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Advertising

When details of a new winding-up or bankruptcy order is received

Check the order for accuracy and spelling etc.

If not already done, record full details on LOIS, (CA02) & (CA03) 

Is there a prison reference, an order to withhold an address under 

the victims of violence provisions, or any incorrect material 

information in the order?

Seek guidance from the examiner, and if 

appropriate, ask the court to amend the order

If the examiner decides on a newspaper advertisement, and records 

the decision, produce Word template form NFN3 (WUO) or NFN1 

(BO) and LCAD in LOIS, (DO73)

Check the documents produced for accuracy and for typing errors

Forward form NFN and LCAD to the agents by e-mail as  

attachments. Is the publishing an urgent matter and e-mail is 

unavailable?

In urgent cases the agents will accept instructions 

by telephone followed by confirmation e-mail

no

yes

no

yes
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publication

Has the official receiver been made aware of a stay of advert or a 

stay of proceedings?

Make immediate contact with the agents to prevent 

publication of the advert, if possible

If the advert can be stopped, remove the file copy of 

the advert and destroy it

Details of publications will be forwarded to the OR for checking

Proof read the adverts for errors. Are any errors found?

Was the error by the official receiver?

Prepare and send to the agents a 

correct advert for publication

Where the mistake was by the agents or the 

newspaper, the agents will ensure the advert is 

published correctly

When the published advert is correct, place a copy on the case file 

yes

yes

yes

no

no

no



 EMBED Visio.Drawing.11  [image: image3.emf]Has the title of bankruptcy procedings been amended and the OR 

decides to advertise the amendment?

Type as normal, form NFN1, send to agents with 

form LCAD as e-mail attachments,  place a copy on 

the case file

If the meeting is to be advertised prepare the meetings advert on 

form NFN3 or NFN1 in the normal way and forward to agents with 

form LCAD as e-mail attachments. Note the date sent to agents on 

LOIS, (CA21) 

When a copy of the published advert is received, check that it is 

correct and place on the case file. If incorrect contact the agents to 

rectify the matter.

Is a meeting to be held and there are many creditors with low value 

debts and there are no realisable assets?

Discuss with the examiner whether to dispense with 

individual notices to creditors and give notice by 

advertisement instead. Deal accordingly

yes

no

Is there to be a public examination and a decision has been made 

that it is to be advertised?

yes

Prepare form NFN3 or NFN1 with form LCAD and 

forward to agents by e-mail as attachments

no

yes

no


[image: image4.emf]Has a former bankrupt requested that an order of annulment or 

discharge be advertised?

Prepare forms NFN1 and LCAD and forward them 

to agents by e-mail as attachments

Continue with any outstanding administration matters, as 

appropriate

no

no

yes
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Has the title of bankruptcy procedings been amended and the OR decides to advertise the amendment?


Type as normal, form NFN1, send to agents with form LCAD as e-mail attachments,  place a copy on the case file


Is there to be a public examination and a decision has been made that it is to be advertised?


yes


yes


If the meeting is to be advertised prepare the meetings advert on form NFN3 or NFN1 in the normal way and forward to agents with form LCAD as e-mail attachments. Note the date sent to agents on LOIS, (CA21) 


When a copy of the published advert is received, check that it is correct and place on the case file. If incorrect contact the agents to rectify the matter.


Prepare form NFN3 or NFN1 with form LCAD and forward to agents by e-mail as attachments


Is a meeting to be held and there are many creditors with low value debts and there are no realisable assets?


Discuss with the examiner whether to dispense with individual notices to creditors and give notice by advertisement instead. Deal accordingly


no


no


yes


no
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Flowchart for Publication of Insolvency Information
Advertising


When details of a new winding-up or bankruptcy order is received


Check the order for accuracy and spelling etc.


If not already done, record full details on LOIS, (CA02) & (CA03) 


Is there a prison reference, an order to withhold an address under the victims of violence provisions, or any incorrect material information in the order?


Seek guidance from the examiner, and if appropriate, ask the court to amend the order


If the examiner decides on a newspaper advertisement, and records the decision, produce Word template form NFN3 (WUO) or NFN1 (BO) and LCAD in LOIS, (DO73)


Check the documents produced for accuracy and for typing errors


Forward form NFN and LCAD to the agents by e-mail as  attachments. Is the publishing an urgent matter and e-mail is unavailable?


In urgent cases the agents will accept instructions by telephone followed by confirmation e-mail


yes


no


yes


no
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A copy will be forwarded from the agents for checking prior to publication


Has the official receiver been made aware of a stay of advert or a stay of proceedings?


Make immediate contact with the agents to prevent publication of the advert, if possible


If the advert can be stopped, remove the file copy of the advert and destroy it


Details of publications will be forwarded to the OR for checking


Proof read the adverts for errors. Are any errors found?


Was the error by the official receiver?


Prepare and send to the agents a correct advert for publication


Where the mistake was by the agents or the newspaper, the agents will ensure the advert is published correctly


When the published advert is correct, place a copy on the case file 


yes


no


yes


no


yes


no
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yes


Has a former bankrupt requested that an order of annulment or discharge be advertised?


Prepare forms NFN1 and LCAD and forward them to agents by e-mail as attachments


Continue with any outstanding administration matters, as appropriate


no


no



