasing return of ROT questionnaire

	0708
	Letter chasing ROT visit & questionnaire

	
	

	0800
	Finance agreements

	
	

	0800
	Letter to finance co re return of equipment

	0801
	Letter to finance co re adoption of agreement




	
	

	0900
	ASSETS

	
	

	
	Tangible & Intangible

	0900
	Letter to agents to value chattel assets

	0901
	Letter to agents to value stock

	0902
	Letter to solicitors re sale of business

	0903
	Letter to 3rd party holding assets

	0904
	List of employee information for purchaser

	
	

	
	Book debts

	0910
	Letter to debtors for payment

	0911
	Letter to debtor where completing contracts

	0912
	Letter to debtor where uncompleted work

	0913
	Letter 1 chasing debtors

	0914
	Letter 2 chasing debtors

	0915
	Letter 3 chasing debtors referring to solicitors

	0916
	Letter of instruction to book debt collection agents

	0917
	Letter of authority for book debt collection agents

	
	

	
	Land & buildings 

	0920
	Property checklist 

	0921
	First letter to bankrupt re principal residence

	0922
	Letter to spouse re principal residence

	0923
	Notice of Principal Residence

	0924
	Letter to mortgagee for update

	0925
	Letter to mortgagee for them to account

	0926
	Letter to bankrupt for proposals re property

	0927
	Letter to Land Registry with notice of appointment, PN1 & CIT forms

	0928
	Land Registry CIT form

	0929
	Land Registry PN1 form

	0930
	Letter to land registry with RX1

	0931
	Land Registry RX1 form

	0932
	Letter to bankrupt re revesting property

	0933
	Certificate revesting property in bankrupt

	0934
	Covering letter to land registry with RX4

	0935
	Land Registry RX4 form

	0936
	Letter to agents to value property

	0937
	Letter to solicitors instructing them to act

	0938
	Letter to agents to value a lease

	
	

	
	Building Safety

	0939
	Notification to fire and rescue

	0939a
	Notification to local authority

	
	

	
	IPO/IPA

	0940
	Letter to bankrupt re IPO or IPA agreed with OR

	0941
	Letter to bankrupt setting up IPA

	0942
	Letter to bankrupt to review income & expenditure

	0943
	Letter to bankrupt amending IPA

	0944
	Income & expenditure questionnaire

	0945
	Income Payments Agreement

	
	

	
	After-acquired Property

	0950
	Letter to bankrupt for info re after acquired property

	0951
	Letter to bankrupt chasing info re after acquired property

	0952
	Letter to bankrupt claiming after acquired property

	0953
	Letter to bankrupt chasing delivery of after acquired property

	0954
	Letter to bankrupt declining after acquired property

	
	

	
	Excess Exempt Property

	[bookmark: _Hlk536718779]0960
	Letter to bankrupt for info re excess exempt property

	0961
	Letter to agents to value exempt property

	0962
	Letter to bankrupt chasing info re excess exempt property

	0963
	Letter to bankrupt claiming excess exempt property

	0964
	Letter to bankrupt chasing delivery of excess exempt property

	0965
	Letter to bankrupt declining excess exempt property

	
	

	
	Disclaimer

	0970
	Notice of Disclaimer

	0971
	Letter sending notice of disclaimer to landlord

	0972
	Letter sending notice of disclaimer to landlord’s solicitor

	0973
	Letter sending notice of disclaimer to Land Registry

	0974
	Letter sending notice of disclaimer to Court

	0975
	Letter sending notice of disclaimer to OR

	
	

	1000
	TRADING

	
	

	1000
	Letter to utility suppliers re continued supply

	
	

	1100
	INVESTIGATIONS

	
	

	1100
	1st letter to debtor re business records

	1101
	2nd letter to debtor re business records

	1102
	Final letter to debtor re business records

	1103
	Letter to debtor with schedule of business records

	1104
	List of business records
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	Letter to ICO re no registration

	
	

	1200
	TAXATION MATTERS

	
	No documents in pack since all interaction with HMRC is now online.

	
	

	1300
	TRUSTEE’S FINANCIAL RECORDS

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

	
	

	1400
	ANNUAL PROGRESS REPORTS

	
	

	1400
	Annual progress report 

	1400A
	Crib sheet for BKY1400 Annual progress report 

	1401
	Annual progress report – pre October 2015

	1401A
	Crib sheet for BKY1401 Annual progress report – pre October 2015

	1402
	Letter to creditors with annual progress report

	1403
	Letter to creditors with annual progress report & seek fee approval

	1404
	Letter to creditors with annual progress report & seek fee increase

	
	

	1500
	INCREASING THE TRUSTEE’S FEES

	
	

	1500
	Report to creditors for a fee increase 

	1500A
	Crib sheet for BKY1500 Report to creditors for a fee increase

	1501
	Letter to creditors re fee increase 

	1502
	Letter to Gazette or agents with notice of a decision

	
	

	
	Correspondence

	1511
	Notice of decision by correspondence

	1512
	Gazette notice of decision by correspondence

	1513
	Record of decision by correspondence 

	
	

	
	Electronic Vote

	1521
	Notice of decision electronic vote

	1522
	Gazette notice of decision by electronic vote

	1523
	Record of decision by electronic vote

	
	

	
	Meetings

	
	Common parts

	1531
	Proxy form

	1532
	Authority to chair meeting

	1533
	Attendance register for meeting of creditors

	1534
	Letter to creditors re adjournment of meeting

	1535
	Record of decision of creditors at a meeting

	
	

	
	Virtual

	1541
	Notice of virtual meeting

	1542
	Gazette notice of virtual meeting

	
	

	
	Physical

	1551
	Notice of physical meeting

	1552
	Gazette notice of physical meeting

	1553
	Letter to creditors with notice of physical meeting

	
	

	1600
	DISTRIBUTIONS TO CREDITORS

	
	

	
	Common Documents

	1600
	Distribution statement

	1601
	Letter to gazette or advertising agents re gazetting notice of intended dividend

	1602
	Letter to EAS enclosing CAU109 for dividends

	1603
	Employee claim form for additional notice pay

	1604
	Letter to creditors re cancelled or postponed dividend

	
	

	
	Preferential creditors

	1610
	Letter to preferential creditors with notice of intended dividend

	1611
	Notice of intended dividend to preferential creditors

	1612
	Letter to employee re residual preferential claims

	1613
	Outline of employee preferential claims

	1614
	Letter to employee acknowledging preferential claim

	1615
	Letter to preferential creditors with dividend payment 

	1616
	Letter to preferential employees with dividend payment

	1617
	Notice of Declaration of Dividend preferential creditors

	
	

	
	Unsecured creditors

	1620
	Letter to creditors with notice of intended dividend 

	1621
	Notice of intended dividend

	1622
	Gazette notice of intended dividend

	1623
	Letter to creditor acknowledging claim

	1624
	Letter to employee re unsecured claim for pay in lieu

	1625
	Letter to employee re claim as unsecured creditor

	1626
	Letter to employee to confirm no claim as creditor

	1627
	Letter to creditor rejecting claim

	1628
	Letter to creditor requesting information to support claim

	1629
	Letter to unsecured creditors with notice of declaration of dividend

	1630
	Letter to employee with notice of declaration of dividend

	1631
	Notice of Declaration of Dividend unsecured creditors




	
	

	1700
	CLOSING PROCEDURES

	
	

	1700
	Letter to agents to seek closure clearance

	1701
	Letter to solicitors to seek closure clearance

	1702
	Letter to insurance agents re closure

	1703
	Final Report

	1703A
	Crib sheet for BKY1703 Final Report 

	1704
	Final Report – pre-October 2015

	1704A
	Crib sheet for BKY1704 Final Report – pre-October 2015

	1705
	Letter to creditors with final report

	1706
	Letter to creditors with final report pre-October 2015

	1707
	Notice to accompany final report

	1708
	Notice of final dividend position

	1709
	Letter to OR with final report

	1710
	BPDC authority to destroy accounting records

	1711
	Letter to SoS - EAS with r & p

	1712
	Letter to bankrupt with final report

	1713
	Notice to Court of final report 

	1714
	Letter to Court filing notice of final report

	1715
	Notice to OR of final report - adjudicator cases

	1716
	Letter to SoS – EAS with notice to Court or OR of final report

	1717
	Letter to OR with notice to Court or OR of final report

	1718
	Application to SoS for release as Trustee

	1719
	Letter to SoS with application for release
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	Annulment on grounds of payment in full

	[bookmark: _Hlk536718590]1730
	Letter to creditors confirming payment in full

	1731
	Letter to creditors to claim

	1732
	Letter to preferential employees paying claims in full

	1733
	Letter to unsecured creditors paying claims in full

	1734
	Letter to unsecured employees paying claims in full

	1735
	Annulment report

	1736
	Letter to Court with annulment report

	1737
	Letter to OR with annulment report

	1738
	Letter to bankrupt with annulment report

	1739
	Letter to bankrupt’s advisor with annulment report

	1740
	Letter to SoS – EAS with final r & p

	1741
	Letter to Court with final r & p

	
	

	
	

	1800
	
RESIGNATION - REMOVAL


	
	

	[bookmark: _Hlk157769634]A.
	Resignation

	
	Resignation documents – replacement trustee 

	1800
	Notice of intention to resign – no replacement

	1801
	Notice of intention to resign – replacement trustee sought

	1802
	Letter to creditors with notice of intention to resign – replacement trustee sought

	1803
	Letter to debtor with notice of intention to resign – replacement trustee sought

	1804
	Letter to OR with notice of intention to resign – replacement trustee sought

	1805
	Record of deemed consent procedure to resign

	1806
	Certificate of appointment of replacement trustee

	1807
	Notice to Court of resignation 

	1808
	Letter to Court with notice of resignation

	1809
	Notice to OR of resignation - adjudicator cases

	1810
	Letter to OR with notice of resignation - adjudicator cases

	
	

	
	Resignation documents – no replacement. OR trustee ex officio

	1811
	Letter to OR with notice of resignation and notice of intention to vacate office

	1812
	Letter to EAS with notice of resignation

	1813
	Notice to OR of intention to vacate office

	1814
	Progress report 

	1815
	Progress report – pre October 2015

	1816
	Letter to creditors with progress report

	1817
	Letter to creditors with progress report – pre-October 2015 case

	
	

	B.
	Removal

	1820
	Letter to creditor confirming threshold met

	1821
	Letter to creditor seeking a deposit for costs

	1822
	Letter to gazette or advertising agents with notice of decision procedure

	1823
	Letter to creditors with notice of removal decision procedure

	
	

	
	Correspondence

	1830
	Notice of removal decision by correspondence

	1831
	Gazette notice & advert of decisions by correspondence

	1832
	Record of removal decision by correspondence

	
	

	
	Electronic Vote

	1840
	Notice of removal decision by electronic vote 

	1841
	Gazette notice & advert of electronic vote

	1842
	Record of removal decision by electronic vote

	
	

	
	Meetings

	
	Common documents

	1850
	Proxy for meeting of creditors for removal

	1851
	Authority to chair a meeting

	1852
	Attendance register for meetings of creditors

	1853
	Letter to creditors re adjournment of meeting of creditors

	1854
	Record of decisions at a meeting

	
	

	
	Virtual meeting

	1860
	Notice of removal decision - virtual meeting 

	1861
	Gazette notice & advert – virtual meeting

	
	

	
	Physical meeting

	1870
	Notice of removal decision - physical meeting 

	1871
	Gazette notice & advert for physical meeting

	1872
	Letter to creditors with notice of physical meeting

	
	

	
	Removal documents - replacement

	1880
	Certificate of appointment of replacement trustee

	1881
	Certificate of removal of trustee

	1882
	Letter to OR with certificates of removal and appointment

	
	

	
	Removal documents – no replacement, OR trustee ex officio

	1890
	Notice to OR of intention to vacate office

	1891
	Certificate of removal of trustee

	1892
	Letter to OR with certificate of removal and notice of intention to vacate office

	1893
	Progress report 

	1894
	Progress report – pre October 2015

	1895
	Letter to creditors with progress report
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	Letter to creditors with progress report – pre-October 2015 case

	
	

	
1900
	
SUNDRY DOCUMENTS


	
	

	1900
	Notice of deemed consent

	1901
	Gazette notice of deemed consent

	1902
	Record of decision by deemed consent

	1903
	Notice of decision by correspondence

	1904
	Notice of decision by Electronic vote

	1905
	Gazette notice of decision by correspondence or electronic vote

	1906
	Record of Decision by correspondence or electronic vote

	1907
	Notice of decision at a virtual meeting

	1908
	Gazette notice of a virtual meeting

	1909
	Proxy form

	1910
	Minutes of a virtual meeting

	1911
	Letter to creds re a physical meeting

	1912
	Notice of decision at a physical meeting

	1913
	Gazette notice of a physical meeting

	1914
	Minutes of a physical meeting

	1915
	Letter and notice to debtor to attend meeting

	1916
	Letter and notice to debtor NOT to attend meeting
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