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For alternative formats email, info.services@sra.org.uk or telephone 0870 606 2555.
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Notes

1. The purpose of the attached form is to provide information to support requests for
approval of office-holders' remuneration in a standard way so that those receiving
such requests can make ready comparisons between cases and an informed
assessment of each application. In larger or more complex cases further levels of
narrative or tabular information may be needed.

Office-holders should appreciate that it is for them to provide the information that
those receiving the request will need in order to be satisfied about the
reasonableness of their request and that failure to provide adequate information is
likely to have an adverse effect on the assessment.

2. The time and rate schedules should be completed to show the total hours spent.
Office-holders, if requested, should be able to give a breakdown of hours by
person by period together with an explanation of the activity performed. Any such
breakdown should identify clearly how each figure in the schedule is constituted.

3. The level of disclosure suggested by the standard format may not be appropriate in
all instances. The office-holder may take account of the proportionality
considerations referred to in paragraph 3.4 of Statement of Insolvency Practice 9.
For example, where the cumulative fees for which approval is sought are expected
to amount to less than £10,000 a breakdown of the summary should only be
submitted if required to explain any unusual features. For cumulative fees between
£10,000 and £50,000 a first level of breakdown similar to that shown may well
provide the appropriate detail. Where cumulative fees exceed £50,000,
proportionality is likely to require a further level of breakdown.

4. The total fees included in the approval request should exclude, and be expressed
to exclude, VAT.

5. Inlarger cases it will be appropriate to show other categories of work, particularly if
they have already been produced for budgeting purposes or for creditors or their
representatives, for example in reports to a charge holder in a receivership, or to
informal committees of creditors in a provisional liquidation.

6. All payments from or on behalf of the insolvent estate to the office-holder’s firm or
to any party in which the office-holder, or his firm or any associate has an interest
should be included in the disbursements schedules whether or not they are true
disbursements or relate to out of pocket expenses. The office-holder should
categorise these payments according to the recipient and their nature and purpose
and the figures should be readily cross-referable to the receipts and payments
account and shown net of VAT.
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Suggested format

Case name

Court and number

Office Holder

Firm

Address

Telephone

Reference

Type of Appointment

Date of Appointment

1. An overview of the case

This overview should be framed in terms that will enable the approving body to
judge

the complexity of the case,

any exceptional responsibility falling on the office-holder,
the office-holder's effectiveness, and

the value and nature of the property in question.

This overview would normally be expected to include an explanation of the nature
of the assignment and the office-holder's own initial assessment of the assignment
(including the anticipated return to creditors) and the outcome (if known). This
should refer to the initial views on how the assignment was to be handled,
including decisions on staffing or subcontracting and the appointment of advisers.
It should also explain:

e Any significant aspects of the case, particularly those that affect the amount
of time spent.

e The reasons for subsequent changes in strategy.

e Any comments on any figures in the summary of time spent accompanying
the request the office-holder wishes to make. Office-holders should
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2.

3.

recognise that if they are not able to provide a clear and sufficient
explanation of time spent then this is likely to have an adverse impact on the
fee assessment.

e The steps taken to establish the views of creditors, particularly in relation to
agreeing the strategy for the assignment, budgeting, time recording, fee
drawing, or fee agreement.

¢ Any existing agreement about fees.

e Details of how other professionals, including subcontractors, were chosen,
how they were contracted to be paid, and what steps have been taken to
review their fees.

In a larger case, particularly if it involved trading, the practitioner should be
prepared to support his explanation with evidence of his considerations about
staffing and managing the assignment and how he set and reviewed his strategy.
Where they have been agreed with creditors or their representatives, he should
also provide copies of his time budgets and fee reports.

Explanation of office-holders charging and disbursement
recovery policies

This section should comprise:

e A statement of the office-holder's charging policy in relation to time to
enable those receiving the application to make a comparison with other
applications and with current published fee information. It should be made
clear what grades of staff were charged to the assignment and what sort of
staff working on the assignment were not charged to it directly. For
example, were secretaries and cashiers charged to the assignment for all
the time they worked on it, only in respect of large blocks of time devoted to
it or, being accounted for as an overhead cost of the office-holder's firm, not
at all?

¢ A statement of the office-holder's policy in relation to recharges of
disbursements. This should explain payments made to the office-holder's
firm, whether simple reimbursement of actual payments made on behalf of
the assignment, such as statutory advertising costs, or charges relating to
the recovery of overhead costs, which are discussed in section 6 of SIP 9.

Narrative description of work carried out

The narrative should provide details of work undertaken during the period and
should be related to the table of time spent for the period.

An explanation should be given regarding the grades of staff used to undertake the
different tasks carried out and the reasons why it was appropriate for those grades
to be used.

Mention should also be made of any additional value brought to the estate during
the period, for which the office-holder wishes to claim increased remuneration.
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To aid understanding of the narrative it may be appropriate to divide it into
separate time periods. These might be, for example, periods of 12 months, or
periods devoted to trading or some other significant activity. In smaller or routine
cases it may be appropriate for the narrative to treat the case as a whole.

4.  Time and charge-out summaries

A table of time spent and charge-out value should be provided for each of the
time periods chosen by the office-holder under paragraph 3 above. The summary
should be in the following (or similar) format.

Hours

Classification Partner Manager Other Senior Assistants & Total Time Cost | Average
of work Professionals Support Staff Hours £ hourly
function rate £

Administration
and planning

Investigations

Realisation of
assets

Trading

Creditors

Case specific
matters

(Specify)

Total hours

Total fees
claimed (£)

(Further analysis may be necessary in larger cases. In smaller cases these
categories of activity may not always be relevant. See paragraph b) below and
note 3 of the Notes to the suggested format.)

To be able to produce this information the following points should be noted:-
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a) For each individual working on the case, hours spent, by activity, will need
to be collated, together with the total fees attributed to that time and a
resultant average hourly rate.

b) The five standard activities - administration and planning, investigations,
realisation of assets, trading and creditors - should be shown in every case
(although, clearly, not all of these activities will always take place).
However, there may well be additional activities that need to be identified
separately in a particular case such as, for example, insurance litigation,
managing investments in subsidiaries or negotiating settlement of claims
against directors. A guide to what might be included in the standard
activities is:

Standard activity Examples of work

Administration and planning Case planning
Administrative set-up
Appointment notification
Maintenance of records
Statutory reporting

Investigations SIP 2 review
CDDA reports
Investigating antecedent transactions

Realisation of assets Identifying, securing, insuring assets
Retention of title
Debt collection
Property, business and asset sales

Trading Management of operations
Accounting for trading
On-going employee issues

Creditors Communication with creditors
Creditors' claims (including
employees' and other preferential
creditors')

5. Category 2 disbursements

Details of category 2 disbursements paid during each of the time periods should be
provided in the following or similar format:-

Other amounts paid or payable to the office holder’s firm or to any party in which
the office holder or his firm or any associate has an interest (note 6)

Type and purpose £
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Total

6. Supporting documents

Any relevant documents should be attached and details should be supplied here.
Documents which will normally be required include:

¢ An up to date receipts and payments account which complies with current
best practice

¢ A schedule of charge-out rates applied from time to time.
e Relevant resolutions (if any).

01/04/07 Page 7 of 7 www.panels.sra.org.uk




