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SPECIAL THANKS TO: 

• Gerard R. Vetter, Assistant U.S. Trustee, 
Maryland 

• Nancy Spencer Grigsby, Chapter 13 
Standing Trustee 

• Zvi Guttman, Chapter 7 Panel Trustee 
• Attorney Ron Drescher, Drescher & 

Associates 





The USBC website is your best resource for 
answers to frequently asked questions and 
general information. 



FOR ATTORNEYS 

E L E C T R O N I C  F I L I N G  

This is the link you will probably use 
most to find basic information.  In 

addition to finding local/federal 
rules and Administrative Orders, you 
can also find the Attorney Manual by 

clicking on “Electronic Filing”. 



FOR ATTORNEYS 
Once you select the 
“For Attorney’s” link 
this is what you will 

see. 
 

Under the topic “HELP” 
you can find the 

attorney manual as 
well as video 

demonstrations 
which give step by 

step instructions for 
filing pleadings with 

common errors 
such as amending 

schedules. 
   



FOR ATTORNEYS 

L I N K  F O R  V O L U N T E E R  
O P P O R T U N I T I E S  

Y O U R  V A L U E D  T I M E  A N D  
E X P E R T I S E  I S  N E E D E D !  



CASE INFO 

H I G H L I G H T S  
• Info for requesting copies of 

cases not available electronically 
• List of current filing fees 
• Roster of public agencies, i.e. US 

Department of Education, 
Securities and Exchange 
Commission, Small Business 
Administration, etc. 

• Instructions for ordering 
transcripts 

•  Links to Chapter 13 Trustee 
websites 



 

New Cases Not Yet in CM/ECF 
 

Got a call from a Debtor claiming to 
have a pending bankruptcy case not 

found in CM/ECF?   
New cases are typically put on the 

system within 24 hours.  If you need 
confirmation right away you can see a 
list of Debtors that have recently filed. 
The report shows name, case number, 

chapter, date and time of filing, last 
four of social, and Debtor(s)’ address. 

CASE INFO 



JUDGE’S INFO 

The Judge’s Info link 
provides information 
regarding the specific 

operations of the 
courtroom from general 
technical questions to 

general contact 
information.  The 

information is specific for 
each Chambers. 



JUDGE’S INFO 

Below is an example of the information you find when selecting a 
particular judge.  In this example “Motions” is highlighted.  As you can 

see, answers to common questions are provided. 



COURT INFO 

I N F O R M A T I O N  H U B  
• Directory for court 

staff to include direct 
numbers for case 
administrators 

• Court hours and 
addresses 

• Statistical data related 
to bankruptcy filings 

• Opportunity to submit 
suggestions to the 
court. 



US TRUSTEE 

O F F I C E  O F  T H E  U S  
T R U S T E E  

• Link to US Trustee’s 
website 

• Find approved agencies 
offering Credit Counseling 
and Financial 
Management courses 

• Find poverty guidelines 
• Find means testing 

information 
• Find national standards 

for living expenses 



UNDERSTANDING BANKRUPTCY  

 

Quick links to local/federal rules as well as other links to helpful information 
such as trustee info and the American Bankruptcy Institute. 
 

R E S O U R C E S  



UNDERSTANDING BANKRUPTCY  
Sometimes it’s hard to find the right words to 
help debtors understand exactly what filing 
for bankruptcy means.  The “Understanding 
Bankruptcy” tab has resources to help put 

explanations and definitions in simple terms. 
Print out the info or simply refer the debtor to 

the website. 



PROGRAMS AND SERVICES 

E L E C T R O N I C  
N O T I C I N G  
O P T I O N S  



PROGRAMS AND SERVICES 





DEFICIENT AMENDED CREDITOR MATRICES 
AMENDED SCHEDULES D, E AND F 

• Amended Schedules D, E and F are deficient if the 
Certificate of Service is missing when adding creditor(s) or 
changing the creditor(s)  address.  (Refer to Local 
Bankruptcy Rule 1009-1).  

• Amended Schedules D, E and F are deficient if the 
Certificate of Service  does not state that the 341 Notice  
and the amended schedules were served on newly added 
creditors or creditors whose addresses have changed.   



DEFICIENT AMENDED CREDITOR MATRICES 
AMENDED SCHEDULES D, E AND F 

 
 

• If the signed Declaration Concerning Schedules is 
missing,  the amended schedules are deficient.   

• All schedules must have the Debtor’s Declaration 
Under Penalty of Perjury. 

 



DEFICIENT AMENDED CREDITOR MATRICES 
AMENDED SCHEDULES D, E AND F 

 
• Amended Schedules D, E  and F are deficient if the 

Amended Creditor Matrix is not provided. 
• The Amended Creditor Matrix should include only 

newly added creditor(s) or creditor(s) whose 
addresses have changed. 

• The Amended Creditor Matrix is deficient if it does not 
include the Amended Verification of Matrix. The 
Amended Verification Matrix is required. 

 



SAMPLE OF 
AMENDED 

VERIFICATION OF 
MATRIX 

 

The form shown 
should be included as 
a signature page 
when amending the 
matrix. 



 AMENDED CREDITOR MATRIX  
AMENDED SCHEDULES 

• The $30.00 filing fee is not paid, 
• The Amended Creditor Matrix  listing only newly  

added creditors is missing, 
• The Amended Verification of Matrix is missing. 

 
 
 
 

C O M M O N  E R R O R S  M A D E  W H E N  
F I L I N G  A M E N D E D   

S C H E D U L E S  D ,  E ,  F :  



AMENDED CREDITOR MATRIX  
AMENDED SCHEDULES 

• A Certificate of Service for the 341 Notice is missing, 
     or  a Certificate of Service for the Amended Schedules 

is missing. 
• FYI: The filing fee of $30.00 is not required when a 

creditor's address has changed if the creditor was 
previously listed. 

• It is not necessary to docket the amended matrix 
separately when it is filed with the amended 
schedules; it can be done as an attachment. 

 



      CHEAT SHEET TO AVOID  
        DEFICIENCY NOTICES  



COMMON DEFICIENCY NOTICES 

• An Incorrect PDF Attached to a Docket Entry  
such as a Credit Counseling  Certificate 
docketed as a Financial Management 
Certificate.   

• Document filed in an incorrect case. 
• Pleadings with incorrect name and case 

numbers 
 



COMMON DEFICIENCY NOTICES 

• Failure to file a 21 day notice to all creditors 
when required with a motion/application. 

• Failure to include the 30 day language on 
objections to claim and the certificate of 
service. See LBR 3007-1 

• Chapter 13 Plan – failure to include the 
certificate of service  
 
 
 



PROPOSED ORDERS 
• Include the proposed order with a motion or 

application.  See LBR 9013-3  
• Insert 3” margin at the top of the order, no blank 

lines should be in the order, no signature line 
• END OF ORDER should be at the bottom of the  

order 
• CC’s are required at the bottom of the order 
• Consent Order require signatures of all parties 
 





EVENT CODES USED FOR MISSING  
DOCUMENTS 

 

When filing the balance of missing documents, the following  
Following event  codes should be used: 
•     Statement of Financial Affairs  
•     Schedules A – J or if filing individual schedules, then  

 Control the selection of that individual schedule(s) 
•     Summary of Schedules can be filed together with 

 Schedules A-J or with the individually filed Schedules 
 

http://www.google.com/url?q=http://forward-now.com/2012/02/25/missing-3132-extension-document-found/&sa=U&ei=wQMrU-aFA-im2AW88oHQBA&ved=0CDQQ9QEwAw&usg=AFQjCNEmtfMR4fyBCn7EvPtR_2i8RdabtA


EVENT CODES USED FOR MISSING  
DOCUMENTS 

 
•  Chapter 7 Means Test or any Statement of 

 Monthly Income (pertaining to its respective 
 chapter).  

•  Statement of Intent (for Chapter 7) 
•  Certificate Of Credit Counseling                    
•  Verification of Creditor Matrix  



MOST COMMON ERRORS 

 

• Use the event code A-J when only filing individual schedules 
or selecting each individual schedule instead of A-J 

• Using the event code “Affidavit” instead of Verification of 
Creditor Matrix 

• Mailing Matrix – creditor’s mailing matrix should be 
attached to the Verification of Creditor Matrix and not 
docketed separately 



HOW TO FIND THE PROPER EVENT CODES FOR 
FILING MOTIONS 

1. Under Bankruptcy Events – select Motion  
2. Search and find an event code using the drop menu and 

type a key word that best describes the relief being sought  
3. In the event you do not find the event code,  then search  

Miscellaneous relief 
4. If a previous Motion has been filed, the event code 

Amended Motion should be used  (exceptions…?????) 
5. An Amended Motion should be “LINKED” to the previously 

filed Motion 
6. Previously filed Applications follows the same basic rule, 

however the event code is Amended Application  
 



AMENDED NOTICES OF MOTION 

1. Under Bankruptcy Events – select Amended Notice 
2. A previously filed Notice of Motion, the event code 

Amended Notice should be used 
3. An Amended Notice of Motion should be “LINKED” to 

the previously filed Motion or Amended Motion  
4. Previously filed Applications follows the same basic 

rule, however the event code is Amended Notice of 
Application 

 



AMENDED VS. MODIFIED PLAN 

1. Amended plan event is used when amending a 
plan BEFORE it has been confirmed by the Court 

2. A proposed Modified Plan is filed after the Plan 
has been confirmed and attached to a Motion to 
Modify 

3. Modified Plans are ONLY entered on the docket 
by the Court after the Motion to Modify has been 
granted 

 

 

http://www.google.com/url?q=http://salesforce-dev.blogspot.com/&sa=U&ei=pgArU5TyNabq2gWIxYGQBg&ved=0CDgQ9QEwBQ&usg=AFQjCNFCL7xOpdheRwKYVIsktuaDz1ZpDQ




INSTRUCTIONS ON HOW TO PROPERLY FILE 
EXHIBITS 

• An original and two copies  
• Exhibits must be bound 
• Must have Exhibit tabs 
• Table of Contents for Exhibit list  
• Docket the Exhibit/Witness List in ECF prior 

to filing the exhibits 
• File exhibits in the correct divisional office 

 
  



EXAMPLES OF HOW NOT TO FILE PRE-FILED EXHIBITS 

http://2.bp.blogspot.com/-_saqMlwTGl8/TvAH9JxiOpI/AAAAAAAAH78/fp3FOh7w0eY/s1600/064.JPG


JUDGE’S PREFERENCES FOR PRE-FILED BOUND EXHIBITS 

INSTRUCTIONS FOR EXHIBITS REQUIRED 
TO BE PRE-FILED 

 
Each set of pre-filed Exhibits shall be bound 

and shall begin with the exhibit list 
identifying each exhibit by number.  Each 
exhibit shall be tabbed by exhibit number 





EMERGENCY FILINGS 

• CM/ECF --  Before uploading the document 
click the emergency button on the ECF task 
bar.   

• After Hours Emergency – the contact 
information is on our website.  This will allow 
you to reach a manager after hours who will 
instruct you on how to proceed if the nature 
of the filing is an emergency. 



DUPLICATE FILING PROCEDURES 

• Contact the Clerk’s office immediately to 
notify either assigned Case Administrator,  
Division Manager, or Assistant Division 
Manager.   

• Duplicate case filings cannot be deleted. 
• An appropriate motion must be filed to 

address the incorrectly filed case.  



NEW FILING FEES 

• New Filing Fees become effective June 1, 2014 
• See our website announcement (posted April 21, 

2014) 
• Filing fee for filing complaint increases to $350 
• Administrative fee for chapter 7, 12, or 13 increases 

to $335 (ch 7), $275 (ch 12), $310 (ch 13) 
• Administrative fee for filing chapter 9, 11, or 15 

increases by $504 raising ch 9, 11, and 15 filing fee 
to $1,717 
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