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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 address, 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

When the order is accurate produce form L72.12 -Gazette Notice 

WUO or form B37.17 -Gazette Notice BO and check for accuracy of 

detail and typing errors

Only one copy of the form should be printed off, (for the case file). 

This will electronically generate the gazette notice

A second print (which must not be taken) will generate a duplicate 

gazette notice. Has a second print been taken?

Make immediate contact with the F&DM team of 

EAS by e-mail, see Procedure 8, requesting that 

the duplicate entry be removed

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

proceedings being in force, or received notice from the court of an 

application for either?

no

yes no

yes

no

yes



 EMBED Visio.Drawing.11  [image: image2.emf]Make immediate contact with the F&DM team of EAS by 

e-mail, see Procedure 8, to prevent publication of the 

gazette

Remove the file copy of the gazette and destroy it

Was an IP appointed at the time the order was made?

Prepare and generate the gazette notice as usual 

incorporating the IP’s details. Print one copy only

Is the case to be transferred into or out of the present official receiver’s 

office?

The ‘new’ office must notify the F&DM team as soon as 

the new court and number are known, if the gazette 

notice has not already been published

Has the title of bankruptcy proceedings been amended and it is to be 

gazetted?

Prepare and generate the gazette notice in the usual way. 

Print one copy only

Is there to be a first meeting of creditors and/or contributories, or a  

general meeting of creditors and/or contributories

The official receiver is required to gazette ‘notice of  a 

first meeting’ and also ‘notice of general meeting’, so 

prepare & e-mail the gazette notice (Word template). 

yes

no

no

yes

no

yes

yes

no

no

yes



 EMBED Visio.Drawing.11  [image: image3.emf]Is a former bankrupt requesting that an annulment order or a 

discharge order be gazetted?

Prepare and e-mail Word templates – Gazette 

Notice, annulment of proceedings or – Gazette 

Notice, discharge order 

Print off one copy only and place it on the case 

file

Is there to be distribution of a first dividend to creditors?

The official receiver is required to gazette ‘notice 

of an intended first dividend’ unless notice has 

previously been given to creditors by a gazette 

notice, inviting them to prove their debts.

Continue with any outstanding administration matters as appropriate, 

to the conclusion of the case

Where required, prepare and e-mail a gazette 

(Word template), print off a copy and place it on 

the case file

no

no

yes

no

yes
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Make immediate contact with the F&DM team of EAS by e-mail, see Procedure 8, to prevent publication of the gazette


Remove the file copy of the gazette and destroy it


Was an IP appointed at the time the order was made?


Prepare and generate the gazette notice as usual incorporating the IP’s details. Print one copy only


Is the case to be transferred into or out of the present official receiver’s office?


The ‘new’ office must notify the F&DM team as soon as the new court and number are known, if the gazette notice has not already been published


Has the title of bankruptcy proceedings been amended and it is to be gazetted?


Prepare and generate the gazette notice in the usual way. Print one copy only


Is there to be a first meeting of creditors and/or contributories, or a  general meeting of creditors and/or contributories



The official receiver is required to gazette ‘notice of  a first meeting’ and also ‘notice of general meeting’, so prepare & e-mail the gazette notice (Word template). 


yes


yes


no


no


no


yes


no


yes


no


yes
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Flowchart for Gazetting


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 address, 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


When the order is accurate produce form L72.12 - Gazette Notice WUO or form B37.17 - Gazette Notice BO and check for accuracy of detail and typing errors


Only one copy of the form should be printed off, (for the case file). This will electronically generate the gazette notice


A second print (which must not be taken) will generate a duplicate gazette notice. Has a second print been taken?


Make immediate contact with the F&DM team of EAS by e-mail, see Procedure 8, requesting that the duplicate entry be removed  


Has the official receiver been made aware of a stay of advert or of proceedings being in force, or received notice from the court of an application for either?


yes


no


yes


no


yes


no
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Is a former bankrupt requesting that an annulment order or a discharge order be gazetted?


Prepare and e-mail Word templates – Gazette Notice, annulment of proceedings or – Gazette Notice, discharge order 


Print off one copy only and place it on the case file


Is there to be distribution of a first dividend to creditors?


The official receiver is required to gazette ‘notice of an intended first dividend’ unless notice has previously been given to creditors by a gazette notice, inviting them to prove their debts.


Continue with any outstanding administration matters as appropriate, to the conclusion of the case


no


yes


yes


Where required, prepare and e-mail a gazette (Word template), print off a copy and place it on the case file


no


no



