
 

 

INSTRUCTIONS TO CREDITORS RESPECTING PROOF OF CLAIM FORM 
 
CLAIMS NOT COMPLETED CORRECTLY IN EVERY RESPECT WILL BE RETURNED. 
 
Any creditor who does not prove his claim is not entitled to share in any distribution. 
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. 
 
GENERAL 

• The signature of a witness is required. 

• This document must be signed personally by the individual completing this declaration. 

• Give the complete address where any notice or correspondence is to be forwarded. 

• The amount on the statement of account (Schedule A) must correspond to the amount indicted on the proof 
of claim. 

 
POINT 2 

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

 
POINT 3 

• A secured creditor must attach a certified true copy of the security agreement as registered and must give 
full particulars of the security, including the date the security was given and the value assessed to the 
security by the creditor. 

• Claims by Farmer, Fisherman, or Aquaculturist must attach a copy of sales agreement and delivery 
documents. 

 
POINT 4 

• If you are related by blood or marriage to the Debtor, then you should consider yourself to be a related 
person pursuant to Section 4. If the Debtor is a corporation, you would be considered to be related to it if 
you were a shareholder or if your company was controlled by the same shareholders as the bankrupt 
corporation. 

 
POINT 5 

• All claimants must attach a detailed list of all payments or credits received or granted, as follows: 
(a) Within three (3) months preceding the bankruptcy or the proposal in the case where the claimant 

and the debtor are not related. 
(b) Within twelve (12) months preceding the bankruptcy or the proposal in the case where the claimant 

and the debtor are related. 
 
NOTE: The Bankruptcy and Insolvency Act permits a proof of claim to be made by a duly authorized  

agent of the creditor, but in order for such a person to vote at the first meeting of creditors they must hold a 
properly completed proxy. 

 
GENERAL 

• A creditor may vote either in person or by proxy. 

• A debtor may not be appointed a proxy to vote at any meeting of his creditors. 

• The Trustee may be appointed as a proxy for any creditor. 

• A corporation may vote by an authorized agent at a meeting of creditors. 

• 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. 


