
CHECKLIST FOR COMPLETING A PROOF OF CLAIM FORM

This checklist is provided to assist you in preparing a complete and accurate Proof of Claim form and, where required, a Proxy. A
creditor who does not prove their claim is not entitled to vote or share in any distribution. Please check each requirement.

GENERAL
• The form must be signed by the person completing the Proof of Claim and that person must be an authorized signatory.
• The signature of a witness is required.
• Give the complete address, including postal code, where any notice or correspondence is to be forwarded.
• The amount on the Statement of Account must correspond with the amount indicated on the Proof of Claim.

PARAGRAPH I
• The creditor must state the full and complete legal name of the company or firm.
• If the individual completing the Proof of Claim is not the creditor himself, he must state his position or title.
PARAGRAPH 3
• A Schedule A or Statement of Account must be attached.
• The Schedule A or Statement of Account must be complete and detailed, showing the date, number and amount of all invoices or

charges, together with the date, number and amount of all creditors or payments. A Statement of Account is not complete if it
begins with an amount brought forward.

• If the claim is for a guarantee of a debt, a copy of the guarantee must be attached.
PARAGRAPH 4
• An unsecured creditor must strike out sub-paragraphs B, C, D and E.
• A secured creditor must attach proof of registration of the security, including the date on which the security was given and the value

at which you assess the security.
• A claim by a farmer, fisherman or aqua culturist must attach a copy of the sales agreement and delivery documents.
• Details of Section 136 are listed below.
PARAGRAPH 5
• All claimants must indicate if they are or are not related to the debtor, as defined in Section 4 of the Bankruptcy and Insolvency Act.
PARAGRAPH 6
• All claimants must attach a detailed list of all payments or credits received or granted as follows:

— Within the three (3) months preceding the bankruptcy/proposal, in the case where the claimant and debtor are not related;
— Within the twelve (12) months preceding the bankruptcy/proposal, in the case where the claimant and debtor are related.

PROXY
The Bankruptcy and Insolvency Act permits a Proof of Claim to be made by a duly authorized agent of a creditor, however, this does
not give such a person power to vote at the First Meeting of Creditors or to act as the proxy of the creditors unless the proxy form is
completed by the creditor appointing the authorized agent as proxy.
• A creditor may vote either in person or by proxy.
• The Trustee may be appointed as a proxy for any creditor.
• A Corporation may vote by an authorized agent at a meeting of creditors.
• Debtors may not be appointed a proxy to vote at any meeting of their creditors.
• In order for a duly authorized person to have a right to vote, they must be a creditor themselves or be the holder of a property

executed proxy, showing the name of the creditor.

SECTION 136 (Condensed Priority of Claims)
Subject to the rights of secured creditors, the proceeds realized from the property of a bankrupt shall be applied in priority of payment
as follows:
• The cost of administration of the estate in the following order:

— Expenses and fees of the trustee
— Legal costs

• Wages, salaries, commissions or compensation for services rendered in the six months immediately preceding the date of
bankruptcy, to a maximum of $2,000 per person together with, in the case of a travelling salesmen, disbursements incurred by
the salesman during this same period to a maximum of $1,000;

• Alimony, support or maintenance for a spouse or child for periodic amounts accrued in the year before the date of bankruptcy plus
any lump sum amount;

• Municipal taxes assessed or levied within the two years immediately preceding the bankruptcy which do not constitute a lien or
charge on real property of the bankrupt but this claim is restricted to the interest in the property held by the bankrupt;

• Landlord for rent arrears in the three months immediately preceding the date of bankruptcy and accelerated rent for three months
following the bankruptcy if provided for in the lease but this claim is restricted to the realization from the property and any
accelerated rent paid by the Trustee must be credited against the amount payable by the Trustee for occupation rent;

• A solicitor's bill of costs, including sheriff's and land registration fees, for the first creditor to attach or execute against the property
of the bankrupt but this claim is restricted to the amount realized from the applicable property;

• Claims resulting from injuries to employees of the bankrupt in which the Workers' Compensation Act does not apply but this claim
is restricted to the amount of moneys received from persons guaranteeing the bankrupt against damages for those claims.

A creditor whose rights are restricted by this section are entitled to rank as an unsecured creditor for any balance remaining on their
claim.


