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Debtor has a non Canadian address

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME

Summary Administration or PM-2 2 business days
Division Il Proposal

ESTATE The trustee/administrator submitted an initial filing. The Estate Information
INFORMATION Summary (EIS) indicates that the debtor has a non-Canadian address.

SUMMARY
(EIS)

NOTE

WEK FLOW 1. Determine whether the debtor is eligible to file a summary administration or

Division II proposal under the BIA.

If the debtor is eligible to file,
i) Accept the filing once all manual review flags are turned off.
ii) BF the CO-1/CO-2.

NOTE

D.2 Manual Review September 17, 2004















































































































































































ACTION FLAG

Review amended Div I

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME

Division Il Proposal PM-2 2 business days

CONSUMER The administrator submitted a subsequent Consumer proposal (Form 47) in either
PROPOSAL xml or softcopy or the OSB has uploaded in softcopy. The administrator or the
(FORM 47) OSB user were asked to check one of the following statements:

This is a correction:

* the terms of the proposal have not changed;
* the terms of the proposal have been altered; the original proposal has not yet
been sent to the creditors.

This is an amendment to the terms of the proposal:

* these amended terms were accepted at a creditor’s meeting;
* these amended terms have not yet been accepted by the creditors.

i 1. Review the proposal, comparing it with the original.

2. 1 necessary, make entries to the Trustee Compliance Database (TCD).
3. Turn off the flag.

September 17, 2004 Estate Administration F.19 l








































Percent business debt is now greater than 50%

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME
Division Il Proposal CR or PM-2 5 business days

ESTATE The administrator submitted a subsequent Estate Information Summary (EIS) that
INFORMATION indicates a change to the debtor’s business liabilities. The business debt is now
SUMMARY more than 50% of the total debt.
(EIS)

WORK FLOW 1. Check the documents in the estate and, if necessary, ask the administrator

about the change.

2. Update the business coding, i.e., liability type, in IMPACT and enter the
NAICS code.

3. If necessary, make entries to the Trustee Compliance Database (TCD).
4. Turn off the flag.

F.32 Estate Administration September 17, 2004










































Subsequent final SRD submission

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME
Summary Administration or PM-2 21 business days or when all
Division Il Proposal outstanding issues related to

the SRD are resolved

TRUSTEE’S The trustee/administrator submitted a subsequent final Trustee’s statement of
STATEMENT OF receipts and disbursements (SRD) (Form 13) or Administrator’s statement of receipts

RECEIPTS AND and disbursements (SRD) (Form 14) before a letter of comment was issued.
DISBURSEMENTS

i)
(FORM 13)

ADMINISTRATOR’S
STATEMENT OF
RECEIPTS AND

DISBURSEMENTS

(SRD)
(FORM 14)

S FLOW 1. Ensure that any negative comments about the original final SRD have been

uploaded to the estate index and verify that all outstanding matters have
been addressed.

2. Update IMPACT with the following information:

* The date the subsequent SRD was received (in the “info received date”
field).

* The date the subsequent SRD was reviewed (in the “date reviewed” field).
o I necessary, make entries to the Trustee Compliance Database (TCD).

4. Turn off the flag.

NOTE

Trustee Discharge September 17, 2004






























































































































































































































Creditor meeting date/time is different from the EIS

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME

Division Il Proposal PM-2 2 business days

NOTICE OF The administrator submitted a Notice of meeting of creditors to consider consumer
MEETING OF proposal (Form 50) with a different date and/or time than on the most recent

CREDITORS Estate Information Summary (EIS).
TO CONSIDER

CONSUMER
PROPOSAL NOTE

(FORM 50)

WORK FLOW : . , ; b
Review the meeting information and, if necessary, contact the administrator
‘ to determine the correct date.

In IMPACT, check the meeting header to ensure the correct meeting
information is entered.

BF the CO-1/CO-2, who decides whether to chair the meeting.

.-

AW

If necessary, i.e., if the meeting date has changed or the CO-1/CO-2 is
chairing, click on the send to e-file button on the document request
screen to send an amended certificate.

If necessary, make entries to the Trustee Compliance Database (TCD).

o &

Turn off the flag.

September 17, 2004 Estate Administration L17




















































170 Report has fewer assets than SofA

RESPONSIBILITY TIME FRAME

ADMINISTRATION(S)
Summary Administration PM-2 14 calendar days

REPORT OF The trustee submitted a Report of Trustee on the bankrupt’s application for discharge
TRUSTEE ON (170(1) Report) (Form 82) with fewer assets than reported on the bankrupt’s
LLIR:EULGIUGINY  Statement of affairs (Form 79).

APPLICATION
FOR DISCHARGE
(170(1) REPORT)

(FORM 82)

WORK FLOW

=k,
n

Review the assets on the 170(1) Report against the assets on the

‘ Statement of affairs (Form 79).

If necessary, make entries to the Trustee Compliance Database (TCD).

BF the CO-1/CO-2.

RN

Turn off the flag.

September 17, 2004 Bankrupt Discharge M.1








































Yes to Q8B (creditor or 0SB intends to oppose)

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME
Summary Administration PM-2 14 calendar days
REPORT OF The trustee submitted a Report of Trustee on the bankrupt’s application for
LIRSS RVIRLISN  discharge (170(1) Report) (Form 82) and answered “yes” to question
BANKRUPT’S 8b, “Does the trustee have reasonable grounds to believe that a creditor
APPLICATION or the Superintendent will oppose the bankrupt’s discharge for a reason

FOR DISCHARGE other than those set out in section 173(1) (m) or (n) of the Act?”
(170(1) REPORT)
(FORM 82)

WORK FLOW

Review the 170(1) Report.
If necessary, make entries to the Trustee Compliance Database (TCD).

If necessary, BF the CO-1/CO-2 to review the 170(1) Report.

Rhwh=

Turn off the flag.

M.14
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Court fee is zero, court order on file

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME

Division Il Proposal PM-2 12 calendar days

AWLISIBEUMERY  The administrator submitted an Administrator’s statement of receipts and
STATEMENT OF disbursements (SRD) (Form 14) with a court fee of $0, but documents

RECEIPTS AND in the estate index suggest that there was a court hearing.
DISBURSEMENTS

(SRD)
(FORM 14)

;

Check the documents in the estate index to determine whether there was a
court proceeding.

If necessary, ask for a new SRD. ‘

If necessary, make entries to the Trustee Compliance Database (TCD).

xRN

Turn off the flag.

. 0.6 Closing Process September 17, 2004






















Trustee indicated: inspectors appointed and not
approved. Inspectors’ resolution not included

ADMINISTRATION(S) RESPONSIBILITY TIME FRAME
Division Il Proposal or PM-2 21 calendar days
Summary Administration
TRUSTEE’S The trustee/administrator submitted a final Trustee’ statement of receipts and

STATEMENT OF disbursements (SRD) (Form 13) or Administrator’ statement of receipts and
RECEIPTS AND disbursements (SRD) (Form 14), indicating that the inspectors did not approve
DISBURSEMENTS the SRD on the trustee/administrator screen. The trustee/administrator did not

(SRD) include the Inspectors’ resolution (softcopy).
(FORM 13)

NOTE

ADMINISTRATOR’S
STATEMENT OF
RECEIPTS AND

DISBURSEMENTS

i)
(FORM 14)

AL el 1. Check whether the trustee/administrator has submitted the Inspectors’

resolution electronically or in hardcopy as it may have arrived after
the flag was triggered.

N

If the trustee/administrator hasn't, ask him/her to do so and BF to
confirm receipt.

Make entries to the Trustee Compliance Database (TCD).
If necessary, BF the CO-1/CO-2.

SR

Turn off the flag.

September 17, 2004 Closing Process 0.13







































































































3.3 POSITIVE LETTER OF COMMENT

From: {the Division Office's email address>
Reply to: {the Division Office’s email address>

administrator’s optional second email address (if applicable)>
Sub ject: Letter of Comment-<{Estate No>

Body Text:

To: {Trustee/administrator First Name>{Trustee/administrator Last Name>
We have completed our review of your Statement of Receipts and Disbursements for:
Estate Name: <Estate Name>

Estate Number:<{Estate Number>

Please find attached the Letter of Comment

{link to PDF attachment>

Please do not reply to this message. Replies will not be acknowledged.

Attachment: Positive Letter of Comment

{E-mail signature of division office (includes the address, telephone number and fax

To: {the trustee/proposal administrator’s email address>, {the trustee/proposal

=

number)>

i

3.4 MANUAL REVIEW REJECT INITIAL FILING

From: {the Division Office's email address>
Reply to: {the Division DOffice’'s email address>

administrator’s optional second email address (if applicable)>
Sub ject: “Rejected Initial Filing-<Temporary IDu>

Body Text:

To {Trustee/administrator First Name><Trustee/administrator Last Name>
Your submission for

Debtor Name:<{Debtor Name> has been rejected.

For more information, please contact <Division office email address>

Please do not reply to this message. Replies will not be acknowledged.

{E-mail signature of division office (includes the address, telephone number and fax

. .

To: {the trustee/proposal administrator’s email address>,{the trustee/proposal

=%

number)>

&

If the rejected initial filing is a Division II proposal by a bankrupt, the actual estate number will be in the subject line
(i.e., no temporary ID number will be issued).

How the System Works September 17, 2004























































































































































39 Certificate of assignment

40 Report of trustee on proposal v
401 Notice of hearing of application for court approval of proposal v
41 Report of trustee on refusal by court to approve proposal v
42 Certificate of assignment

43 Notice of default in the performance of a proposal v
431 Report of trustee on annulment of proposal v
43.2 Order annulling proposal

44 Certificate of assignment

45 Notice to landlord to disclaim a lease by commercial tenant

46 Certificate of full performance of proposal v
472 Consumer proposal

48 Report of administrator on consumer proposal

49 Notice to creditors of consumer proposal v
50 Notice of meeting of creditors to consider consumer proposal v
51 Report of administrator on consumer proposal and conduct of consumer debtor v
51.1 Notice of hearing of application for court review of consumer proposal v
523 Notice of status of consumer proposal v /

v

When an administrator submits a subsequent Consumer proposal (Form 47), the e-filing system asks for the following information:
Please indicate the reason for submitting this subsequent Consumer Proposal (Form 47)

This is a correction:

Q the terms of the proposal have not changed,;

QO  the terms of the proposal have been altered; the original proposal has not yet been sent to the creditors.

This is an amendment to the terms of the proposal

O these amended terms were accepted at a creditors meeting;

QO these amended terms have not yet been accepted by the creditors.

For more information, see “Process Flowcharts,” p. R.31.

When an administrator files a Notice of status of consumer proposal (Form 52) and selects the “withdraw,” “creditors refused” or
“court rejected” fields, the e-filing system will automatically update IMPACT with the appropriate estate type code. If the adminis-
trator provides the status in a text field (which the e-filing system is unable to read), a flag will be raised and the estate type code
will need to be entered manually.

The system will reject a proposal that is withdrawn after court approval if the administrator uses the “withdraw” field referred to above

September 17, 2004 Forms and Documents




























QForm 64)®

Creditor Opposition to Bankrupt Discharge not applicable yes yes Action

Bankrupt's Application (Summary)

for Discharge

Creditor Opposition to Trustee Taxation not applicable yes yes Action

Trustee Discharge and Discharge (Summary)

Detail Trial Balance Trustee Taxation Closing Process yes yes Notification

and Discharge
Dividend Sheet Trustee Taxation Closing Process yes yes no flag
and Discharge

Dividend Sheet—Interim not applicable Estate yes yes no flag
Administration

Enquiry Estate Administration Estate yes' yes no flag
Administration

Examinations—Notices Estate Administration Estate no yes no flag
Administration

Examinations—Questionnaire | Estate Administration Estate no yes no flag
Administration

Examinations—Reports’ Estate Administration Estate yes yes no flag
Administration

Financial Statement Estate Administration not applicable yes yes no flag

Inspector Meeting: Estate Administration Estate yes yes Notification

Minutes/Resolutions/ Administration (Summary)

Resignation

Mediation—Notice of Estate Administration not applicable no yes no flag

cancellation of mediation

(Form 62)8

Mediation—Notice of Estate Administration not applicable no yes no flag

mediation (Form 61)®

Mediation—Notice of Estate Administration not applicable no yes no flag

non-resolution by mediation

,

>

Examinations conducted by a party other than the official receiver should be uploaded as “Other (specify title/category)” by the

trustee/administrator and as “Other—No flag” by OSB users. The trustee/administrator must select the appropriate document title
and category; OSB users must select the document title and the “Estate Administration” category. All documents uploaded by the
trustee/administrator as “Other” will be flagged.

8

trustee in the same manner as paper files.

All documents related to mediation must be uploaded to the e-filing system by the OSB. These documents must be sent to the

. T.12 Forms and Documents
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4.

Estate Information Summary (EIS)

Bl o e s Gt ESTATE INFORMATION SUMMARY [ 1 Amendment
Verson frangars asponere sur demande
e ae..
I~ COMPLETE THE FOLLOWING IN ALL CASES =
PROCEEDING Assignment [ " | Reterrat B s | Proposat | inawiduat | comoration
[Evtate Name ~TGocupation Tanguage =
= Ml Otner
olen | _JFrench | Jsoecty
[ind_ date [ M Y [Previous or current BIA proceeding or petiton? | If yes. enter estate number(s D ] ¥
oI [ Jves [ Im
[Address (Street No and Apt No —— = ——— — —
A [ ——— T Home wieonona v Work telephone no

n or s or has camed on - X
> % R |t o S ks s

[ontEmmhame Gecupaton Torguage

| — [ ] Other

J S, s L) specily

e e BIA procesding & petlon [1yes. emter swtats Pomberts) Tndcate ¥ revons bankriocy ndicaie ¥ recawershe
of burtn | ves No Yes No Yes No
Il - COMPLETE THE FOLLOWING IF THE DEBTOR HAS GUARANTEED THE DEBTS OF ANOTHER PERSON —|na

The debior s he guarantor of

Susiness |~ ] Conaumer [ Omer |

L Jootm - [ Jootm L epocty s the person bankugt?
Nama of partons whoss GeGis are guaraniaed Rmour guararieed Narme of busress ¢ Gusness dects Ves No

[~ COMPLETE THE FOLLOWING IF THE DEBTOR WAS PREVIOUSLY OR IS PRESENTLY IN BL Tna

Trade rames, i diffarent from the estate name Place of business Nature of business

Corporation, partnership of sole
proprietorsip (spectly

‘Names of the pariners i & partnership

:IV - COMPLETE THE FOLLOWING IF THE DEBTOR IS A CORPORATION

Are the corporation's shares publicly (raded” Fodeca Charter?

Chanter
You No Yos Number No

| Names of the Corporation's officers. = - =
[Name of person 1o be examined TTie o - Telephone No.

1 ) I I
[Aadress (Stet Mo and Apt No)
[ey T TProvince | Postal code Tanguage

i | Englmv | French

[V-TO BE COMPLETED WHEN FILING A CONSUME’R PROPOSAL OR AMENDED CONSUMER PROPOSAL

Torms of the Consumer Proposal: (choose one only of A, B, C or D)

AT T s o s B) Aumwwn [g

[C)  Awmp sum ‘$ | P [ (number) $7 ik - foracombined (@

| payment of l | | payments of total of

D ) Other please describe terms below T - " [Anticipated Compietion Date D ™M Y |

of Consumer Proposal

Amount outstanding

on mongage on

prmcpal resience

|VI-TO BE COMPLETED AND SIGNED BY THE TRUSTEE IN ALL CASES

[Creditor's Mesting Cocation
Suggested Time

| and Piace 1 L
Examination requested

v [ JNo  cCommens

TRUSTEE APPOINTMENT
Name & Licence number of the Trustee or, if a Corporate Trustee. the name &
Iicance number o the parson responsible for the sdminrstration of the estate

A E I
possible confict of e T Jne

et o aies yes. axgain

Ticence number

~ [Postbankruptoy tax
retund assigned 1o trustee

: depous [ Guararies e
Mdomnlicaton - L__|OePost | | Name of depositor or guarantor Ves. | e
et ] Trusine sosant when fle suomited | Sgnature
st a ), o Rt sl i
Vil - OFFICIAL RECEIVER USE ONLY

THIS NUMBER IN ALL NDENCE Adminstrabon = " Y Type
—_— ™ Date of o L
o p mesnr. [ Jortoner] o
industry  Owstict  Davision Uicence No. of appownted Trusiee Resp OR
Cautho rsssove | Joner
Assets Liadites Securty
. = Tom— 5 Cozmson = =
R Trustee
= T Cocamon

Comments.

[ Omcal Receer

Note o ata
™ 1a [ e e |Processing
L Intiais
Ofica Document
Recewver Production
inteats Intials
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Because of the addition of “messaging” between the e-filing system and IMPACT, the local and HQ
system administrator functions have been reduced to only a few items (For additional information,
see “Messages between IMPACT and the e-filing system,” p. R.5).

1. Local System Administrator Functions

1) Remove a softcopy document: Because softcopy documents can't be moved from one estate to
another, softcopy documents that have been uploaded to the wrong estate must be removed from
that estate by the local system administrator and resubmitted to the correct estate by the OSB or
the trustee/administrator. IMPACT must be updated manually.

2) Change an estate to paper or mark as “complex”: There are several reasons why an estate might
be changed from electronic to paper, including the following;
* aconversion from summary to ordinary
* a conversion from summary to Division | proposal
» a conversion from Division II proposal to ordinary
» a conversion from Division II Proposal to Division I proposal
* joint estate needs to be split
* single estate needs to be merged into a joint estate
 trustee/administrator no longer e-filing
e contravention with terms of use
» related joint changed to paper
» form not available in xml format

NOTES

There are several reasons why an estate might be marked as “complex,” including the following;
* estate is complex

* related joint is complex

» other

September 17, 2004 System Administrator Functions U1 l



3) Add or modify an OSB user: The local system administrator is responsible for adding new OSB

4)

users to the e-filing system and defining their privileges (admin user or not), default division
office(s), trustee associations, etc. The system administrator will give the new user an interim
password and default preferences that the user can change once he/she is able to log in to the
e-filing system. OSB users who change their names must ask the system administrator to modify
their user ids. The system administrator will also update the trustee/administrator associations
for each user when necessary. Please note that only the HQ system administrator can remove a
user’s default trustees/administrators.

SRD Sampling: IMPACT will maintain two sampling tables for SRDs (summary administration and
Division II). All Division Il proposals will be 100% sampled. As is the current procedure for paper
files, the sampling table for summary administrations is maintained by the local IMPACT system
administrator. When the e-filing system is running the sampling process, it will access the IMPACT
table to set any review flags. Any changes to the sampling table will follow the current office prac-
tice (e.g., discussion with the DAS prior to forwarding the required changes to the local IMPACT
system administrator).

. u.2 System Administrator Functions September 17, 2004
































































Creditor meeting date more than 21 days from date amended PM-2 i LG
B | e R Seeh:

position to bankru ge on file

Date of bankruptcy and date of discharge are not 9 months and 1 day apart| PM-2 M.21

Date of birth does not match previous proceeding

Disbursement related to the realization of assets

| Div Il by a bankrupt, different trustee e











































