Case Information Pack — Creditor Bankruptcy

CIP(B))

THE FOLLOWING ACTIONS TO BE COMPLETED BY CASE STRATEGIST AND

ANALYST

UNDER TEMPORARY OPERATIONAL ARRANGEMENTS ENQUIRIES TO BE

COMPLETED BY LOCAL ADMIN AND EXAMINER (SUBJECT TO LOCAL

OFFICE ARRANGEMENTS):

Please note: if it becomes apparent that the bankrupt may be trading, or has
recently ceased trading, urgent referral is to be made to an Analyst /Examiner

or DOR.

1. Case Details

Bankrupt’s full name

Court name & number

BKT reference

BKT

Date of order

Date received in office

2. System updates (ISCIS)

details.

Update petition details, date of Order and if applicable, solicitor

Initial

3. Checking the order

Checking the ISCIS case
details

Is it a duplicate case?

Initial / comment

Check the order against
the petition

E.g., Incorrect spellings /
inaccuracies

Guidance for
amendments under the
slip rule TM3.24

Check ISCIS description —
edit if required (if ISCIS
description does not
match order)

E.g., References to the
Armed Forces, HM
Prison, Ltd companies
should NOT be in the
description or advertised

Stay of Proceedings /
advert

Upload a copy of the
order and refer to
examiner or DOR
urgently



https://intranet.insolvency.gov.uk/node/15080
https://www.gov.uk/guidance/technical-guidance-for-official-receivers/3-bankruptcy-orders-initial-action
https://www.gov.uk/guidance/technical-guidance-for-official-receivers/3-bankruptcy-orders-initial-action
https://www.gov.uk/guidance/technical-guidance-for-official-receivers/3-bankruptcy-orders-initial-action
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4. PARV ORDERS

ISCIS

PARYV order — Address to be withheld & referred to
examiner/DOR

If there is a person at risk of violence (PARV) application:

1. Tick the “Address withheld” box on the case header if not
already done so, enter note on ISCIS to highlight this to
analyst/examiner/DOR Notes > Other Matters > Other matters
for attention

2. If not already done, change address on ISCIS to show
address withheld and tick to show that is the primary address &
put actual address as second address.

3. If trading address is the same as the address on the PARV
order, or detailed on the PARV order, it should NOT be added to

4. Edit the case description on the vetting and interviews tab on
ISCIS ensuring current address and trading address (if
applicable) are showing as ‘current address withheld'.

5. Desk-based checks for all cases

Source Purpose Details
Equifax Confirm personal details, [provide details of any
identify assets, bank inconsistencies and/or potential
accounts and liabilities. matters of concern or interest]
Add to ISCIS using CMP.
ISCIS/IIR Previous bankruptcy, [enter "none" or provide full details,
BRO/U, IVA including dates, references and any
IP contact details]
Companies Directorships, [enter "none" or provide full details]
House disqualifications
HM Land Registered interest in the [enter "none" or provide full details]
Registry property
Upload all documents produced to the case file-plan in a suitable format
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6. Legislative requirements

Gazette
Check information for Gazette and enter onto ISCIS Initial
PARYV cases should be gazetted once the current addresses
have been withheld on ISCIS

Docs tab>Gazette History

LRRABO Initial
Enter the relevant PAB numbers in the ISCIS data store
Produce (via document production) and send the LRRABO

If you are unable to complete any of these actions please
add a note CIP Form/ ISCIS explaining why and refer the
matter to an examiner.

7. Summary of Strategy / Admin enquiries and further actions

Add general note (add a review date of 48 hours if there are any issues)
(Notes > General Admin > Other) to say Gazette, LRRABO sent, Creds checked,
Equifax. BO & Pet uploaded.

Analysts /Examiners to note:.... [anything that you have highlighted above]

CIP completed by: [Full name of admin officer who completed form]

On: [date: dd/mm/yyyy] \ [time completed - am/pm]

Upload this form immediately to case file-plan — Preliminary Investigation

THE FOLLOWING ENQUIRIES TO BE COMPLETED BY THE
ANALYST/EXAMINER (not all boxes will require completion)

Details of information obtained/required in the following enquiries may be, or may
already have been, recorded directly onto ISCIS. If so, this should be recorded on
the form e.g., ‘see ISCIS notes’

8. Web-based enquiries

Consider carrying out more detailed web-based searches based on the
information already obtained:

Information gathered

Google/Bing/Yahoo

Street View

Equifax
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Other |

Upload all documents produced to the case file-plan

9.Third party enquiries

Source Contact details Information provided
[name, phone, email,
ref.]

Petitioning

creditor’s

solicitor

Petitioning

creditor (if

required)

Other creditors

Local authority

Solicitor

Accountant

Landlord

Other

Some of these enquiries may need to be carried out even after speaking to
the bankrupt. Upload all documents produced to the case file-plan

10. Contact with Bankrupt:

ATTEMPTS MADE | Attempt | Date and Time

TO CONTACT 1

BANKRUPT 2

CONTACT [tel. numbers; email addresses; confirm name & address as
DETAILS per BO]

INTERVIEW

DETAILS

Date and Time

arranged

If contact not
made, provide
areas to be
covered — email,
third party
enquiries

11.Employment / Trading activity

EMPLOYMENT Type of trade / Trading period
STATUS /
HISTORY
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TRADING DETAILS | Trading Name, Address, Website, etc

AND HISTORY
If there is a PARV order and trading address is the same as
the address on the PARV order, or detailed on the PARV
order, it should NOT be added to ISCIS.

PAYE Number, names, addresses and email

EMPLOYEES

If the bankrupt is continuing to trade or has recently ceased trading,
consider what further urgent action is required such as an inspection

Further enquiries to consider:
Accountant

Bank account

Solicitor

Trading assets

12.Books and records

Are there any physical or | Yes/No
electronic accounting
records?

If Yes - physical Where are the records held?

How much? (Approximate
quantity of boxes)

If Yes - electronic Details of package and
access details including
passwords

Update note on ISCIS Books and Papers to include the above information

Tell bankrupt to hold records pending further instructions and not to
dispose/destroy. Consider appropriate collection/delivery action.
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13.Current home and any other property
CURRENT HOME Follow
Owned / rented accommodation /other property
protocols
How long?
Value: £ Family
Joint owner: Home
Mortgage/Charges:
Equity: £
Shared ownership? Shared
Freeholder: Ownership
% share
Value
Mortgage
Charges
PREVIOUS ADDRESSI/ES

Include details of property recently sold or transferred
Value, solicitors etc

ANY OTHER PROPERTY
Such as tenanted property that the bankrupt receives rental income

from.

Address:
Value: £
Joint owner:
Mortgage:
Charges:

14.Assets

BANK ACCOUNTS | Sort Code:
Account number:
Balance:

Bank letter details:

VEHICLE Make
Model



https://intranet.insolvency.gov.uk/node/17435
https://intranet.insolvency.gov.uk/node/17435
https://intranet.insolvency.gov.uk/node/17435
https://intranet.insolvency.gov.uk/node/17457
https://intranet.insolvency.gov.uk/node/17457
https://intranet.insolvency.gov.uk/shared-ownership-property-operational-guidance
https://intranet.insolvency.gov.uk/shared-ownership-property-operational-guidance
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Registration
Value

OTHER ASSETS
Such as monetary
or rights of action

ASSETS SOLD,
GIFTED OR
TRANSFERRED

15. Liabilities

Liabilities (approximate total number of creditor ‘types’ and approximate total sum
owed) — compare to Equifax report and upload or arrange for details to ISCIS as per
Centrally Managed Parties: Centrally managed parties and blanket authorities | Intranet

(insolvency.gov.uk)

Type

No.

Amount

(£)

Credit cards

Overdrafts & Loans

HMRC
(PAYE/VAT/NI)

Trade & expense

Any BBLs or other
schemes

Finance agreements

Relatives/Friends

Other

16. Any other relevant information

Any other relevant
information:

17.Sign off

Record Case Type

Choose an item.

CIPB completed by:

[Full name of analyst/examiner who added to form]

On:

[date: dd/mm/yyyy]

| [time completed - am/pm]

Upload this form immediately to case file-plan — Preliminary Investigation



https://intranet.insolvency.gov.uk/manuals/guidance-official-receivers/centrally-managed-parties-and-blanket-authorities
https://intranet.insolvency.gov.uk/manuals/guidance-official-receivers/centrally-managed-parties-and-blanket-authorities

