INDEX OF MVL DOCUMENTS – September 2025
	Doc No.
	FOLDER/DOCUMENT NAME

	
	

	000
	CASE MANAGEMENT

	0001
	Work programme v20

	0001A
	LLP Work Programme v20

	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 Policy & risk assessment

	0011
	Bribery Act Policy & risk assessment abbreviated version

	[bookmark: _Hlk531777]0012
	Bribery Act Policy statement & register

	0013
	Proof of delivery certificate

	0014
	Members’ Guide to Fees April 2021

	0015
	GDPR checklist

	0016
	Record of Decision to Instruct Professional Advisors  

	0017
	Circular email to staff re ethics

	0018
	Website review checklist  

	0019
	Periodic ethics review checklist

	0020
	Tabular time cost comparison

	0021
	Case strategy note

	0022
	Pensions checklist

	0023
	Proof of debt

	0024
	AML post appointment funds risk assessment

	
	

	0100
	PRE-APPOINTMENT

	0100
	Corporate Information gathering questionnaire 

	0101
	Minutes of Board Meeting - meeting

	0102
	Minutes of Board Meeting – written resolutions

	0103
	Pre-engagement letter

	0104
	Letter to Board for AML evidence of identity

	0105
	Engagement Letter

	0106
	Engagement Letter standard terms

	0107
	Declaration of Solvency

	0108
	Minutes of Board Meeting at which Declaration of Solvency made

	0109
	Acknowledge assistance re preparation of the Declaration of Solvency

	
	

	0200
	APPOINTMENT FORMALITIES 

	
	

	0200
	Consent to act

	
	

	
	General meeting

	0201
	Letter to members with notice of general meeting & fee resolution

	0202
	Letter to members with notice of general meeting & NO fee resolution

	0203
	Letter to directors with notice of General Meeting

	0204
	Consent to short notice of general meeting

	0205
	Letter to QFCH with notice of winding up resolution

	0206
	Fee disclosure document where short notice given

	0207
	Notice of general meeting  

	0208
	Proxy form for general meeting of the Company  

	0209
	Proxy schedule for general meeting  

	0210
	Attendance register for general meeting

	0211
	Minutes of general meeting  

	0212
	Resolutions passed at general meeting  

	0213
	Special resolution passed at general meeting  

	0214
	Minutes of adjourned general meeting of the Company

	0215
	Certificate of appointment at general meeting

	
	

	
	Written resolutions

	0220
	Letter to members re written resolutions & fee resolution

	0221
	Letter to members re written resolutions & NO fee resolution

	0222
	Written resolutions for approval by members

	0223
	Written special resolutions for filing at Companies House

	0224
	Record of written resolutions

	0225
	Certificate of appointment - written resolutions

	0226
	Letter to QFCH with notice of winding up resolution

	0227
	Schedule of voting

	
	

	0300
	ACTIONS ON APPOINTMENT 

	
	

	
	Advertisement

	0301
	Letter to London Gazette with on appointment notices  

	0302
	Gazette notice of winding up resolution  

	0303
	Gazette notice to submit claims

	0304
	Gazette notice of appointment, Form 600a

	0305
	Gazette notice of appointment, Form 600a (Companies House PDF form)

	
	

	
	Companies House

	0310
	Letter to Companies House with on appointment notices

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

	0312
	LIQ01 – notice of declaration of solvency (Companies House PDF form)  

	
	

	
	Creditors, Members & Directors

	0320
	Letter to creditors  

	0321
	Information to creditors on opting out

	0322
	Notice to creditor in EC Member state to claim

	0323
	Letter to members re communicating electronically or using a website

	0324
	Notice to use website to deliver documents 

	0325
	Members authority to communicate electronically 

	0326
	Letter to directors on appointment   

	
	

	
	HMRC

	0330
	Letter to HMRC on appointment with VAT 769

	0331
	Letter to HMRC on appointment re CT affairs

	0332
	Deregistration Date Contact Form

	
	

	
	Pensions

	0340
	Section 22 notice

	0341
	Letter to PPF s22 notice

	0342
	Letter to tPR s22 notice

	0343
	Letter to scheme trustees s22 notice

	
	

	
	Sundry

	0350
	Letter to company accountants

	0351
	Letter to company solicitors

	0352
	Letter to landlords

	0353
	Letter to chargeholder

	0354
	Letter to finance company

	[bookmark: _Hlk487438354]0355
	Letter to company insurance brokers

	0356
	Letter to company bankers

	[bookmark: _Hlk489347582]0357
	Letter to bank to open estate account

	0358
	Letter to Royal Mail with redirection of post

	0359
	Letter to Information Commissioner

	
	

	0400
	INSURANCE

	0400
	Information about insurance sheet

	0401
	Initial advice form for insurers

	0402
	Insurance file note

	0403
	Letter to practice’s insurance brokers

	0404
	Letter of authority to disclose information to broker

	0405
	Letter to insurance agents on sale of assets

	
	

	0500
	EMPLOYEES

	
	

	0500
	Letter of dismissal to employees

	0501
	Letter to employee enclosing P45

	0502
	Letter to employee regarding their right to complain to the ICO

	
	

	0600
	FINANCE AGREEMENTS

	
	

	0600
	Letter to finance company re return of equipment

	0601
	Letter to finance company re adoption of agreement

	
	

	0700
	ASSETS

	
	

	
	Tangible and Intangible

	0700
	Letter to agents to value chattel assets

	0701
	Letter to agents to value stock	

	0702
	Letter to 3rd party holding assets

	
	

	
	Book debts

	0710
	Letter to debtors for payment

	0711
	Letter to debtor where completing outstanding contracts

	0712
	Letter 1 chasing debtors

	0713
	Letter 2 chasing debtors

	0714
	Letter 3 chasing debtors referring to solicitors

	0715
	Letter to book debt collection agents

	0716
	Letter of authority for book debt collection agents

	
	

	
	Land and buildings

	0720
	Property checklist

	0721
	Letter to agents to value property

	0722
	Letter to agents to value a lease

	0723
	Letter to Land Registry with PN1 & CT1

	0724
	Land Registry PN1 Form 

	0725
	Land Registry CIT form

	
	

	
	Building Safety

	0726
	Notification to fire and rescue

	0727
	Notification to local authority

	
	

	
	Disclaimer

	0730
	Notice of Disclaimer

	0731
	Letter sending disclaimer to landlord

	0732
	Letter sending disclaimer to landlord’s solicitor

	0733
	Letter sending disclaimer to Land Registry

	0734
	NDISC – notice of disclaimer (Companies House PDF form)

	0735
	Letter sending disclaimer to Companies House

	0800
	TAXATION MATTERS

	0800
	Letter to HMRC CT re intention to close

	0801
	Letter to ICHU re intention to close

	0802
	Deleted

	0803
	VAT questionnaire 

	0804
	Deleted

	0805
	Deleted

	0806
	Deleted

	0807
	Deleted

	0808
	Deleted

	
	

	0900
	LIQUIDATOR’S FINANCIAL RECORDS

	
	

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

	
	

	1000
	ANNUAL PROGRESS REPORTS

	
	

	1000
	Annual progress report 

	1000A
	Crib sheet for MVL1000 Annual progress report

	1001
	Letter to members progress report

	1002
	Letter to Companies House with progress report

	1003
	LIQ03 – notice of progress report (Companies House PDF form)

	
	

	1100
	INCREASING A LIQUIDATOR’S FEES

	
	

	1100
	Letter to members for a fee increase 

	
	

	
	General meeting

	1101
	Notice of general meeting to increase fees

	1102
	Proxy form for general meeting to increase fees

	1103
	Attendance register for general meeting

	1104
	Proxy schedule for general meeting

	1105
	Minutes of general meeting to increase fees

	
	

	
	Written resolutions

	1110
	Written resolution to increase fees

	1111
	Record of written resolution to increase fees

	
	

	1200
	DISTRIBUTIONS TO CREDITORS

	
	

	1200
	Letter to creditors with notice of intended dividend

	1201
	Notice of intended dividend

	1202
	Gazette notice of intended dividend

	1203
	Letter to creditors rejecting claim

	1204
	Letter to creditors requesting information to support claim

	1205
	Notice of declaration of dividend

	1206
	Letter to creditors with declaration of dividend

	1207
	Letter to employees with notice of declaration of dividend

	1208
	Letter to HMRC with tax on dividend to employees

	1209
	Notice to creditor in EC member state to claim

	
	

	1300
	DISTRIBUTION TO MEMBERS

	
	

	1300
	Directions as to distribution to members

	
	

	
	Preference shares

	1301
	Lost preference share certificate declaration

	1302
	Letter to members with preference distribution 

	1303
	Notice of preference distribution to members

	1304
	Letter to members with preference distribution in specie

	1305
	Notice of preference distribution in specie

	
	

	
	Ordinary shares

	1311
	Lost ordinary share certificate declaration

	1312
	Letter to members with distribution 

	1313
	Notice of declaration to members

	1314
	Letter to members with distribution in specie

	1315
	Notice of distribution in specie

	
	

	1400
	CONVERSION TO CVL

	
	

	
	Common Documents

	1400
	Statement of Affairs

	[bookmark: _Hlk535909290]1401
	Letter to gazette with notice of decision

	1402
	Letter to advertising agents with notice of decision

	1403
	Application to SoS for release as liquidator

	1404
	Letter to SoS with application for release

	1405
	Attendance register

	
	

	
	Appointing the MVL Liquidator

	
	

	
	Common Documents

	1410
	Letter to creditors re decision procedure to appoint liquidator & fix fees

	1410A
	Crib sheet for MVL1410 Letter to creditors re decision procedure to appoint liquidator & fix fees

	1411
	Fee approval report

	1411A
	Crib sheet for MVL1411 Fee approval report

	1412
	Committee notice – deemed consent

	1413
	Committee notice – correspondence

	1414
	Committee notice – electronic voting

	1415
	Committee notice - meeting

	1416
	Certificate of appointment by creditors

	
	

	
	Deemed Consent

	1420
	Letter to creditors re deemed consent to appoint liquidator

	1421
	Notice of deemed consent to appoint liquidator

	1422
	Gazette notice of deemed consent to appoint liquidator

	1423
	Record of decision by deemed consent to appoint liquidator

	
	

	
	Correspondence

	1430
	Notice of decision by correspondence to appoint liquidator

	1431
	Gazette notice of decision by correspondence to appoint liquidator

	1432
	Record of decision by correspondence to appoint liquidator

	
	

	
	Electronic vote

	1440
	Notice of decision by electronic vote to appoint liquidator

	1441
	Gazette notice of decision by electronic vote to appoint liquidator

	1442
	Record of decision by electronic vote to appoint liquidator

	
	

	
	Virtual meeting

	1450
	Notice of decision by virtual meeting to appoint liquidator

	1451
	Gazette notice of virtual meeting to appoint liquidator

	1452
	Proxy form to appoint liquidator to appoint liquidator

	1453
	Minutes of virtual meeting to appoint liquidator

	
	

	
	Physical meeting

	1460
	Letter to creditors re physical meeting to appoint liquidator

	1461
	Notice of decision by physical meeting to appoint liquidator

	1462
	Gazette notice of physical meeting to appoint liquidator

	1463
	Proxy form to appoint liquidator to appoint liquidator

	1464
	Minutes of physical meeting to appoint liquidator

	
	

	
	Appointing a nominated liquidator

	
	

	
	Common Documents

	1470
	Letter to creditors to nominate a liquidator

	1471
	Notice for creditors to nominate a liquidator

	1472
	Letter to creditors re a decision to appoint a liquidator

	1473
	Letter to creditors re online decision to appoint a liquidator

	1474
	Certificate of appointment replacement liquidator

	1475
	Letter to Companies House with Form LIQ07

	1476
	LIQ07 – notice of removal of liquidator by creditors (Companies House PDF form)

	
	

	
	Correspondence or electronic vote

	1480
	Notice of decision by correspondence to appoint liquidator

	1481
	Notice of decision by electronic vote to appoint liquidator

	1482
	Gazette notice of decision by correspondence or electronic vote to appoint liquidator

	1483
	Record of correspondence or electronic vote to appoint liquidator

	
	

	
	Virtual meeting

	1490
	Notice of decision at virtual meeting to appoint liquidator

	1491
	Gazette notice of virtual meeting to appoint liquidator

	1492
	Proxy form to appoint liquidator to appoint liquidator

	1493
	Minutes of virtual meeting to appoint liquidator

	
	

	
	Physical meeting

	1494
	Letter to creditors re physical meeting to appoint liquidator

	1495
	Notice of decision by physical meeting to appoint liquidator

	1496
	Gazette notice of physical meeting to appoint liquidator

	1497
	Proxy form to appoint liquidator to appoint liquidator

	1498
	Minutes of physical meeting to appoint liquidator

	
	

	1500
	CLOSING PROCEDURES

	
	

	1500
	Letter to bank to close estate account

	1501
	Letter to agents to seek closure clearance

	1502
	Letter to solicitors to seek closure clearance

	1503
	Letter to insurance agents re closure

	1504
	Deleted

	1505
	Deleted

	1506
	Draft Final Account

	1506A
	Crib sheet for MVL1506 Draft Final Account

	1507
	Notice to accompany draft final account

	1508
	Letter to members with draft final account

	1509
	Letter to members re online draft final account

	1510
	Notice to accompany final account

	1511
	Letter to members with final account

	1512
	Letter to members re online final account

	1513
	Letter to Companies House with final account

	1514
	LIQ13 – notice of final account (Companies House PDF form)

	1515
	Letter to PPF on closure s22 notice

	[bookmark: _Hlk1650868]1516
	Letter to tPR on closure s22 notice

	1517
	Letter to Scheme Trustees on closure s22 notice

	1518
	Section 22 notice

	
	

	1600
	RESIGNATION

	1600
	Notice of intention to resign – no replacement

	1601
	Notice of intention to resign – replacement liquidator

	1602
	Letter to members with notice of intention to resign – meeting held 

	1603
	Proxy form for meeting to resign

	1604
	Attendance register of meeting to resign 

	1605
	Proxy schedule of meeting to resign

	1606
	Minutes of meeting to resign

	1607
	Certificate of appointment of replacement liquidator 

	1608
	Letter to CH with notice of resignation

	1609
	LIQ016 - Notice of resignation (Companies House PDF Form)

	
	

	1700
	SUNDRY DOCUMENTS

	1700
	Notice of general meeting

	1701
	Minutes of general meeting

	1702
	Written resolution

	1703
	Record of written resolution



3

