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Guidance to Trustees on the Accounts Process 
 
This document has been produced to clarify the role of both The Accountant and 
trustee in the bankruptcy accounts process and should be read in conjunction with 
Notes for Guidance and the Bankruptcy (Scotland) Act 1985 as amended (the Act). 
Questions are also routinely asked about the accounts process and these have been 
included at Annex B of this document. This document has been produced in 
consultation with representatives from ICAS, IPA and R3. 
 
For the purpose of clarity and in line with forthcoming changes to Notes for 
Guidance, the following terminology is used throughout this guidance document. 
 
“The Accountant” refers to the individual appointed by Scottish Ministers under 
section 1(1) of the Act and who acts as an officer of the court with responsibilities 
that include determining debtor applications, granting awards of bankruptcy and the 
additional functions conferred in the April 2015 legislation. The Accountant also 
performs supervisory and regulatory roles.  
 
Role of The Accountant 
 
Section 53(3) of the Act stipulates The Accountant must issue a determination fixing 
the fees and outlays payable to the trustee within 6 weeks of the end of the 
accounting period. Section 53(3) also stipulates that The Accountant may audit the 
accounts. The Accountant considers it appropriate to audit all accounts of trustees 
submitted.  
 
In order to issue the determination, The Accountant must consider the outlays and 
remuneration claimed by the trustee by receiving copies of relevant invoices or 
supporting evidence. The minimum information required by The Accountant to 
determine an account is included at Annex A. 
 
If this information is not received, and the account is “final”, only under these 
circumstances will The Accountant’s staff contact the appropriate trustee’s office by 
phone to request the required documents or supporting evidence which has not been 
submitted. A minimum of 3 working days will be allowed for information to be 
received. If the information is not received within the required timescale the account 
will be determined from the available information. Any outlays not determined may 
be submitted with a subsequent account.  
 
Upon receipt The Accountant will having regard to the circumstances of the case, 
consider the following: 
 
Outlays 
 

 ensure that they were not incurred prior to the date of sequestration 

 that they were reasonably incurred for the administration of the estate 

 the cost is reasonable 

 whether legal outlays should not be taxed under section 53(2A), if applicable 
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Remuneration 
 

 the time claimed is within the accounting period 

 the breakdown of time incurred on each category of work is reasonable and 
appropriate 

 the time incurred by grade of staff is reasonable and appropriate 
 
Role of trustee 
 
A trustee must submit accounts to The Accountant within 2 weeks of the end of the 
accounting period as per section 53(1) of the Act. 
 
A trustee is required to comply with SIP 9 in submitting a claim for remuneration.  
This requires a trustee to provide sufficient supporting information to enable The 
Accountant, having regard to all the circumstances of the case, to make an informed 
judgement as to whether the remuneration sought is reasonable. 
 
SIP 9 also requires a trustee to state the proposed charge for the period to date and 
provide an explanation of what has been achieved in the period and how it was 
achieved, sufficient to enable the progress of the case to be assessed. If there have 
been any changes to charge out rates during the period under review, rates should 
be disclosed by grades of staff, split by the periods applicable. A trustee should also 
provide details and the cost of any work that has been sub-contracted out and that 
could otherwise be carried out by the trustee or their staff. 
 
The information submitted must include: 
 

 a copy of the receipts and payments account relevant to the appropriate 
accounting period. 

 evidence of income and outlays, for example, bank statements, states for 
settlement and copy invoices 

 a claim for remuneration ( if on a time and line basis this should be in a table 
format as set out in Appendix A of SIP 9 showing a breakdown of the 
categories of work carried out by grade of staff) 

 the trustee must ensure that any previously raised audit observations have 
been actioned and all changes have been incorporated into the current 
account. 

 
It would also be helpful to have a named contact with telephone number and/or e-
mail or group e-mail address to allow The Accountant’s staff to clarify any matter. 
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If the trustee becomes aware before the end of the accounting period that they will 
not be in a position to submit the accounts to The Accountant within two weeks of 
the end of the accounting period, they must either: 
 

 submit an application to extend the accounting period (excludes first 
accounts) using the appropriate B2 form; or 

 submit an application to the appropriate Sheriff Court under section 63(1) of 
the Act, to obtain a sheriff’s authority to present the accounts late ( where the 
date of sequestration is prior to 1 April 2015); or 

 submit a request to The Accountant under section 63A (1) (b) of the Act, to 
obtain authority to present the accounts late (where the date of sequestration 
is on or after 1 April 2015). 
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                                                                                                                        Annex A 
 
 
 
The minimum requirements to allow The Accountant to determine accounts: 
 

 trustee’s details and contact name 

 a claim for remuneration (if on a time and line basis this should be in a table 
format as set out in Appendix A of SIP 9 showing a breakdown of the 
categories of work carried out by grade of staff 

 receipts and payments, account 

 account card 

 bank statement(s) or prints from electronic banking covering the accounting 
period ( these will not be required if no income has yet been ingathered to the 
estate) 

 copy invoices / supporting evidence 
 
If the trustee is unable to provide a bank statement or other bank evidence verifying 
the closing balance this can be submitted with their next account, or if this is a final 
account, prior to discharge being granted. 
 
Please note that although these are the minimum requirements of The Accountant, 
trustees should take account of requirements placed on them by SIP 9. 
 
If insufficient information is provided, it may delay the issue of the determination or 
result in outlays not being determined for that accounting period. 
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                                                                                                                        Annex B 
 
Frequently Asked Questions 
 
Question: What happens if The Accountant does not receive all of the appropriate 
information as listed above? 
 
Answer: For all account types except “final”, only outlays claimed through an account 
which are vouched will be determined. The outlay may be determined in any 
subsequent account through which the trustee claims the outlay and provides the 
voucher. If the account is a “final” account, the Accountant’s staff will endeavour to 
phone or e-mail the trustee’s office to request the required information. If the 
information is not received within 3 working days, or by a mutually agreed timescale 
which adheres to statutory constraints, the account may be returned or otherwise not 
treated as “final”. This could result in a section 63 or section 63A application by the 
trustee or a further account requiring to be submitted.  
 
Question: What will The Accountant do if the audit observations or amendments to 
previous receipts and payments have not been actioned by the trustee? 
 
Answer: The Accountant’s staff will either phone or e-mail the trustee’s office to 
make them aware the observations have not been actioned or the changes have not 
been implemented. Responses to the audit observations are to be provided or 
amended receipts and payments to be submitted within 3 working days or by a 
mutually agreed timescale. 
 
If an amended receipts and payments is not submitted within the agreed timescale, 
the account will be amended once more and an audit observation raised to advise 
that the changes are not incorporated in the next receipts and payments, the 
determination of the trustee’s claim for remuneration will be restricted or determined 
at nil. 
 
Question: What does The Accountant do if appropriate evidence of an outlay is not 
received with the account? 
 
Answer: For all account types except “final”, only outlays claimed through an account 
which are vouched will be determined. The outlay may be determined in any 
subsequent account through which the trustee claims the outlay and provides the 
voucher. AiB staff would make provision for any such outlay not vouched where the 
trustee has provided an estimated scheme of division. If the account is a “final” 
account, The Accountant’s staff will endeavour to phone or e-mail the trustee’s office 
to request the required supporting evidence. If the information is not received within 
3 working days, or by a mutually agreed timescale which adheres to statutory 
constraints, the account may be returned or otherwise not treated as “final”. This 
could result in a section 63 or section 63A application by the trustee or a further 
account requiring to be submitted. 
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Question: What evidence does The Accountant consider appropriate to determine an 
outlay? 
 
Answer: For any outlay, a valid invoice should be produced. It is expected that the 
following information would be included on the invoice: 
 

 the word ‘invoice’ 

 a unique identification number 

 the supplier name, address and contact information 

 VAT registration number (if applicable) 

 the name and address of the  customer being invoiced 

 a clear description of what is being charged for 

 the date the goods or service were provided (supply date) 

 the date of the invoice 

 the amount(s) being charged   

 VAT amount if applicable 

 the total amount owed. 
 
If an invoice cannot be produced, alternative means of providing evidence of the 
outlay will be acceptable. For example, where the expense is an application to court, 
a copy of the application and evidence of the outcome (i.e. copy of the court 
interlocutor) should be provided. 
 
To evidence the payment of a trustee’s bond, a copy of the invoice from the 
insurance company or a copy of the trustee’s monthly RPB return will suffice. The 
Accountant is aware that VAT can be charged on this outlay and will take into 
consideration when determining the amount requested e.g. bond invoice states 
£10.00, amount claimed £12.00, The Accountant will determine the latter amount.  
 
To evidence outlays for postage, photocopying etc., the trustee should provide a 
breakdown of any costs. This can be attached to the table providing a breakdown of 
time costs by activity and staff grade or on a separate document. However, to be 
determined, the cost must also be shown through the receipts and payments. 
 
To evidence outlays for travel expenses a copy of an expense return or petty cash 
voucher will be required together with information relating to the date and reason for 
the travel. 
 
When a property has been sold on the open market or an asset sold at auction a 
copy of the state for settlement or auctioneer’s invoice must be provided. This will 
allow The Accountant’s staff to correctly identify those outlays that will not attract an 
audit fee. 
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Question: What information does The Accountant need to determine a trustee’s 
remuneration within a 12 monthly period or pro rata? 
 
Answer: Less than £10,000 - The Accountant will require a breakdown of the claim 
for remuneration by activity and grade of staff. The Accountant will also carry out a 
random check of claims under this amount or consider whether more detailed 
information is required taking into account the trustee’s cumulative remuneration. On 
these occasions, the request for detailed time records will be made by telephone and 
e-mail receipt of the account to request this documentation be submitted within 3 
working days or by a mutually agreed timescale which adheres to statutory 
constraints. If, after this agreed timescale the documentation is not received, the 
remuneration will be determined, however, this information must be submitted with 
the next account and The Accountant reserves the right to amend any future claims 
for remuneration in accordance with section 53(5). The Accountant will not be able to 
audit any future scheme of division or final accounts until this check has taken place, 
which may delay the distribution to creditors or discharge of trustee. 
 
Claims between £10,000 and £14,999.99 – The Accountant requires a breakdown of 
the claim for remuneration and detailed time records. These should be submitted 
with the account. If they are not received, The Accountant’s staff will either phone or 
e-mail the trustee’s office to request this documentation be submitted within 3 
working days or a mutually agreed timescale which adheres to statutory constraints. 
If, after this agreed timescale the documentation is still not received, the 
remuneration will be determined at a level which The Accountant considers 
appropriate. Future claims for remuneration may take into account any adjustment 
which is considered appropriate in accordance with section 53(5). 
 
Claims of £15,000 and over – The Accountant requires a breakdown of the claim for 
remuneration, detailed time records and the trustee’s case files. These should be 
submitted with the account. If they are not received, The Accountant’s staff will either 
phone or e-mail the trustee’s office to request this documentation be submitted within 
3 working days or a mutually agreed timescale which adheres to statutory 
constraints. If, after this agreed timescale the documentation is still not received, the 
remuneration will be determined at a level which The Accountant considers 
appropriate. Future claims for remuneration may take into account any adjustment 
which is considered appropriate in accordance with section 53(5). 
 
When case files are submitted, the trustee should still attach copies of the relevant 
invoices etc. to the receipts and payments.  
 
The Accountant will endeavour to return the case files to the trustee within 14 days 
of receipt. 
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Question: What information does The Accountant require on the detailed time 
records and how will The Accountant reach a decision? 
 
Answer: The information required is as follows: 
 

 date a task was carried out 

 length of time taken to carry out said task 

 member of staff who completed the task including grade; and 

 a description of the actual work carried out for each entry. This should be 
proportionate to the time charged.  

 
The Accountant will assess that the work was necessary to the administration of the 
sequestration, that it was carried out by the correct grade of staff, that the time taken 
to complete the task was reasonable. 
 
Where the category of work does not sufficiently explain the task undertaken or 
where the time recorded does not appear to be consistent with the task, The 
Accountant will restrict or disallow time entries that do not contain a sufficient 
narrative describing the work carried out. The accountant will also disallow or restrict 
any entries where the work is not considered relevant to the administration. The 
Accountant may reduce the rate charged for work if it is considered that the task was 
not undertaken by an appropriate grade of staff. The Accountant may reduce the 
time claimed for a task if it is considered to be excessive. 
 
Question: What happens if the trustee disagrees with The Accountant’s 
determination of the remuneration? 
 
Answer: In addition to the option available under section 53(6) for the trustee to 
appeal the determination, the trustee may submit a request following the issue of the 
determination, or with the next account, for The Accountant to reconsider the amount 
determined and to make an adjustment in a future determination in accordance with 
section 53(5). The trustee must provide any missing information, an explanation as 
to why an entry should be allowed or any further documents or supporting evidence 
which will assist The Accountant to reach a decision. Should The Accountant then 
allow any further remuneration to be claimed, a revised determination will be issued 
or an amendment will be made to a future claim for remuneration in accordance with 
section 53(5). Should The Accountant not allow any further remuneration to be 
claimed, the trustee may make an appeal to the sheriff within the appeal period of 
the relevant determination. 
 
Question: How does The Accountant treat Category 2 disbursements? 
 
Answer: The Accountant cannot determine Category 2 disbursements until they are 
shown through an account. However, The Accountant is aware that under SIP 9 a 
trustee cannot draw these disbursements until they are agreed. If a trustee wishes to 
have these disbursements agreed by The Accountant, they should show the entries 
through the account, providing the relevant documents or supporting evidence. 
These entries should then be shown at the end of the account as ‘Due to trustee ‘. 
The Accountant will include these outlays in the determination as an agreement that 
they may be drawn.     
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