FREEDOM OF INFORMATION

THE INSOLVENCY SERVICE PUBLICATION SCHEME

This is The Insolvency Service publication scheme under Section 19 of the Freedom of Information Act 2000
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1) Introduction
The Freedom of Information Act 2000 (FOIA) requires all public authorities to publish and maintain a Publication Scheme approved by the Information Commissioner and that complies with Section 19 of the FOIA.
The public authority has a duty to set out in its Publication Scheme what information it routinely publishes and how it is made available to the public. In this scheme an authority must set out:

· The type of Publication Scheme that is operated;

· The classes and categories of information available;

· How the public can obtain printed copies of information and any charge for those copies;

· How the public can request information not included in the Publication Scheme; and
· How to complain if you are not satisfied with the scheme contents or how a request has been handled.

2) Model Publication Scheme
The Insolvency Service uses the Model Publication Scheme for Central Government as developed by the Information Commissioners Office (ICO). Full details of the ICO scheme for Central Government may be found on the ICO web site.
A paper copy of The Insolvency Service Publication Scheme is available by downloading and printing a Word document file or by request to Technical Section at the contact details in section 9) below.

3) Freedom of Information and Data Protection
There are two principle Acts that provide statutory rights for individuals wanting to request information from The Insolvency Service.
· Freedom of Information Act 2000 – this Act gives a general right of access to recorded information held by public authorities, including The Insolvency Service. The Act allows any person (subject to certain exemptions) to obtain details of recorded information that is held by the public authority. You can find out more about your rights under the Act by visiting the web site of the Information Commissioners Office at www.ico.gov.uk
· Data Protection Act 1998 – this Act gives a general right for individuals to obtain copies of personal information that a public authority holds about them. An individual is entitled (subject to certain exemptions) to be told by the data controller what personal information is held, is being processed, the purpose of the processing and to whom the data has or may be disclosed. Requesting copies of your personal data under the Act is done by means of a subject access request. We provide full details of making a subject access request within our Publication Scheme. You can find out more about your rights under the Act by visiting the web site of the Information Commissioners Office at www.ico.gov.uk
4) How to access published information
The Insolvency Service makes all information published under our Publication Scheme available free of charge via our web site. Some item, such as leaflets and guidance booklets are also available in hard copy from The Insolvency Service by request via our web site or at any official receiver’s office. Many CAB offices and other voluntary sector providers may also have available many of our leaflets and booklets.
The Insolvency Service annual report is published as part of our Publication Scheme and is also available to purchase from The Office of Public Sector Information (OPSI).
Publications are available to order from the Publications Orderline or from Official Receivers Offices or from the specified telephone numbers.
By telephone: 0845 015 0010
By email: publications@berr.gov.uk
By fax: 0845 015 0020


Minicom users should telephone 0845 015 0030
The Insolvency Service policy at present is not to charge for information published under the scheme, and where the cost of complying does not exceed the cost limit (currently £600 for Central Government).This policy is under regular review.
Note: The Insolvency Service have set an order limit of 200 copies on each publication to enable us to ensure that the most recent versions are available. If you require more copies please email publications.secretariat@insolvency.gsi.gov.uk
Some documents are available in other languages, including Welsh. You can access a list of these publications and languages from our web site.
Leaflets and booklets on our web site are available either in HTML, PDF or MP3 format and each publication has a unique reference number (URN) that should be quoted when placing an order for paper copies.
5) How to access unpublished information
The FOIA provides the right to access unpublished information that is held by a public authority (subject to certain exemptions). 
Unpublished information is recorded information that is not routinely published, is difficult to access or is archived information.
The Act states that a person making a request for information is entitled:
· To be informed in writing whether the information requested is held, and

· if that is the case, to be provided with that information.

The Insolvency Service publishes as part of this scheme a set of ‘Frequently Asked Questions’.
If a particular question is not covered you will be able to submit your query by email via an on-line form available on out FAQ page.

You should note the following points before submitting your query:

· The information you want may already be available under this Publication Scheme, or via our web site or by searching our public register of individual insolvencies.

· The FOIA contains a number of exemptions which prevent The Insolvency Service from disclosing some requested information.

· We may charge a fee for processing requests we are not obliged to comply with and where the costs of complying exceed the cost limit (currently £600 for Central Government).

· The processing (including disclosure) of personal data ie information relating to a living individual who can be identified from that data falls under the provisions of the Data Protection Act (DPA). The Insolvency Service will not be able to release information concerning another living individual if it breaches the provisions of the DPA.

6) Copyright
All Insolvency Service published material is subject to Crown copyright, administered by the Office of Public Sector Information (OPSI). If you wish to re-use or reproduce any document for commercial, educational or any other purpose, you must apply to the OPSI for a copyright licence. For guidance notes on Crown copyright issues visit the Office of Public Sector Information (OPSI) web site.
7) Environmental Information Regulations
The Environmental Information Regulations 2004 provide the right of access to environmental information held by a public authority. A request under the Regulations may be verbal or in writing and further details of the scope of Regulations may be found on the web site of the Information Commissioner.
To make a request for environmental information under the Regulations please contact Property Services Procurement Section by email to PSP.London@insolvency.gsi.gov.uk, by writing to PSP, 21 Bloomsbury Street, London WC1B 3QW, or by telephone 0207 291 6756.
8) Classes of information
The Insolvency Service scheme publishes information under seven class headings that cover all of the information that we hold. Under each of the seven high level headings are a number of information categories. For each information category are listed titles and descriptions of information we hold, and links to information pages and documents forming part of our Publication Scheme.
The scheme also sets out the circumstances where The Insolvency Service is not required to make information routinely available. These are when:
· The information is not held;

· The information is exempt from disclosure, for instance personal data, confidential or commercial information; or

· The information is not easily accessible.

The seven data classes are shown in the table below:

	1) Who we are and what we do
	Provides organisational information about The Insolvency Service, its structure, business locations and contacts.


	2) What we spend and how we spend it
	Financial information about projected and actual income and expenditure, procurement, contracts and audits for the current and previous two years.


	3) Our priorities and how these are being achieved
	Including any strategies, plans and performance indicators, audits, inspections and reviews of our business activities.


	4) How we make decisions
	Our decision-making processes and records for the current and previous two years.


	5) Our Policies and procedures
	Our written protocols, policies and procedures covering the services we provide and responsibilities we hold.


	6) Lists and Registers
	Details of public registers, asset and information registers, and register of financial interest.


	7) The services we offer
	Information about support services provided by The Insolvency Service including leaflets, enquiry lines and other help and information available.



9) Complaints
If you have a complaint about the information within this Publication Scheme, to report broken links or about information that is part of this scheme which is not available please contact 
The Freedom of Information and Data Protection Liaison Officer

Technical Section

21 Bloomsbury Street

London WC1B 3QW
Telephone: 0207 291 6776

Fax: 0207 291 6892
Email: technical.section@insolvency.gsi.gov.uk

If you are dissatisfied about the way The Insolvency Service has handled a request for information you should initially contact the person who responded to your request to see if the matter can be resolved.

If you remain dissatisfied, details of how to make a formal complaint are provided in our leaflet ‘Complaints Procedure’ as part of this Publication Scheme, also available from any Insolvency Service office.

If you wish to make a complaint to the Information Commissioner he may be contacted by writing to: ICO, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. The Information Commissioner is not obliged to consider complaints until you have exhausted The Insolvency Service’s own complaints procedure.
Details of the services of the Information Commissioner can be found at:

www.ico.gov.uk
1) Who we are and what we do
	Information categories


	Document title
	Document description
	Format

	Roles and responsibilities 
	The Guide to The Service
	Outline and detailed information about the roles and responsibilities of The Insolvency Service together and its senior management.  
	Website and paper

	Organisational structure 
	The Guide to The Service
	Internal structures of The Insolvency Service with reference to their functions and internal and external relationships and how the structure relates to the roles and responsibilities.  
	Website and paper

	Legislation relevant to the organisations functions 
	Insolvency Act 1986
	Insolvency legislation applicable to the work of The Insolvency Service
	Website

	 
	Enterprise Act 2002
	Insolvency legislation applicable to the work of The Insolvency Service
	Website

	 
	Companies Act 1985
	Companies Act legislation applicable to the work of The Insolvency Service
	Website

	 
	Companies Consolidation (Consequential Provisions) Act 1985
	Companies Act legislation applicable to the work of The Insolvency Service
	Website

	 
	Companies Act 1985
	Legislation contained in part XIV of the Companies Act 1985 as amended
	Website

	 
	Company Directors Disqualification Act 1986
	Legislation applicable to disqualification proceedings against company directors
	Website

	 
	The Insolvency Practitioners Regulations 2005
	Legislation applicable to Insolvency Practitioners
	Website

	 
	The Insolvency (Amendment) Regulations 2005
	Legislation applicable to Insolvency Practitioners
	Website

	 
	Relevant legislation
	Primary and secondary legislation for which The Insolvency Service is responsible.
	Website

	 
	Enterprise Act 2002
	Frequently asked questions, primary and secondary legislation and evaluation
	Website

	 
	Insolvency Rules Committee
	List of Insolvency Rules Committee (IRC) members and dates of appointment, and details of legislative powers under which IRC is appointed and details of  work in progress
	Website

	 
	Leyland Daf - Insolvency (Amendment) Rules 2008
	Secondary legislation making amendments to Insolvency Rules 1986
	Website

	 
	Statutory Instrument
	Legislation - Regulations - Insolvency Proceedings (Fees) (Amendment) Order 2006 (SI2006/561)
	PDF

	 
	Statutory Instrument
	Legislation - Regulations - The Insolvency Practitioners and Insolvency Services Account (Fees) (Amendment) Order 2007
	PDF

	 
	Statutory Instrument
	Legislation - Regulations - The Insolvency Proceedings (Fees) (Amendment) Order 2007
	PDF

	 
	Statutory Instrument
	The Insolvency Proceedings (Fees) (Amendment) Order 2008
	Paper

	 
	ENTERPRISE ACT Reforms to the Insolvency Services Account (ISA)
	Legislation - Regulations - Enterprise Act Reforms to the ISA
	Website

	
	Employment Rights Act 1996, 
	All legislation that affects employer / employee relationships and has a bearing on employees rights to payment from the National Insurance Fund on the insolvency of their employer  
	Website

	
	Trade Union and Labour Relations (Consolidation) Act 1992
	As above
	Website

	
	Trade Union Reform and Employment Rights Act 1993
	As above
	Website

	
	Pension Schemes Act 1993
	As above
	Website

	
	Transfer of Undertakings (Protection of Employment) Regulation 2006
	As above
	Website

	
	Employment Tribunals Act 1996
	As above
	Website

	
	Immigration, Asylum and Nationality Act 2006
	As above
	Website

	Lists of organisations for which the Insolvency Service is responsible or which it sponsors or works in partnership
	None
	 
	 

	Details of Ministers, Permanent Secretaries, Chief Executives, Management Board and senior executives
	About The Insolvency Service
	Responsibilities and bibliographical details of Ministers, senior civil servants and those making strategic and operational decisions on the services of The Insolvency Service
	Website and paper

	Locations and contact details for The Insolvency Service
	Our offices
	List of offices and contact details.
	Website

	 
	Headquarters' section contacts
	Contact details of The Insolvency Service Central Support Services functions
	Website and paper


2) What we spend and how we spend it

	Information categories


	Document title
	Document description
	Format

	Financial statements, budgets and variance reports
	Annual Report
	 Agency performance statistics
	Paper

	Capital programme
	Corporate Plan 
	Provides details about the strategic plans for The Service over a three year period.  The plan is reviewed and published once year.  
	Website and paper

	Ministerial expenditure
	Not held
	 
	 

	Pay and grading structure 
	Employment Matters
	Human Resources Handbook
	Paper

	 
	Recruitment and Retention Supplements Policy
	Policy on recruitment and retention supplements
	Paper

	 
	Temporary Cover Supplement policy
	Policy on temporary cover supplement
	Paper

	 
	Special Bonus Policy
	Policy on special bonuses
	Paper

	 
	Performance Bonus Guidelines
	Guidelines on performance bonuses
	Paper

	 
	Recognition Award Guidance For CBS Managers
	Guidance on the recognition award bonuses for staff on CBS side
	Paper

	 
	Recognition Award Guidance For ORS Directors
	Guidance on the recognition bonus for staff on the official receivers side
	Paper

	 
	Pay ranges
	Pay ranges from 06 to 09
	Paper

	 
	Equal Pay Review
	Details of equal pay review carried out in 2003
	Paper

	Procurement procedures 
	Procurement information
	Procurement Information. How it works & Contacts.
	PDF

	List of contracts awarded and their value
	Awarded Contracts
	Details of all contracts   awarded via tender
	Website

	Financial statements for projects and events
	Financial Reports
	For particular projects the financial reports detailing actual expenditure against original budget. The larger the project the greater detail must be given. 
	PDF

	Internal financial regulation
	Corporate Governance
	Corporate Governance Manual
	Website

	 
	Managing Risk
	Managing Risk in the Service/DTI
	Website


3) What our priorities are and how we are achieving them

	Information categories


	Document title
	Document description
	Format

	Strategic plans
	Corporate Plan 
	Provides details about the strategic plans for The Service over a three year period.  The plan is reviewed and published once year.  
	Website

	Annual business plan
	Corporate Plan 
	Provides details about the strategic plans for The Service over a three year period.  The plan is reviewed and published once year.  
	Website and paper

	Annual report
	Annual Report 
	Provides details about the agency's performance which includes details of the agency's financial performance during the financial year.   
	Website and paper

	Internal and external organisational performance reviews
	About Us 
	An overview of the functions and organisation of The Insolvency Service
	Website 

	 
	Cashier Survey - IP Cashiers Customer Survey
	Customer Survey - closing date 31/5/08
	Website

	 
	IP Stakeholder Survey March 2007
	IP Stakeholder Survey March 2007
	Paper

	Performance reports to Parliament
	Corporate Plan
	Provides details about the strategic plans for The Service over a three year period.  The plan is reviewed and published once year.  
	Website and paper

	 
	Annual Report 
	Provides details about the agency's performance which includes details of the agency's financial performance during the financial year.   
	Website and paper

	Inspection reports
	Inspections under the Companies Act
	Published reports of inspections carried out under the Companies Act 1985
	Website

	Impact assessments
	None
	 
	 

	Service standards
	The Charter
	Provides details about the standards of service customers can expect, details of published targets and performance, the structure of the organisation, as well as details about what we do and how we do it.  
	Website and paper

	Statistics produced in accordance with departmental requirements
	Quarterly insolvency statistics
	National Statistics, headline individual and corporate insolvency statistics
	Website, PDF and Excel

	 
	Historic insolvency series
	Longer time series of key insolvency series
	Website, Excel

	 
	Regional individual insolvency statistics
	Bankruptcy orders and IVAs, annually from 2000, broken down by various geographies
	Website, Excel and maps

	 
	IVA outcomes
	The status of Individual Voluntary Arrangements registered
	Website, Excel

	 
	Disqualification statistics
	Statistics
	Website, Word

	 
	Advanced notification of redundancies
	Database of Advance Notification of redundancies
	FOIA exempt

	
	RPS payment performance charter mark
	RPO performance against publish payment targets
	Paper

	Public service agreements
	EIIR Terms and Conditions 
	Subscribers to the EIIR are required to sign a contract before they receive downloads.  The terms and conditions of the contract are available online.  
	Website 


4) How we make decisions

	Information categories


	Document title
	Document description
	Format

	Major policy proposals and decisions
	Modernisation and consolidation of insolvency secondary legislation - press release
	Press release detailing initiation of project in 2005
	Website

	 
	Debt Relief Orders
	Frequently asked questions, primary and secondary legislation and evaluation
	Website

	 
	Leyland Daf - Insolvency Amendment Rules 2008
	Background information and consultation work regarding changes made by Insolvency (Amendment) Rules 2008
	Website

	Background information for major policy proposals and decisions
	Modernisation and consolidation of insolvency secondary legislation -updates
	Subsequent project updates
	Website

	 
	Policy changes and evaluation
	A general list of current and  recent projects and resources relating to policy changes and evaluation
	Website

	 
	Leyland Daf - Background documents 
	Background information and consultation work regarding changes made by Insolvency (Amendment) Rules 2008
	Website

	Public consultations
	Consultation Documents Register
	List of live and closed consultation with responses
	Website

	 
	Insolvency Research
	A collection of research carried by academics/third parties
	Website

	 
	Memorandum of Understanding 
	Agreement between the Secretary of State and the 7 Recognised Professional Bodies to ensure consistency in regulation.
	Website

	 
	Principles for Monitoring
	Agreement between the Secretary of State and the 7 Recognised Professional Bodies to ensure consistency in regulation.
	Website

	 
	Guidelines for monitoring IVA volume providers
	Agreement between the Secretary of State and the 7 Recognised Professional Bodies to ensure consistency in regulation.
	Website

	 
	Research document on disciplinary sanctions of the Recognised Professional Bodies
	Comparison of disciplinary sanctions 
	Website

	 
	Newsletters and Minutes - User Group Minutes 
	Estate Accounts Services User Group 
MINUTES OF PREVIOUS MEETINGS: links to 
24 April 2008
29 November 2007
26 April 2007
	Website, Word 

	Minutes of senior level meetings
	Organisational Management
	Directing board minutes and similar meetings where decisions on service provisions are made, excluding information properly regarded as private
	Website 

	Reports and papers provided for consideration at senior level meetings
	Organisational Management
	Information presented at those meetings where executive decisions are taken, excluding information properly regarded as private
	Website 

	Internal communications guidance, criteria for decision making, internal instructions, manuals and guidelines
	CIB Technical Manual
	Guidance and instruction for staff on how to assess complaints about companies and the conduct of investigations
	Paper

	 
	Guidance to External Investigators
	Additional guidance and instruction for outsourced investigations
	Paper

	 
	OROS Bulletins
	Advice on case administration, changes, administration procedures, useful external contacts. 
	Paper

	 
	Technical Manual
	Guidance for, and instructions to, official receivers' staff on their non-enforcement case administration work.
	Website

	 
	Case Help Manual
	Guidance for, and instructions to, official receivers' staff on their non-enforcement case administration work.
	Website

	 
	Enforcement Investigation Guide
	Guidance and instruction for investigators and for Enforcement related issues
	Paper


5) Our policies and procedures

	Information categories
	Document title
	Document description
	Format

	Policies and procedures for conducting Insolvency Service business
	Environmental Policy
	Environmental Policy
	

	 
	Health & Safety Policy
	Health & Safety Policy
	Website

	 
	Destruction and Archive Policies
	Disposition Issues
	Paper

	 
	Enforcement Hotline
	Mechanism to report misconduct by bankrupts and disqualified directors
	Website

	 
	What is director disqualification
	Overview of the disqualification process
	Website

	 
	Bankruptcy Restrictions Orders
	Overview of the BRO process
	Website

	 
	Re-use of a company name after liquidation
	Overview of section 216
	Website

	 
	Company Directors Disqualification Act 1986 and failed companies
	Purpose of the CDDA 86
	Website

	 
	Company Directors Disqualification Act 1986 and disqualified directors
	Effect of a disqualification
	Website

	 
	Guidance on undertakings and section 17
	Undertakings and leave to act guidance
	Website

	 
	RPS handbook
	Guidance for RPO staff on processing claims for payment from the NIF
	Paper

	Policies and procedures for delivering Insolvency Service services
	Insolvency Enquiry Line information guide. 
	Basic information about insolvency procedures and the work of official receivers including some third party contact information. 
	Website

	 
	Rota Guidelines
	Guidance and instruction for official receivers staff on maintaining and using a rota of Insolvency Practitioners.
	Website

	 
	RTLU Protocol
	Regional Trustee Liquidator Units Protocol
	Website

	 
	Casework Standard
	Standards to be achieved by Official Receivers and their staff in the administration of insolvent estates.
	Website

	 
	Information about the Online Forms Service.
	General information about the services provided by the Online Forms Service. 
	Website



	 
	Information about insolvency procedures generally and associated matters and services. 
	General information about insolvency procedures and associated matters and services. 
	Website

	 
	Companies dealt with by the Public Interest Unit.
	Guidance on the Public Interest Unit and its work.
	Website

	 
	Risk & Complexity Guidance
	Criteria for assessing priority of investigations and to assist in resource allocation 
	Website

	 
	Recognition of professional qualifications
	How an Insolvency Practitioner from an EEA State can work in the UK
	Website

	 
	Insolvency Guidance Papers
	Best practice guidance issued to all Insolvency Practitioners
	Paper

	 
	Ethical Code
	Ethical Code of practice for all Insolvency Practitioners
	Website

	 
	Guidance on Money Laundering 
	Guidance to IPs authorised by the SOS on complying with the Money Laundering Regulations.
	Website

	 
	Individual Voluntary Arrangement registration form
	Forms to enable Insolvency Practitioners to register Individual Insolvency Arrangements
	Website

	 
	Estates Strategy
	Space planning of the Insolvency Service estate; Project managers; Payment/authorisation of rent, service and business rates; Lease management. Dealing with Landlords and Managing Agents.  Providing a Customer Service internally and externally.  Keep up-to-date with Property Law Acts
	Paper

	 
	Records Legislation and standards
	Legislation and Standards for Records management
	Paper

	 
	Guidance on applications under section 216
	Section 216 applications
	Website

	 
	Public Interest
	An overview of the Service's approach to Enforcement related public interest
	Website

	 
	Effect of a Bankruptcy Restrictions Order
	Effect of a BRO
	Paper

	 
	RPS business plan
	RPO business plan and service targets
	Paper

	Policies and procedures for recruiting and employing staff
	Recruitment Policy
	Recruitment policy details
	Paper

	 
	Recruitment handbook
	Recruitment handbook
	Paper

	 
	Staff Rights in Respect of Personal Data
	Details of staff's rights in respect of personal data
	Paper

	 
	Data Protection policy on Personal Records
	The data protection policy on personal records
	Paper

	 
	Disability Policy
	The Service's disability policy
	Paper

	 
	Salary Sacrifice Scheme
	Details of the salary sacrifice scheme
	Paper

	 
	Staff telephone numbers policy
	Policy on giving out personal telephone numbers
	Paper

	 
	Mobility clauses
	Information of which staff are considered as mobile
	Paper

	 
	Speaking in a language other than English in the workplace
	Information on speaking English in the office
	Paper

	 
	Equal Pay Review
	Details of equal pay review carried out in 2003
	Website

	 
	INSS Recruitment Page
	Page on website for INSS recruitment
	Website, PDF

	Customer Service
	Complaints leaflet
	Insolvency Service complaints procedure
	Website

	 
	The Insolvency Service Charter
	Provides details about the standards of service customers can expect, details of published targets and performance, the structure of the organisation, as well as details about what we do and how we do it.  
	Website and paper

	Records management and personal data policies
	Freedom of Information Act guidance.
	General information on the Freedom of Information Act as it applies within The Insolvency Service. 
	 Website and paper

	 
	Guidance on the Data Protection Act 1998.
	General information on the Data Protection Act as it applies within The Insolvency Service. 
	Website

	 
	Protective marking system update
	The new INSS information security policy
	Paper

	 
	Data Protection Act
	How the data protection act affects HR in employment matters
	Paper

	 
	Records Appraisal
	policy relating to the appraisal of INSS records
	Paper

	 
	Agency Records Management Statement
	Records Management policy
	Paper

	 
	Records Management Handbook
	procedural guidance on Records Management standards and best practices
	Paper

	 
	E mail and internet policy
	Staff guidance and polices relating to the use of e mail and access to the internet
	Paper

	
	RPS File Management Policy
	Instructions to RPS staff for retention of files
	Paper

	Charging regimes and policies
	Fees and Interest Rates
	Interest On Funds Held in the Insolvency Services Account
	Website

	 
	Fees and Interest Rates
	Table of Fees
	Website


6) Lists and registers

	Information categories


	Document title
	Document description
	Format

	Public registers and information held as public records
	Electronic Individual Insolvency Register
	The searchable Public Registers of individual voluntary arrangements; bankruptcies and Bankruptcy Restrictions Orders and Undertakings
	Website searchable database  

	Asset registers and information asset register
	Annual account report
	Information on assets and information assets contained within the Insolvency Service Annual Account Report
	Paper

	Disclosure logs
	None 
	 
	 

	Register of gifts and hospitably to Ministers and senior personnel
	Internal database
	 
	 Paper

	Register of interests 
	None
	 
	 

	Other lists required by law
	None
	 
	 


7) The services we offer

	Information categories


	Document title
	Document description
	Format

	Regulatory responsibilities
	The Insolvency Practitioners Regulations 2005
	Legislation applicable to Insolvency Practitioners
	Website

	 
	The Insolvency (Amendment) Regulations 2005
	Legislation applicable to Insolvency Practitioners
	Website

	Services for public authorities
	None
	 
	 

	Services for industry
	Guidance on advertising and hospitality
	Guidance to Insolvency Practitioners authorised by the Secretary of State on advertising and hospitality
	Website

	 
	List of Recognised Professional Bodies 
	Contact details for the Recognised Professional Bodies that are able to authorise Insolvency Practitioners
	Website

	 
	Sanction forms
	Forms to enable Insolvency Practitioners to apply to the Secretary of State for permission for specified activities
	Website

	 
	Dear IP Newsletter
	Guidance and information for IPs on the law and practice of insolvency.  Updated quarterly.
	Website

	 
	Electronic Individual Insolvency Register and the restrictions and disqualifications database
	EIIR:  a searchable public register of individual voluntary arrangements; bankruptcies and Bankruptcy Restrictions Orders and Undertakings.  Restrictions and Disqualifications databases contain the details of misconduct for bankrupts with bankruptcy orders and disqualified directors.  
	Searchable database

	 
	HR1 form - Advance notification of redundancies
	Statutory notification of proposed collective redundancies of 20 or employees at one establishment.
	Website, PDF and paper

	 
	Redundancy and insolvency
	Guidance for insolvency practitioners on what employee can claim from National Insurance Fund and how to make claims. 
	Website

	 
	RP14 Form - Information from an employer's representative 
	Information about insolvent employer and potential transfer of undertaking to new owner
	Paper

	 
	RP14a Form - Insolvency: employee information from employer’s representative
	Insolvency Practitioners statement of debts owed to employees by  insolvent employer
	Website, PDF and paper

	 
	Online Access - BACs On-line
	BACs login screen
	Website

	 
	Online Access - BACs On-Iine past and future developments
	Information on system development
	Website

	 
	Online Access - Codes and Account Numbers for OPG/ISA accounts - New and Updated
	Sort Codes & Account Numbers for use with specific types of transaction to be used with OPG Account 
	Website

	 
	Online Access - FAQs
	Questions and answers to regular queries 
	Website

	 
	General Request
	General Request
	Website

	 
	Statement Request Form
	Statement Request Form
	Website

	 
	Dear IP
	Various newsletters with individual links to issues.  Also, IP information by chapter version.
	Website

	 
	IP Cashier Newsletter
	Newsletter April 2008
	PDF

	 
	IP Cashier Newsletter 
	Newsletter August 2007
	PDF

	 
	IP Cashier Newsletter 
	Newsletter  December 2006
	PDF

	 
	IP Cashier Newsletter 
	Newsletter  June 2006
	PDF

	Services for other organisations
	Statements of Insolvency Practice
	Link to the site of R3 on which Statements of Insolvency Practice (required professional standards) are published
	Website

	 
	Joint Insolvency Committee
	Information about the Joint Insolvency Committee on which all of the insolvency authorising bodies are represented
	Website

	 
	Insolvency Practices Council
	Information about the Insolvency Practices Council, a public interest body which works with the Joint Insolvency Committee and provides an independent view of Insolvency Practitioners' professional standards
	Website

	 
	Joint Insolvency Examination Board
	Information about the examination required by persons wishing to be authorised as an Insolvency Practitioner
	Website

	 
	Database of Insolvency Practitioners
	Public search database of all authorised Insolvency Practioners by name or location.
	Website

	 
	Online Forms Service.
	Online completion of information required at the start of some insolvency procedures.
	Website

	Services for members of the public
	Restrictions and Disqualification databases and the Electronic Individual Insolvency Register
	EIIR:  a searchable public register of individual voluntary arrangements; bankruptcies and Bankruptcy Restrictions Orders and Undertakings.  Restrictions and Disqualifications databases contain the details of misconduct for bankrupts with bankruptcy orders and disqualified directors.  
	Searchable database

	 
	Information about the Insolvency Enquiry Line. 
	General information about the services provided by the Insolvency Enquiry Line. 
	Website

	 
	Redundancy and Insolvency: A guide for employees
	A guide for employees on how to claim statutory redundancy pay on employer's default and unpaid wages, holiday pay and notice pay payments on the insolvency of their employer.
	Website, PDF and paper

	 
	RP1 form - claim for redundancy and other payments from the national insurance fund
	This form is attached to the above booklet in the paper version
	Website, PDF and paper

	 
	Booklet - Unpaid Pension Contributions on insolvency of employer; a guide for insolvency practitioners and scheme administrators
	Gives guidance to pension scheme administrators on how to claim for unpaid pension contributions guaranteed from the National Insurance Fund on the insolvency of an employer
	Paper

	 
	RP15 - Insolvency: claims for unpaid pension contributions
	Form for pension scheme administrator to complete to recover unpaid contributions (within statutory guaranteed limits) from National Insurance Fund 
	Paper

	 
	What is redundancy
	Information about what is redundancy
	Website

	 
	Information on how to claim
	How to claim redundancy pay from employer
	Website

	 
	What do if employer cannot or will not pay redundancy pay
	How to claim from the National Insurance Fund
	Website

	 
	EAS Forms - Payments & Unclaimed Monies 
	Payments and Unclaimed Monies   

	Website, PDF

	Services for which The Insolvency Service is entitled to recover fees
	None
	 
	 

	Leaflets, booklets and newsletter
	Publications available
	Leaflets and booklets available in various formats on-line and paper format
	Website. 

	Advice and guidance
	Insolvency Enquiry Line
	Basic information about insolvency procedures and the work of official receivers including some third party contact information. 
	Website. 

	Media releases
	Press Notices - under other information on the website
	Information directed to journalists providing details about the agency's work which is in the public interest.  
	Website 


