














































                                              CHECKLIST FOR PROOFS OF CLAIM 

This checklist is provided to assist you in preparing the accompanying proof of claim form and, where 
required, proxy form in a complete and accurate manner. Please specifically check each requirement. 

Under Section 109 of the Bankruptcy and Insolvency Act only those creditors who have filed their 
claims in the proper form with the trustee, before the time appointed for the meeting, are entitled to vote 
at the meeting. 

Section 124 states that every creditor shall prove his claim and the creditor who does not prove his 
claim is not entitled to share in any distribution that may be made. 

General 
 The signature of a witness is required; 

 The claim must be signed personally by the individual completing this declaration; 
 Give the complete address where all notices or correspondence is to be forwarded 
 The amount of the statement of account must correspond to the amount indicated on the proof of 
claim. 

 It is permissible to file a proof of claim by fax or by email. 

Paragraph 1 

 Creditor must state full and complete legal name of company or firm; 
 If the individual completing the proof of claim is not the creditor himself, he/she must state his/her 
position or title. 

Paragraph 3 

 The statement of account must be complete; 

 A detailed statement of account must be attached to the proof of claim and must show the date, 
the number and the amount of all the invoices or charges, together with the date, the number and 
the amount of all credits or payments. A statement of account is not complete if it begins with an 
amount brought forward. 

Paragraph 4 

 Subparagraph 4.A must be completed by an unsecured creditor and must indicate if priority is 
claimed pursuant to Section 136. 

 Subparagraph 4.B must be completed by a landlord only in a Proposal, for any claim related to 
disclaimer of lease. The amount of the claim is to be calculated according to the terms of the 
proposal. Provide details of calculation. 

 Subparagraph 4.0 must be completed by a secured creditor. A certified true copy of the 
security instrument as registered must be provided. 

 Subparagraph 4.D must be completed a farmer, fisherman or aquaculturist creditor. A copy of the 
sales agreement and delivery documents must be provided. 

 Subparagraph 4.E applies if you are a wage earner (ie, a clerk, servant, travelling salesperson, 
labourer or worker who is owed wages, salaries, commissions or compensation by a bankrupt 
(subsection 81.3) or by a "person" that is subject to a receivership (subsection 81.4) for services 
rendered during the six months immediately before the date of bankruptcy or receivership). 

 Subparagraph 4.F applies to claims by employees for unpaid amounts regarding pension plans. 
Please note that such claims apply only to unremitted pension contributions outstanding when the 
sponsoring employer becomes bankrupt or is subject to a receivership. 

 Subparagraph 4.G is to be completed only in a Proposal, and only if the proposal provides for the 
compromise of claims against Directors. Provide full details including calculations. 

 Subparagraph 4.H applies if you are a "customer" of a bankrupt securities firm (as contemplated by 
Section 262 of the Bankruptcy and Insolvency Act). 



Paragraph 5 

 All claimants must indicate if he or she is related or not to the debtor, as defined in Section 4 of 
the Bankruptcy and Insolvency Act, by striking out "AM" or "IS" or "AM NOT" or "IS NOT". 

 

Paragraph 6 

 All claimants must attach a detailed list of all payments or credits received or granted, as follows: 

a) Within the three (3) months preceding the bankruptcy or the proposal, in the case where 
the claimant and the debtor are not related; 

b) Within the twelve (12) months preceding the bankruptcy or proposal, in the case where 
the claimant and the debtor are related. 

- APPOINTING PROXY - 

Note:  The Bankruptcy and Insolvency Act permits a proof of claim to be made by a duly authorized 
agent of a creditor but this does not give such a person power to vote at the first meeting of 
creditors or to act as the proxy of the creditor. 

General 

 A creditor may vote either in person or by proxy; 

 A debtor may not be appointed as proxy to vote at any meeting of his creditors; 

 The Trustee may be appointed as a proxy for any creditor; 

 In order for a duly authorized person to have a right to vote he must himself be a creditor or be the 
holder of a properly executed proxy. The name of the creditor must appear in the proxy. 

 


