
[NAME OF COMPANY] (“the Company) 
Proposed Company Voluntary Arrangement 

16 February 2017 

FILE NOTE: IS AN INTERIM ORDER REQUIRED? 

Part 1: Reason for Interim Order 

Having met with the directors of the Company and discussed its affairs, I am of the opinion that a moratorium is 
required on the following grounds: 

• [Provide detail as to why a moratorium is required e.g. petitioning creditor, pressing creditor, distraining 
creditor or threat of] 

Part 2: Eligibility 

The Company is eligible for a moratorium as it meets two of the three conditions set out in s382 of the 
Companies Act 2006, namely: 

• Turnover is less than or equal to £6.5 million; 
• Balance sheet assets are less than or equal to £2.26m; and 
• The Company has less than or equal to 50 employees in the relevant period. 

Part 3: Exclusions 

In accordance with Para 4, Schedule A1 of the Insolvency Act 1986, I have confirmed that the Company is not 
excluded from a moratorium on any of the following grounds: 

• The Company is not in administration, nor has it been in the past 12 months; 
• The Company is not in the process of being wound up; 
• No Administrative Receiver is appointed to the Company; 
• There is no existing CVA in place; and 
• No provisional liquidator has been appointed. 

Signed:___________________________________________________________ 

 [NAME OF MAIN PRACTITIONER] Joint Nominee 

Date:  

 Practical & Comprehensive 

Unlike other document packs on the market, NTI’s pack includes 
numerous practical filenotes to assist the office holder with 
decision recording and… 
…saving the case administrator time in drafting.



Where appropriate, our documents are collated into mini packs. 

This enables a particular process to be run off in one set, as opposed to having to 
print off many individual documents

[FIRM’S NAME]

PROPOSED ADMINISTRATION (“ADM”)

STANDARD DOCUMENTS PACK

Re: [NAME OF COMPANY]

ADM: ADJOURNED MEMBERS MEETING (PARA 22)

PACK INDEX

Document Narrative Location Reference: Issue 
Reference:

Members Meeting Index ADM/
Adjourn_Mtg 1 Internal use only

Members Adjourned Meeting Audit  ADM/
Adjourn_Mtg 2  Internal use only

Minutes of Original Members Meeting ADM/
Adjourn_Mtg 3  Internal use only

Notice of Adjourned Meeting ADM/
Adjourn_Mtg 4  Internal use only

Consent to Act ADM/
Adjourn_Mtg 5  Internal use only

Members Adjourned Meeting Checklist ADM/
Adjourn_Mtg 6  Internal use only

Members Attendance Register ADM/
Adjourn_Mtg 7  Internal use only

Special Resolution ADM/
Adjourn_Mtg 8  Internal use only

Minutes of Adjourned Members Meeting  ADM/
Adjourn_Mtg 11  Internal use only

PACK MERGED 
BY: [NAME OF CASE ADMINISTRATOR]  MERGE DATE: [DATE]

PACK CHECKED 
BY: [NAME OF MANAGER]  DATE CHECKED: [DATE]

USER NOTE: 
This pack is only to be used where the meeting of members was adjourned (Sch.B1 para 22 appointment 
by the company only).  

The pack contains all information in relation to minutes and notices 

It is not necessary to advertise the meeting of members unless the proposed Administrator(s) sees fit.

  Mini Packs 



  Replacement Documents 
  for Old Forms 

Rule 16.3 IR 2016 Insolvency Act 1986 

Proxy (Individual Voluntary Arrangements) 
[Name of Debtor] subject to an Individual Voluntary Arrangement 

Name of Creditor 

Address 

REFERENCE NUMBER

___________________________________________ 

____________________________________________

Please insert name of 
person (who must be 18 or 
over) or the ‘Chairman of 
the Meeting’ (see note 
below). If you wish to 
provide for alternative 
proxy holders in the 
circumstances that your 
first choice is unable to 
attend please state the 
name(s) of the alternatives 
as well 

Name of Proxy Holder 

1 
___________________________________________________________________ 

2 
___________________________________________________________________ 

3 __________________________________________________________________ 

Please delete words in 
brackets if the proxy-holder 
is only to vote as directed 
i.e. he has no discretion

I appoint the above person to be my/the creditor’s proxy holder at the virtual meeting 
of creditors to be held on [variation meeting date] at [variation meeting time], or at 
any adjournment of that meeting.  The proxy holder is to propose or vote as 
instructed below (and in respect of any resolution for which no specific instruction is 
given, may vote or abstain at his/her discretion).

Any other resolutions 
which the proxy-holder is 
to propose or vote in 
favour of or against should 
be set out in numbered 
paragraphs in the space 
provided below Paragraph 
1.   If more room is 
required, please use the 
other side of this form. 

*Delete if no modifications 
are proposed

Voting Instructions for resolutions  
1. For the acceptance / rejection* of the proposed voluntary arrangement (with the 

following modifications) 
_______________________________________________________For/Against                    

2.  That the Joint Supervisors be permitted to act jointly and severally  
_____________________________________________________For/Against 

3. That the Joint Supervisors be authorised to draw Category 2 disbursements, as 
set out in their firms disbursement policy and as provided to creditors, as and 
when funds permit                        
_______________________________________________________For/Against 

  
Signature _______________________________ Date _______________________ 

Name in CAPITAL LETTERS ___________________________________________ 

Only to be completed if the 
creditor/member  has not 
signed in person

Position with creditor or relationship to creditor or other authority for signature  

___________________________________________________________________

Remember: there may be resolutions on the other side of this form

We have estimated that there are approximately 140 forms (covering all insolvency 
procedures) currently being used by Insolvency Practitioners, all of which will be 
abolished under the 2016 Rules. 

Our document packs include replacement documents for all of these forms (or you 
can purchase a “Form Pack” only)



Clear, Concise & Jargon   
Free 

All documents and letters are jargon-free and user friendly 

The documents are deliberately written in language that makes them easy to 
understand by recipients with limited insolvency knowledge.  This means that the 
valuable time your case administrators spend on the phone dealing with queries is 
hugely reduced

Private and Confidential  
[ENTER DIRECTOR’S ADDRESS] 

Our Ref: [Enter Reference] 

[Date] 

Dear Sirs 

[NAME OF THE COMPANY] (“the Company”) 
Previous Name: [PREVIOUS NAME OF THE COMPANY] 
[COURT NAME] No [COURT NUMBER] of [YEAR] 

As you are aware I was appointed liquidator of the Company on [DATE OF APPOINTMENT] following the making of a 
winding up order on [DATE OF ORDER]. I enclose a copy of the certificate of appointment, for your records.  

To clarify, this is an insolvent liquidation and you have continuing obligations in accordance with your fiduciary duties as a 
director. 

As liquidator of the company, all of the assets and liabilities vest in me. My role is to realise these assets and distribute the 
realisations to the general body of creditors.. In view of the liquidation, your powers as a director have now ceased. 
However, you are still subject to ongoing obligations and restrictions which are detailed in the enclosure to this letter. 

Your Co-operation 

You have a statutory duty under section 235 of the Insolvency Act 1986 to co-operate with me as liquidator.  

As such, while your fiduciary duty remains, I will need information from you to progress the liquidation. Specifically, I will 
require assistance regarding: pensions, employees, asset realisations, book debt collections and the agreement of 
creditors’ claims.  

I have enclosed a director’s questionnaire that you are required to complete and return to me at the address stated on this 
letter. 

The Company’s assets 

If any assets of the Company remain in your possession, they should be delivered to me. If you wish to make an offer to 
purchase any of the assets, please do so in writing or contact my office to discuss any potential offer further. 

Please note that you are not permitted to receive money from any person or company that owes the Company money 
without my express permission nor can you take assets in lieu of monies owed. 

Your Employment and Pension 

If you received an income from the Company, you may be entitled to receive the balance of any arrears of pay, holiday pay, 
pay in lieu of notice or redundancy pay.  



 Technical & Unique 

NTI’s packs are unique in that they cover common areas that arise in practice but 
are often not covered in other providers’ document packs. 

Where the contents of a document is ‘heavily technical’, plain english and sub 
headings are used to set out the legal position without the use of complicated 
terminology, to aid the understanding of the reader

[ENTER BANKRUPT’S ADDRESS] 

Our Ref: [Enter Reference] 

[Date] 

Dear [NAME OF BANKRUPT] 

Your bankruptcy affairs 

Your tenanted property 

I understand from the information that you have provided to the Official Receiver that you solely own a residential 
tenanted property at [address] (“the Property”) which is let on an assured short-hold tenancy (“the Lease”). 

Vesting in the Joint Trustees 

Please be advised that the legal and beneficial title of the Property vested in the Joint Trustees on their appointment.  
In addition, the tenancy agreement between you and the tenant also vested in the Joint Trustees on their 
appointment.  As a result, the Joint Trustees now hold all of the responsibility and entitlements, as Landlords, under 
the Lease.   

Consequently, you should no longer attempt to contact the tenant or deal with the property.  This includes making no 
attempt to enter into a new tenancy agreement, collect rent or evict the tenant.  The Joint Trustees in bankruptcy will 
collect the rent from the tenant directly as from the date of their appointment. 

Re-entry into the Property 

Please note that under no circumstances should you re-enter the Property even if the tenant later decides to move 
out.  In the event that you were to re-enter the Property, you would be trespassing.   

Payments to mortgagee 

The Joint Trustees in bankruptcy will not be making any payment to the mortgagee of the Property.  As a result, the 
mortgagee may seek to take action in relation to the Property, which may or may not result in the eviction of the 
tenant.  If the mortgagee obtains orders for possession and sale of the Property and, following a sale of the Property, 
there remains a shortfall owing to the mortgagee, this shortfall will be a provable debt within the bankruptcy estate.   

Rent received since the making of the bankruptcy order 

The Joint Trustees, as Landlords, are entitled to collect the rent from the tenant since the making of the bankruptcy 
order, being [date of bankruptcy order]. Please can you forward to the Joint Trustees, by way of a Cheque made 
payable to “ISA -  [name of bankrupt], any rent received from the tenant since the making of the bankruptcy order.   


