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	IN THE  insert Court Name
	insert Court Number


	insert Case Name

	MATTERS TO CONSIDER BEFORE DESTRUCTION OF BOOKS AND PAPERS
This is not an exhaustive list, only a guide to some of the matters which need to be considered before books and papers are destroyed. If in doubt ask.

Solicitors' or accountants' files and working papers must not be destroyed; they must be returned (preferably) or retained on the OR's file.

Papers belonging to clients of solicitors or accountants who have been made bankrupt must not be destroyed but returned to the client.



	ALL CASES
	YES
	NO

	Is there any prosecution still to be completed?
	
	

	Is there the real possibility of a public examination being held?
	
	

	Is there the real possibility of an adjourned public examination being revived?
	
	

	Are there any assets, especially book debts, which have not been realised?
	
	

	Is it likely that questions regarding the realisation or writing-off of assets will arise when the trustee applies for release?
	
	

	Are there, or is there the possibility of, any civil proceedings?
	
	

	Are any of the books and papers likely to be of historical interest?
	
	

	Has The Insolvency Service's headquarters been supplied with a list of the records which might be of interest to the History Committee of the Chartered Insurance Institute?
	
	

	Has anybody shown an interest in the preservation of the books and papers?
	
	

	Have the IR/DWP been given an opportunity to inspect the records?
	
	

	Have other Government Departments asked for the books and records to be retained?
	
	

	If the insolvent was registered for VAT are the books and papers more than six years old or has more than one year elapsed since the order?
	
	

	Is anyone claiming a lien on the records?
	
	

	If so, has the lien holder agreed in writing to give up that lien?
	
	

	Have records relating to Employers’ Liability been identified and stored separately?
	
	

	Is it likely that records relating to a pension scheme will be needed in the future?
	
	


	BANKRUPTCY
	
	

	Is there any bankruptcy restrictions action still to be completed?
	
	

	Will the bankrupt have to apply for discharge?
	
	

	Is it likely that application will be made for rescission or annulment of the bankruptcy order?
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