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Receive instructions to call a general meeting

Ensure that the list of creditors is complete (CA31)

Fix the date of the meeting ensuring that the creditors will receive at 

least 14 days notice

Enter the general meeting date, and check that the location is 

correct on LOIS (CA21)and diarise the meeting date according to 

local office procedure

Confirm whether or not the bankrupt /company officer(s) is to attend 

and issue form NMBO

Ensure list of proofs and proxies is complete on LOIS and print 

schedule MAL

Prepare the meetings papers and deliver them to the chairman

Is it unanimous that a certain IP will be appointed?

Contact the IP and arrange 

handover after the meeting

Day before the meeting

yes

no

Prepare and issue the Gazette Notice and/or newspaper 

advertisement using the Word templates in the ‘Forms to be used’ 

section. For further information see CHM: Publication of insolvency 

information 

Prepare forms NGM, POD and PROXY and send to creditors (and 

contributories where necessary) stating the reason why the meeting 

is being called



[image: image2.emf]Day of the meeting Note attendees on copy schedule (if using) and on 

LOIS

Is bankrupt or company officer to attend?

Are they required in the main meeting?

Confirm that the chairman is ready

Tell them to wait in 

reception

Take the attendees to the meeting at the appointed 

time

After the meeting

Receive papers from the chairman

Has the meeting been adjourned?

Note date and time 

of adjourned 

meeting on LOIS

Note ‘meeting 

closed’ on LOIS

Advertise meeting if required. Proceed 

again from 

‘Day before the meeting’

Day of the meeting

yes

no

yes

yes

no

no



[image: image3.emf]Was a trustee or liquidator appointed?

Note IP’s appointment on 

LOIS and send IPIB to 

bankrupt or IPID to 

director

Prepare handover. See 

CHM Part – Insolvency 

Practitioners – Handover 

toIP

See CHM Part – Insolvency Practitioners -Appointment 

by the SOS

Is an SOS 

application to be 

made

No

Yes

No

Place 

meetings 

papers on 

office file.

Yes
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Day of the meeting


Note attendees on copy schedule (if using) and on LOIS


Day of the meeting


no


Is bankrupt or company officer to attend?


Are they required in the main meeting?


yes


yes


yes


Confirm that the chairman is ready


Tell them to wait in reception


no


no


Take the attendees to the meeting at the appointed time


After the meeting


Receive papers from the chairman


Has the meeting been adjourned?


Note date and time of adjourned meeting on LOIS


Note ‘meeting closed’ on LOIS


Advertise meeting if required. Proceed again from 
‘Day before the meeting’
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Was a trustee or liquidator appointed?


Place meetings papers on office file.


Yes


Yes


Note IP’s appointment on LOIS and send IPIB to bankrupt or IPID to director


No


Is an SOS application to be made


Prepare handover. See CHM Part – Insolvency Practitioners – Handover to IP


No


See CHM Part – Insolvency Practitioners -Appointment by the SOS
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     Flowchart for General Meetings


Receive instructions to call a general meeting


Ensure that the list of creditors is complete (CA31)


Fix the date of the meeting ensuring that the creditors will receive at least 14 days notice


Enter the general meeting date, and check that the location is correct on LOIS (CA21)and diarise the meeting date according to local office procedure


Confirm whether or not the bankrupt /company officer(s) is to attend and issue form NMBO


Prepare forms NGM, POD and PROXY and send to creditors (and contributories where necessary) stating the reason why the meeting is being called


Day before the meeting


Ensure list of proofs and proxies is complete on LOIS and print schedule MAL


Prepare the meetings papers and deliver them to the chairman


Is it unanimous that a certain IP will be appointed?


Contact the IP and arrange handover after the meeting


yes


no


Prepare and issue the Gazette Notice and/or newspaper advertisement using the Word templates in the ‘Forms to be used’ section. For further information see CHM: Publication of insolvency information 



