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General Court and ECF Information

Court Location and Contact Information
Office Location and Mailing Address:

Cochran U. S. Bankruptcy Courthouse
703 Hwy. 145 North
Aberdeen, MS  39730

Hearing Locations

Cochran U. S. Bankruptcy Courthouse
703 Hwy. 145 North
Aberdeen, MS  39730

Federal Building
911 Jackson Avenue
Oxford, MS  38655

Federal Building
305 Main Street
Greenville, MS  38701

Phone Numbers:
Clerk’s Office: (662) 369-2596

Judge Woodard:
Chambers Line: (662) 369-2624
Settlement Line: (662) 369-2619

Judge Maddox:
Chambers Line: (662) 369-8147
Settlement Line: (662) 369-9380
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Resources Available on Court’s Website
CHECK US OUT – www.msnb.uscourts.gov
• Bankruptcy Forms (Local Forms and Templates)
• Administrative Procedures for ECF
• Local Rules
• Standing Orders
• Court Calendars
• How to Report Settlements and Request Continuances
• Opinions
• ECF Training Material
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Resources Available on Court’s Website



Local Forms
General ECF and Court Information



Example of 
Required 
Local Form
Found on Bankruptcy 
Forms page 

Order Granting Motion to g
Shorten Notice Time
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Example of 
Required 
Local Form
Found on Bankruptcy 
Forms page 

Order Avoiding Nonpossessory,g p
Nonpurchase Money Lien
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Modified to fit on one page for 
TRAINING PURPOSES ONLY



Example of 
Required 
Local Form
Found on Bankruptcy 
Forms page 

Application for Entry of Default
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CM/ECF Page
General Court and ECF Information
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Administrative Procedures for ECF
• Governs electronic filing in our court;
• Document size and formatting requirements;
• Certificate of Service requirements;
• Signature requirements;
• Instructions for documents to be Filed Under Seal;

• Exception to mandatory electronic filing
• Requirement to Maintain Your ECF Account
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Local Rules and Standing Orders
• Is there a local rule and/or standing order governing 

your filing?
• E.g., Specific filings, expedited or emergency 

matters, noticing requirements, etc.
• Mandatory electronic filing for attorneys;
• Use of ECF login and password constitutes an 

attorney’s “signature”—MUST match the electronic 
signature displayed on the filing;

• Requirement to submit proposed orders;



Standing Orders
General ECF and Court Information
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Court Calendars Page
• To view the official court docket (used by judge during 

court proceedings:
• Select the judge’s calendars > Select the court date;
• A PDF of the judge’s court docket will display;
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Court Calendars Page
REPORTING SETTLEMENTS
• Judge Maddox’s Settlement Line: 662-369-9380
• Judge Woodard’s Settlement Line: 662-369-2619
• DO NOT leave message on individual voicemailbox of court 

personnel.  (Do not call the courtroom deputy’s direct line.)
• Leave a message including:

• Date of Hearing;
• Case Name;
• Case Number; 
• Calendar Page if available;
• Party Responsible for Submitting Order; and
• Caller’s Name and Phone Number.
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Court Calendars Page
REQUESTING CONTINUANCES
• Contact the judge’s chambers to request continuance

• Judge Maddox: 662-369-8147;
• Judge Woodard: 662-369-2624;

• DO NOT leave message on individual voicemailbox of 
court personnel.  (Do not call the courtroom deputy’s direct 
line.)

• If opposing parties do not agree to the continuance, a 
motion must be filed. 



Court Calendars:
Settlements &
Continuances
General Court and ECF Information
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Interactive Public Calendar

• Displays 30 days of scheduled 
court hearings and 341 
meetings;

• View court hearing calendars;
• View 341 calendars;
• Search hearing calendars and 

341 calendars by Attorney, 
Debtor, or Case Number;

• Download calendars for 
viewing or printing.
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Interactive Public Calendar
The interactive public calendar will not 
display the Hearing Calendar and the 
341 Calendar simultaneously.  The 
Hearing Calendar is the home (default) 
screen. 

To view the 341 Calendar, click the 341 
Calendar link in the upper right corner.  

Click the back arrow in the top left corner 
to return to the Hearing Calendar.
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ChapMobile App
Hearing Calendar: Displays hearing data by judge.  Search by
Debtor or Case Number.

341 Calendar: Displays 341 meetings by trustee.  Search by
Debtor, Case Number or Attorney.

Attorney Search: Search by attorney name to view upcoming
hearings.

My Lists: Displays personalized lists of Attorneys, Debtors,
and Case Numbers for quick access to scheduled hearings
and 341 meetings.

Locations: View court hearing locations, contact information
and website.

Settings: Reset preferences and view app information.
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Clerk’s Office
OFFICIAL CUSTODIAN OF RECORDS AND CASE DOCKETS
• Case Management—review and process filings
• Automated and deadline-driven workflow

CASE MANAGEMENT TOOLS
• Request for Corrective Action (Clerk’s Office and Law Clerks)

• Clerk’s Office – Incorrect Case Information or Procedural Deficiencies
• Law Clerks – Substantive Issues with Proposed Order

• Order to Submit Proposed Order
• Default Occurs; No Proposed Order Submitted with Pleading

• Notice to Resubmit Order
• Incorrect Case Information, Formatting Issues, or Other Procedural Issues



Monitor your deadlines!!!

Can’t meet a deadline?
File a motion to extend 
time—no phone requests!!!

Order denying or dismissing 
your request (or case) may 
be entered once deadline 
expires.



Read the prompts on your 
screen!!!
Provide ALL required 
information!!!
DO NOT click “Next” 
unless you have 
complied with these two 
things.
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Clerk’s Office
CONTACT US
• Do not hesitate to call us with questions.

• Received a corrective action notice that you don’t understand?
• Not sure of appropriate event for your filing?

REMINDERS—
• Personnel in the clerk’s office cannot give legal advice.
• We will assist with procedural questions if/when we can.
• Lots of gray area in between:

• Most procedures stem from requirements of the Bankruptcy Code 
and/or Rules.



The filer is responsible for 
determining the parties to 
be served.

Do not contact the clerk’s 
office to ask about service 
requirements.



General ECF Information
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General ECF Information
PACER vs. ECF
• PACER – Public Access to [ALL] Court Electronic Records
• ECF – Court’s electronic case files system—allows users 

to e-file in a specific court
• Individual PACER account required—no longer “shared” 

accounts
• One login – Access PACER and ECF System
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General ECF Information
MAINTAIN YOUR ACCOUNT
• User is responsible for updating account information in 

PACER and ECF System
• Review and update when changes occur (e.g., relocation, 

staffing changes, new email address, etc.)
• Name
• Address
• Phone Number
• Primary Email Address
• Secondary Email Address(es)



General Court and ECF Information

General ECF Information
MAINTAIN YOUR PACER ACCOUNT
• Review and make changes to PACER account at 

www.pacer.uscourts.gov.

• Select Manage Your Account > Manage My Account 
Login > Maintenance Tab
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General ECF Information
MAINTAIN YOUR ECF ACCOUNT
• Login to Court’s ECF System to review and make changes 

under Utilities > Maintain Your ECF Account

• Select Email Information to add secondary email address(es) 
and set notification preferences

• Select Return to Account Screen, then Submit to save 
changes
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General ECF Information
MAINTAIN YOUR ECF ACCOUNT
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General ECF Information
REDACTION 
• Filing party is responsible for redacting private information:

• Social Security Number or Tax Identification Number
• Date of Birth
• Name of a Minor
• Financial Account Number 

• ECF Filing Generally = Instant Public Access!!!

• See Administrative Procedures for ECF for instructions on 
documents to be filed under seal.
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General ECF Information
TIMELY PAYMENT OF FEES REQUIRED
• Fees are due same day as ECF filing;
• Failure to timely pay or seek court approval (an order) for 

alternate payment arrangement…
• E-filing privileges will be revoked until fees are paid.

• Contact court to prevent duplicative fee payment (e.g., 
re-filing a document for which fee has been paid);

• If duplicative fee is paid, a motion/order for refund is 
required;
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General ECF Information
WHEN ARE FEES NOT REQUIRED
• Fee is EXEMPT

• Debtor files a motion to reopen a case solely to file an action 
related to discharge;

• Debtor filed an adversary complaint;
• Fee is DEFERRED

• Only the Trustee may seek to defer a fee for certain filings
• Fee is WAIVED

• Debtor files an application to waive a filing fee (e.g., Chapter 7 
filing fee waived due to insufficient income based on poverty 
level);
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General ECF Information
FORMATTING AND SIZE REQUIREMENTS
• PDF format only

• PDF should be flattened
• Conform to 8½ x 11 standard size

CM/ECF MENU

DOCKET EVENT
• Order of ECF menu selections for each filing

• Bankruptcy > Motions/Applications > Relief from Stay (Fee)



Convert a Word Document to a 
Flattened PDF Format:
• File > Print > Print to PDF > Name 

and Save the file to PDF format.

Flatten a Document Saved in PDF 
Format:
• File > Print > Print to PDF > Print > 

Name and Save the file.

• This is required for fillable PDF 
forms to “lock” the form—prevents 
further editing.

Convert a Word Document to a

How to Create a Flattened PDF
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General ECF Information
HOW TO SEARCH AND SELECT MULTIPLE EVENTS

To Search and Select Event(s): Multiple Events:

Type a key word in the search field to
find an event.  Click on the name to
select the event. The event will show in
the “Selected Events” list.

If the pleading requests multiple or alternative
relief(s), select all that apply.  Hold the Ctrl key
and click the additional event(s) to add to the
list of Selected Events.  Note: Some events
must be filed separately.
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General ECF Information

• Choose or add party—
usually the party 
represented by the filing 
attorney.

• Party not listed?  
Add/Create New Party 
to search.

HOW TO SELECT THE PARTY



If the Certificate of Service is listed as 
a “Filing Requirement,” it should be 
filed initially with the pleading as one 
PDF.

If the Certificate of Service is in the 
“What Happens Next?” section, it will 
be filed after the court issues some 
type of notice, using the Certificate of 
Service docket event.

Bankruptcy > Other > Certificate of Service

If the Certificate of Service is listed as

General Printed Material/Slideshow Information



Responses and Objections

Notice of Default or Noncompliance
Pursuant to Order
FILING REQUIREMENTS
• Notice
• Certificate of Service

WHAT HAPPENS NEXT?
• No action taken unless a response is filed.
• Court will issue and serve Hearing Notice to interested 

parties if response is filed.

EXAMPLE



Chapter 13 Plan and Related Filings

Motion to Suspend Plan Payments
FILING REQUIREMENTS
• Motion
• Upload proposed order

WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Motion, then files 

Certificate of Service with the court

EXAMPLE



Case Openings and 
Related Filings



Documents that must be filed 
separately are notated with an 
asterisk (*). 

All other documents can be filed 
with the Voluntary Petition as one 
PDF document.



These checklists are 
included in your Attorney 
for Debtor Training 
Material and on the 
Court’s website.



Case Openings and Related Filings

Chapter 13
DOCUMENTS DUE AT TIME OF CASE OPENING:
• Voluntary Petition for Individuals
• List of Creditors/Creditor Matrix
• Verification of Matrix 
• Statement About Your Social Security Numbers*
• Certificate of Credit Counseling (or certificate pursuant to 11 

U.S.C. § 109(h)(3))*

* Document must be filed as separate PDF and docket 
event



Case Openings and Related Filings

Chapter 13
DOCUMENTS DUE AT TIME OF CASE OPENING –
IF APPLICABLE:
• Application to Pay Filing Fee in Installments*

• Disclosure of Pre-Petition Fees Paid by Debtor to Debtor’s 
Counsel (see form on court’s website)

• Initial Statement About Eviction Judgment Against You*



Case Openings and Related Filings

Chapter 13
DOCUMENTS DUE WITHIN 14 DAYS OF FILING 
PETITION :
• Summary of Your Assets and Liabilities and Certain Statistical 

Information 
• Declaration About an Individual Debtor’s Schedules 
• Statement of Financial Affairs for Individuals Filing for Bankruptcy 
• Disclosure of Compensation of Attorney Debtor 
• Chapter 13 Statement of Your Current Monthly Income and 

Calculation of Commitment Period* 
• Chapter 13 Calculation of Your Disposable Income (if applicable) 

• Chapter 13 Plan and Motions for Valuation and Lien Avoidance*

* Document must be filed as separate PDF and docket event



Case Openings and Related Filings

Chapter 13
DOCUMENTS DUE WITHIN 14 DAYS OF FILING PETITION :
• Schedule A/B: Property 
• Schedule C: The Property You Claim as Exempt 
• Schedule D: Creditors Who Have Claims Secured by Property 
• Schedule E/F: Creditors Who Have Unsecured Claims 
• Schedule G: Executory Contracts and Unexpired Leases 
• Schedule H: Your Codebtors 
• Schedule I: Your Income 
• Schedule J: Your Expenses 

• Schedule J-2: Expenses for Separate Household of Debtor 2 (if 
applicable) 

*Document must be filed as separate PDF and docket event



Failure to timely file 
required documents may 
result in dismissal of the 
bankruptcy case.



Conventional filing procedures 
may not be applicable for ECF 
filers using bankruptcy software 
that will automatically upload 
and file/open bankruptcy 
cases. 



Docket Event

Case Openings and Related Filings



Opening Chapter 13 Case
• Select case and whether 

filing a Joint Petition.
• Select whether 

Deficiencies exist.
• If all required documents will 

be filed along with Voluntary 
Petition, select n.

• If all required schedules and 
documents will be filed at a 
later date, select y.

Case Openings and Related Filings



Searching for Debtor in Database

Search database for debtor via 
Social Security Number, name, or 

Tax ID.

Case Openings and Related Filings



Searching for Debtor in Database
Debtor Not Found in DatabaseDebtor Found in Database

Select the 
correct debtor. Select “Create New 

Party.”

Case Openings and Related Filings



Creating New Party

Case Openings and Related Filings

Adding alias if needed:



Opening Chapter 13 Case

Indicate case-specific information 
using drop-down menus and radio 

buttons.

Case Openings and Related Filings



Opening Chapter 13 Case

Case Openings and Related Filings

Select “Paid” if the 
filing fee will be 

paid at time of case 
opening. 

Select “Installment” 
if an Application to 

Pay Filing Fee in 
Installments will be 

filed.



During case opening:
• Failure to select IInstallment as the 

“Fee Status” will result in the entire 
filing fee being charged to your ECF 
account.

• The filing fee amount input on a later 
screen must match the initial amount 
shown on the application to pay the 
fee in installments.

• Failure to input and pay the correct 
amount during case opening will 
result in your ECF account being 
locked for delinquent fees.



Statistical Information
• If Schedules have been 

completed at the time of case 
opening, input totals from 
your completed forms.

• If Schedules have not been 
completed and you are filing 
an incomplete or “emergency” 
filing, leave statistical 
information blank – do not 
input zeros.

Case Openings and Related Filings



If you are NOT filing 
schedules at the time of 
case opening, be sure to 
complete the statistical 
information upon filing of 
schedules.



Statistical Information

Case Openings and Related Filings

• Input figures from Schedules I & J for Debtor and Spouse if 
• applicable.
• The next screen will allow you to browse and upload a PDF.



Filing Fee
• Once on the Filing Fee screen, accept 

the default fee amount and click 
“Next” if paying the filing fee in full.

• If filing an Application to Pay Filing 
Fees in Installments, enter the 
amount to be paid with the Voluntary 
Petition.

• If applicable, the Application to 
Pay Filing Fee in Installments 
and the Disclosure of Pre-Petition 
Fees Paid by Debtor to Debtor’s 
Counsel must be filed immediately 
after the case is opened.

Case Openings and Related Filings



Notice of Bankruptcy Case Filing
• Once the Voluntary 

Petition has been 
successfully filed, the 
Notice of Bankruptcy 
Case Filing will 
appear.

• This Notice confirms 
that an electronic filing 
has been completed.

• The case number will 
be assigned and 
provided on the Notice.

Case Openings and Related Filings



Summary of Current Charges
• The Summary of Current 

Charges screen will 
appear.

• This summary reflects all 
delinquent fees for the user 
account.

• You may pay the fee 
indicated on the Filing Fee 
screen now by selecting 
“Pay Now.”

• To pay the fee(s) later that 
business day, select 
“Continue Filing.”

Case Openings and Related Filings



Fees must be paid on the same day 
as the related ECF transaction or 
the user’s filing privileges will be 
revoked until the delinquent 
balance is paid in full.



List of Creditors (“Creditor Matrix”)
FILING REQUIREMENTS:
• The Creditor Matrix PDF can 

be included with the Voluntary 
Petition or filed as a separate 
PDF using the docket event 
Bankruptcy > Other > Creditor 
Matrix.

• Once docketed, the matrix 
must be uploaded to the 
CM/ECF Database using a .txt 
file.

Case Openings and Related Filings



List of Creditors (“Creditor Matrix”)
.TXT REQUIREMENTS
• The name and address of 

each creditor must be five 
lines or less.

• Each line can contain no 
more than 40 characters.

• Names and address should 
be left-justified.

• Separate creditors should be 
separated by a blank line.

• If attention lines are used, 
they should appear in the 
second line.

• All states must be two-letter 
abbreviations.

• If a nine-digit zip code is 
required, a hyphen should be 
used.

• Do not include case number, 
page numbers, headers, etc.

Case Openings and Related Filings



If you use a Windows 
operating system, the 
easiest way to  create a 
.txt file is using Notepad 
program. 

Some bankruptcy filing 
software will create the 
.txt file for you.



• Once the .txt file 
has been 
successfully 
uploaded, the list of 
creditors will 
appear in the 
database.

• You can search the 
case database by 
querying the case 
number and 
selecting “Creditor.”

Case Openings and Related Filings



Judge/Trustee Assignment
• To prompt the automated assignment of a Judge and 

Trustee to the case, select Bankruptcy > Judge/Trustee 
Assignment.

• CM/ECF will assign the proper Judge and Trustee 
based on the debtor’s address.

• A confirmation screen will appear.

Case Openings and Related Filings



Case Openings and Related Filings

Chapter 7 (Individual)
DOCUMENTS DUE AT TIME OF CASE OPENING:
• Voluntary Petition for Individuals
• List of Creditors/Creditor Matrix
• Verification of Matrix 
• Statement About Your Social Security Numbers*
• Certificate of Credit Counseling (or certificate 

pursuant to 11 U.S.C. § 109(h)(3))*

*Document must be filed as separate PDF and docket event



Case Openings and Related Filings

Chapter 7 (Individual)
DOCUMENTS DUE AT TIME OF CASE OPENING 
IIFF APPLICABLE:
• Application to Pay Filing Fee in Installments*

• Disclosure of Pre-Petition Fees Paid by Debtor to Debtor’s 
Counsel 

• Application to Have the Chapter 7 Filing Fee Waived*
• Initial Statement About Eviction Judgment Against You*

*Document must be filed as separate PDF and docket event



Case Openings and Related Filings

Chapter 7 (Individual)
DOCUMENTS DUE WITHIN 14 DAYS OF FILING THE 
PETITION:
• Summary of Your Assets and Liabilities and Certain Statistical 

Information 
• Declaration About an Individual Debtor’s Schedules 
• Statement of Financial Affairs for Individuals Filing for 

Bankruptcy 
• Statement of Intention for Individuals Filing Under Chapter 7 
• Disclosure of Compensation of Attorney for Debtor 
• Chapter 7 Statement of Your Current Monthly Income*

• Statement of Exemption from Presumption of Abuse Under § 707(b)(2) 
(if applicable)

*Document must be filed as separate PDF and docket event



Case Openings and Related Filings

Chapter 7 (Individual)
DOCUMENTS DUE WITHIN 14 DAYS OF FILING THE PETITION:
• Schedule A/B: Property 
• Schedule C: The Property You Claim as Exempt 
• Schedule D: Creditors Who Have Claims Secured by Property 
• Schedule E/F: Creditors Who Have Unsecured Claims 
• Schedule G: Executory Contracts and Unexpired Leases 
• Schedule H: Your Codebtors 
• Schedule I: Your Income 
• Schedule J: Your Expenses 

• Schedule J-2: Expenses for Separate Household of Debtor 2 (if applicable) 

*Document must be filed as separate PDF and docket event



Opening a Chapter 7 
Bankruptcy Case is 
essentially the same as 
opening a Chapter 13 with a 
few key differences. 



Opening Chapter 7 Case

Indicate case-specific information 
using drop-down menus and radio 

buttons.

Case Openings and Related Filings



Opening Chapter 7 Case

Case Openings and Related Filings

Select “Paid” if the filing 
fee will be paid at time 

of case opening. 

Select “Installment” if 
an Application to Pay 

Filing Fee in Installments 
will be filed. 

Select “IFP filing fee 
waived” if an 

Application to Have 
Chapter 7 Filing Fee 
Waived will be filed. 



During case opening:
• Failure to select IInstallment or IFP 

Filing Fee Waived as the “Fee Status” 
will result in the entire filing fee being 
charged to your ECF account.

• The filing fee amount input on a later 
screen must match the initial amount 
shown on the application to pay the 
fee in installments.

• Failure to input and pay the correct 
amount during case opening will 
result in your ECF account being 
locked for delinquent fees.



Statistical 
Information
• If Schedules have not 

been completed and you 
are filing an incomplete or 
“emergency” filing, leave 
statistical information 
blank.

Case Openings and Related Filings



If you are NOT filing 
schedules at the time of 
case opening, be sure to 
complete the statistical 
information upon filing of 
schedules.



Presumption of Abuse
• Indicate whether a 

Presumption of Abuse 
exists.

• Select yes or no based on 
the information from the 
Chapter 7 Statement of 
Current Monthly Income 
(“Means Test.”)

• If no Means Test is filed at 
the time of case opening, 
select unknown.

Case Openings and Related Filings



Filing Fee
• Once on the Filing Fee screen, 

accept the default fee amount and 
click “Next” if paying the filing fee in 
full.

• If filing an Application to Pay 
Filing Fees in Installments, enter 
the amount to be paid with the 
Voluntary Petition.

• If applicable, the Application to 
Pay Filing Fee in Installments 
and the Disclosure of Pre-
Petition Fees Paid by Debtor to 
Debtor’s Counsel must be filed 
immediately after the case is 
opened.

Case Openings and Related Filings



If the Statement About Your Social 
Security Number, Verification of Matrix, 
Creditor Matrix, and Certificate of Credit 
Counseling are not filed with the 
Voluntary Petition (in the same PDF or 
separate), the Court will issue a 2-Day 
Order and Notice of Deficiency. 

Any other deficient documents will be 
included in the 14-day Order and Notice 
of Deficiency.

Failure to submit, extend time, or waive 
will result in dismissal of the case.



2-Day Order and
Notice of Deficiency

Case Openings and Related Filings



14-Day Order and
Notice of Deficiency

Case Openings and Related Filings



Deficiency notices can (AND 
SHOULD!) be used as 
checklists to prevent 
dismissal of the case.

Failure to file just one of the 
documents listed on the 
Order and Notice of 
Deficiency will result in 
dismissal!



You may file an Amended 
Voluntary Petition to correct 
certain information for the debtor 
(e.g., misspelled name or wrong 
county of residence).

You may NOT file an Amended 
Voluntary Petition to:
• Add or remove a debtor;
• Change the bankruptcy 

chapter



Application to Pay Filing Fee in
Installments

FILING REQUIREMENTS
• Application 
• Disclosure of Pre-Petition Fees

• May be filed in same PDF or separately

WHAT HAPPENS NEXT?
• Application will be considered and subsequently 
denied or granted

Case Openings and Related Filings



When preparing your 
application REMEMBER:

The entire filing fee must be 
paid no later than 120 days 
after the petition date. Failure 
to timely pay the fee in full will 
result in dismissal of the 
bankruptcy case.



If the Application to Pay Filing 
Fee in Installments is denied, 
the remainder of the fee will be 
due 14 days from the date of 
entry of the order.



Disclosure of Pre-Petition Fees Paid by 
Debtor to Debtor’s Counsel
FILING REQUIREMENTS
• Disclosure (See court’s website)

REMINDERS–
• If the Disclosure is not included in the Application 
to Pay Filing Fees in Installments PDF, check box 
next to Refer to existing Event(s) and relate it to 
the application.

Case Openings and Related Filings



Application to Have Chapter 7 
Filing Fee Waived
FILING REQUIREMENTS
• Application

REMINDERS—
• The application must conform substantially to Official Form 

1038 Application to Have the Chapter 7 Filing Fee Waived.

WHAT HAPPENS NEXT?
• Application is submitted to chambers for review

Case Openings and Related Filings



Amended Schedule(s) D, E/F



Amended Schedules(s) D, E/F
OVERVIEW OF FILING REQUIREMENTS: 
• Amended Schedule(s)
• Amended Creditor Matrix*
• Notice to Added Creditors*

• Fillable form is available on Court’s website
• Filing Fee*

Case Openings and Related Filings

*exceptions apply



Amended Schedules(s) D, E/F
EXCEPTIONS TO FILING REQUIREMENTS: 
• Amended Creditor Matrix*

• Only required if creditors are being added or deleted
• Notice to Added Creditors*

• Only required if § 341a Meeting of Creditors Notice has been 
docketed

• Filing Fee*
• Except when changing address of existing creditor or adding an 

attorney to an existing creditor

Case Openings and Related Filings



The amended matrix should 
clearly indicate which creditors 
are being added or deleted.

This can be in the form of a list 
with the added/deleted 
creditors only or in the form of 
the entire creditor matrix with 
the added/deleted creditors 
marked with an asterisk, etc.



Example Amended
Matrix

Amended Schedule(s) D, E/F



Example Amended
Matrix

Amended Schedule(s) D, E/F





Notice to Added 
Creditors

Amended Schedule(s) D, E/F



A fee is required when moving a 
creditor from one schedule to 
another, a debt is changed, an 
additional debt with an existing 
creditor is added, a debt is 
removed, or a creditor is added or 
deleted.



Avoid separate filing fees when 
filing the Amended Matrix and 
Amended Schedules D, E/F by:

• Filing the Amended Matrix and 
Amended Schedules D, E/F 
together in one transaction.

• Answering prompts correctly 
when filing the Amended Matrix 
and Amended Schedules D, E/F 
separately.



Amended Schedules D, E/F
• The event Amended Schedule(s) 

D, E/F (No Fee) will ONLY BE 
USED to change an address or 
add an attorney to an existing 
creditor.

• If amending schedules for any 
other reason, select Amended 
Schedule(s) D, E/F (Fee).

Case Openings and Related Filings



Amended Schedule(s) D, E/F

Case Openings and Related Filings



Amended Schedule(s) D, E/F
• The filer must select yes in 
order for the required fee 
to be assessed.

• Failure to select yes when 
creditors are being added 
will result in a Clerk’s 
Request for Corrective 
Action.

Case Openings and Related Filings



Amended Schedule(s) D, E/F

Case Openings and Related Filings

• Enter Priority and Non-priority 
Unsecured Claims Totals from 
associated schedules.



This event and others prompt 
screens containing helpful hints 
and useful information.

Please be sure to stop and 
read each screen carefully 
before continuing.



Amended Schedule(s) D, E/F

•Once the amended 
schedule(s) are 
docketed, the matrix 
database must be 
updated.

Case Openings and Related Filings



Amended Schedule(s) D, E/F

Case Openings and Related Filings



Name the two 
instances in which a 
fee is NOT required 
to amend Schedules 
D or E/F.



Filing fee 
installments must be 
paid in ____ days 
from date of case 
filing.



Chapter 13 Plan
and Related Filings



Chapter 13 Plan and Related Filings

Timeline for Filing Chapter 13 Plan
and Notice
1. File Chapter 13 Plan.

2. After Chapter 13 Trustee dockets § 341 Notice, 
complete the Notice of Chapter 13 Plan (see form 
on court’s website).

3. Serve copy of Plan and Notice to all creditors and 
file the Certificate of Service with a copy of all 
documents attached.

Event: Notice and Certificate of Service of Chapter 13 Plan or 
Amended Plan



See the Court’s website for the 
most recent fillable Plan Form, the 
proper Notice of Bankruptcy Case 
Filing, and a sample Certificate of 
Service of Chapter 13 Plan.





Filing Chapter 13 Plan

Chapter 13 Plan and Related Filings

When filing the Chapter 13 Plan, be sure to select any 
motions indicated in parts 1.1, 1.2, or 1.3 of the Plan



Notice of Filing 
Chapter 13 Plan

Chapter 13 Plan and Related Filings



Amended Chapter 13 Plan and 
Notice
FILING REQUIREMENTS:

• Amended Chapter 13 Plan
• Notice
• Certificate of Service

NOTE: An amended plan may only be filed prior to 
confirmation of the plan. Once the confirmation order is 
entered, a Motion to Modify Chapter 13 Plan is required 
to change the plan.

Chapter 13 Plan and Related Filings



If an amended plan is filed and 
the original plan was not 
previously served to all parties, 
you should file the Notice and 
Certificate of Service of Chapter 
13 Plan using the form “Notice 
of Filing Chapter 13 Plan.” 



If an amended plan is filed and 
the original plan was previously  
served to all parties, you should 
file the Notice and Certificate of 
Service of Chapter 13 Plan or 
Amended Plan using the form 
“30-Day Notice of Amended 
Chapter 13 Plan.”





30-Day Notice of 
Filing Amended 
Chapter 13

Chapter 13 Plan and Related Filings



Chapter 13 Plan and Related Filings

Motion to Modify Chapter 13 Plan
FILING REQUIREMENTS
• Motion
• 30-day Notice
• Certificate of Service
• Upload proposed order

NOTE: Filer must input date of service.  ECF will automatically 
calculate and include response deadline in docket text.

WHAT HAPPENS NEXT?
• If a response is filed, the court will issue and serve Hearing 

Notice to interested parties.
• If no response, the order is sent to chambers for review.



Chapter 13 Plan and Related Filings

Motion to Suspend Plan Payments
FILING REQUIREMENTS
• Motion
• Upload proposed order

WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Motion, then files 

Certificate of Service with the court



Common Motions/Applications



Common Motions/Applications

Motion to Extend Time
FILING REQUIREMENTS
• Motion
• Certificate of Service
• Upload proposed order

WHAT HAPPENS NEXT?
• Order routed to chambers for review



Common Motions/Applications

Motion to Shorten Time
FILING REQUIREMENTS
• Motion
• Certificate of Service
• Upload proposed order (see website for order template)

NOTE: The Motion to Shorten Time must be filed 
immediately following the associated pleading.

WHAT HAPPENS NEXT?
• Order routed to chambers for review



Order granting Motion to 
Shorten Notice Time ONLY 
shortens the deadline for 
responses.
A Motion for Expedited 
Hearing is required for an 
earlier court date.

Note: Not all matters are set for 
hearing when filed.



Common Motions/Applications

Motion to Expedite Hearing
FILING REQUIREMENTS
• Motion
• Certificate of Service

NOTE: Filer must contact chambers for expedited matters (see 
local rule)

WHAT HAPPENS NEXT?
• Chambers personnel will notify filer of decision and provide 

instructions regarding order.



Common Motions/Applications

Application to Employ
FILING REQUIREMENTS
• Application
• Affidavit of Disinterested Party Pursuant to Rule 
2014(a)

• Upload proposed order



Application to Employ
• Only bankruptcy 
counsel for the debtor 
should select the debtor 
as the represented 
party on the Party 
Selection screen.

• All other filers must add 
the professional 
seeking employment as 
a party.

Common Filings



Application to Employ
• Enter all party 
information and 
select the correct 
role type

• Role Type 
Examples: Special 
Counsel, Accountant, 
Realtor, Auctioneer, 
Appraiser, etc.

Common Filings



Application to Employ

Common Filings

Review the prompt and deselect the 
checkbox to avoid creating any 
unnecessary attorney/party association if 
needed.



DO NOT CREATE AN 
ATTORNEY/PARTY ASSOCIATION 
WITH THE DEBTOR(S) UNLESS 
YOU WILL REPRESENT THE 
DEBTOR(S) ON ALL MATTERS IN 
THE BANKRUPTCY CASE. 



Application to Employ

Common Filings



Application to Employ

Common Filings



Application to Employ
Example: Special Counsel filing Application to Employ themselves on their own behalf

[SCREEN RECORDING]
Common Filings



Common Motions/Applications

Application to Employ
WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Application, then files 

Certificate of Service with the court



Common Motions/Applications

Application to Compromise Controversy
FILING REQUIREMENTS
• Application

• With terms of settlement included or attached as an exhibit
• Upload proposed order

WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Application, then files 

Certificate of Service with the court



Common Motions/Applications

Application for Compensation
FILING REQUIREMENTS
• Application

• Must specify person(s) to receive compensation and 
amounts requested

• Upload proposed order



Application to Compensation

• Filer should select party 
to receive 
compensation on Party 
Selection screen (e.g. 
Special Counsel, etc.)

Common Filings



Application for Compensation
• Accurately input the 

following information:
• Fee and expense amounts 

requested by the applicant
• The time frame in which expenses 

were incurred

• Indicate the role type using 
the drop-down menu.

• Indicate the filer using the 
checkboxes.

• Do not complete both 
sections – this will result in 
duplicative fees in CM/ECF.

Common Filings



Application for Compensation

Common Filings

Example docket text



Common Motions/Applications

Application for Compensation
WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Application, then 

files Certificate of Service with the court



When filing an Application 
for Compensation, who 
should be selected on the 
Party Selection screen?



Common Filings by Debtors



Common Filings by Debtors

Motion to Borrow
FILING REQUIREMENTS
• Motion
• Upload proposed order

WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Motion, then files 

Certificate of Service with court



Common Filings by Debtors

Motion to Avoid Lien
FILING REQUIREMENTS
• Motion
• Certificate of Service

• Filer must include the name and address of the creditor whose 
lien the debtor seeks to avoid

• Upload proposed order

WHAT HAPPENS NEXT?
• Court will issue and serve Notice with response deadline 

to interested parties
• If a response is filed, Hearing Notice issued and served by court
• If no response filed, order routed to chambers for review



Do not file an additional 
Certificate of Service after 
the Notice with response 
deadline is issued by the 
Court.



Motion to Avoid Lien

Filer must add the Creditor to the party list when prompted.

Common Filings by Debtor



Motion to Avoid Lien
• Search by lienholder 

name.
• Select name from Party 

Search Results.
• If correct lienholder and 

address are not 
available for selection, 
select Create New 
Party.

Common Filings by Debtor



If creating a new party, 
select Creditor for the role 
type from the drop-down 
menu on the Party 
Information screen.



Common Filings by Debtors

Motion to Reinstate Case
FILING REQUIREMENTS
• Motion
• Upload proposed order

WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Motion, then files 

Certificate of Service with court



When a case is dismissed, the 
Clerk’s Office cancels all 
hearings (except those 
regarding fees for debtor’s 
counsel) and terminates 
pending deadlines.

Something must be filed by a 
party to “revive” matters after 
reinstatement of case…



One way to “revive” a 
matter after reinstatement 
is by filing a Request for 
Reset of Hearing (see 
“Other Filings and 
Notices”) to have the 
matter added back to the 
court’s calendar.



Common Filings by Debtors

Motion to Reopen Case
FILING REQUIREMENTS
• Motion
• Upload proposed order
• Filing fee

WHAT HAPPENS NEXT?
• Hearing Notice Issued
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Motion, then files Certificate of 

Service with court
NOTE:  If case is reopened to obtain a discharge, all parties on the most 
current mailing matrix must be served.



Common Filings by Debtors

Motion to Dismiss Chapter 13 Case
FILING REQUIREMENTS
• Motion (see form on court’s website)
• Certificate of Service
• Upload proposed order (see form on court’s website)

WHAT HAPPENS NEXT?
• Order routed to chambers for review



Common Filings by Debtors

Converting Case to Chapter 7 (by 
Motion or Notice)
FILING REQUIREMENTS
• Motion or Notice of Voluntary Conversion
• Certificate of Service
• Filing fee

WHAT HAPPENS NEXT?
• Court will prepare form order converting case



Is the filer required to 
serve the Notice with 
response deadline for a 
Motion to Avoid Lien?



Common Filings by Creditors



Common Filings by Creditors

Motion for Relief from Stay
FILING REQUIREMENTS
• Motion for Relief from Stay
• Certificate of Service
• Upload proposed order
• Filing fee

NOTE: Filer must select or add the party seeking relief

WHAT HAPPENS NEXT?
• Court will issue and serve a Hearing Notice to 

interested parties 



Common Filings by Creditors

Motion for Relief from Stay 
(Codebtor or Child Support, No Fee)
FILING REQUIREMENTS
• Motion for Relief from Stay
• Certificate of Service

• If filed regarding Codebtor Stay, codebtor name and 
address must be included

• Upload proposed order

WHAT HAPPENS NEXT?
• Court will issue and serve Hearing Notice to 

interested parties 



Common Filings by Creditors

Motion for Relief from Stay 
(Codebtor or Child Support, No Fee)

Codebtor Stay
• Input codebtor’s name 

and address.
• The role type will be 

Interested Party.

Child Support Stay
• If you are filing the 

Motion for child support, 
no party will be added.



Avoiding Duplicative Fees When 
Combining Motions for Relief

• If filing a Motion styled as a Motion for Relief from Stay 
combined with another type of relief (Relief from 
Codebtor Stay, Child Support Stay, Motion to Abandon, 
Motion for Adequate Protection), only one fee is required. 
For example:
• If filing a Motion for Relief and to Abandon, select the 

following events:
• Relief from Stay (Fee); and
• Abandon (No Fee)

• If filing only a Motion to Abandon, select the event 
Abandon (Fee).

• Select all corresponding events for each type of relief 
sought in PDF. 

Common Filings



Avoiding Duplicative Fees When 
Combining Motions for Relief: 
Selecting Events for Multiple Remedies

[SCREEN RECORDING]
Common Filings



Agreed Order Lifting Stay 
and/or Abandoning 
Property:
• No motion is required.
• Debtor’s counsel and 

Trustee must sign order.
• Upload as Sua Sponte 

Order.



Common Filings by Creditors

Motion to File Claim After Bar Date
(Chapter 7 Asset Case or Chapter 13 Case)

FILING REQUIREMENTS
• Motion to File Claims After Bar Date
• Certificate of Service
• Upload proposed order

WHAT HAPPENS NEXT?
• Court will issue and serve Hearing Notice to 

interested parties 



When filing a Motion 
for Relief From 
Codebtor Stay and 
adding a party, what 
is the correct “role 
type” for a codebtor?



Certificate of Service



Certificate of Service

Certificate of Service
REMINDERS –
• Link to proper ECF filing (if applicable)
• Clearly indicate the date the documents were served and 

include the following:
• Names of parties served
• Manner of service (e.g., mail or electronically)
• Addresses of parties served by mail
• Copies of all documents served

• It is the responsibility of the moving party to determine the 
parties to be served.

BBankruptcyy >> Otherr >> Certificatee off Service



How is electronic service 
documented on a 
certificate of service?

If Registered Filers are 
served electronically via 
CM/ECF:
“Served via CM/ECF”

If served via email only:
Include email address



Monitor your deadlines for 
service and submission of 
the certificate of service.

Deadlines for service and 
submission are often 
outlined in Orders to File 
Certificate of Service 
issued by the court.



An Order to File Certificate of Service 
will provide two deadlines:

 1.) The deadline to serve all 
 parties;

 2.) The deadline to file the 
  certificate of service with 

 the court



Example Order for 
Certificate of Service

Certificate of Service



Failure to meet BOTH deadlines 
contained in the Order to File 
Certificate of Service will result in 
the hearing being reset or an 
order striking the filing.



What two deadlines 
are included in the 
Order to File 
Certificate of 
Service?



Reaffirmation Agreement



Reaffirmation Agreement

Reaffirmation Agreement
FILING REQUIREMENTS
• Reaffirmation Agreement including Cover Sheet

WHAT HAPPENS NEXT?
Chambers will review and determine whether a hearing is 
necessary.  A docket entry is made accordingly.
• If chambers decides to cancel a hearing set on a 

reaffirmation agreement, the clerk’s office will make a 
subsequent docket entry accordingly.



Reaffirmation Agreement

Reaffirmation Agreement
REMINDERS—
• If signed by Counsel for Debtor(s):

Bankruptcy > Other > Reaffirmation Agreement
All parts must be completed and dated.

• If not signed by Counsel for Debtor(s):
Bankruptcy > Other > Reaffirmation Agreement (Pro 
Se)

All parts must be completed and dated except attorney 
certification.



Notices and Requests



Responses and Objections

Notice of Default or Noncompliance
Pursuant to Order

FILING REQUIREMENTS
• Notice
• Certificate of Service

WHAT HAPPENS NEXT?
• No action taken unless a response is filed.
• If a response is filed, court will issue and serve Hearing 

Notice to interested parties.



Notice of Default or 
Noncompliance Pursuant to 
Order:

ONLY applicable if an order 
was previously entered that 
requires notice to a party for 
failure to comply with its terms 
(e.g., conditional provision that will result 
in termination of the automatic stay).



Responses and Objections

Notice of Appearance and 
Request for Notice
FILING REQUIREMENTS
• Notice and Request

• Note: Be sure to add the party requesting notice when prompted.

REMINDER–
• Bankruptcy > Creditor Maintenance
• Select Enter Individual Creditors and input the Name 

and Address of the party requesting notice.



The name and address of 
both the filer and the 
party represented by the 
filer may be listed for 
separate noticing.



Responses and Objections

Notice of Change of Address
FILING REQUIREMENTS
• A Notice or Letter may be submitted by a party to 
update a mailing address on the matrix.

• Include previous address (as it appears on the case) and 
new address

REMINDERS—
• CANNOT be used to change claim payment 
information from one creditor to another—Transfer of 
Claim required.



A fillable form Notice of 
Change of Address was 
recently added to the 
court’s website. This is not 
a required form but is 
available for your 
convenience.



Responses and Objections

Request for Reset of Hearing
FILING REQUIREMENTS
• A Form or Letter to request that a hearing be placed back 

on the court calendar.
• Include docket number of matter and most recent hearing 

information

WHAT HAPPENS NEXT?
• Clerk’s Office will reset hearing (with some exceptions)

REMINDERS—
• CANNOT be used to request a continuance – a Motion to 

Continue is required.



When should the event 
BBankruptcy > Other > 
RReaffirmation 
AAgreement (Pro Se) be 
used?



Common Filings by Creditors

Motion to Redact
FILING REQUIREMENTS
• Motion

• Identify proposed redactions
• Include docket number or proof of claim number

• Certificate of Service
• Service by mail is required
• Motion is restricted from public access

• Upload proposed order
• Filing fee
• Proposed redacted document (only if Movant filed original 
unredacted document)



Common Filings by Creditors

Motion to Redact
WHAT HAPPENS NEXT?
• Clerk’s Office will restrict public access to original 

filing following review of the Motion
• Remains in effect unless court denies the motion

• If the Court grants the motion, the Clerk’s Office will:
• Replace the original filing with the redacted document

• If the Movant filed the original unredacted document
• Take no further action.  Restriction remains in place until 

further order of the Court.



Unclaimed Funds

Application for Payment of
Unclaimed Funds

GENERAL INFORMATION
• Money owed to a party who has failed to claim the funds

• Trustee distribution payments that are returned or uncashed 
and determined to be stale-dated

• Court is custodian of unclaimed funds
• Required to hold and account for funds until claimed by owner

• Unclaimed Funds Locator
• Search for unclaimed funds at https://ucf.uscourts.gov
• Online database of unclaimed funds held by all courts
• Select MSNB – Northern District from dropdown list



Unclaimed Funds

Application for Payment of 
Unclaimed Funds

FILING REQUIREMENTS
• Application
• Supporting Documents

• Payee Tax Id Number
• Proof of Identity (Unredacted Form)
• Proof of Ownership or Entitlement to Funds

• Application and Supporting Documents should be filed 
separately

• CM/ECF event for supporting documents is restricted from 
public access



Unclaimed Funds

Application for Payment of
Unclaimed Funds

WHAT HAPPENS NEXT
• Court will prepare an order (if no hearing is required).
• Funds are disbursed 28 days after court approves the 

application if no objections are filed.

See Bankruptcy Forms page on court’s website:
• Application Form
• Instructions for Filing Application for Payment of Unclaimed 

Funds 



Proof of Claim and 
Other Claim Actions



Creditors may file, amend, and 
withdraw a proof of claim 
electronically using the Electronic 
Proof of Claim (ePOC) system. A 
PACER account is not required.

ePOC information is available on 
the court’s website under the 
CM/ECF tab.

www.msnb.uscourts.gov/epoc-electronic-proof-claim



Proof of Claim and Other Claim Actions

Proof of Claim
FILING REQUIREMENTS
• Completed Proof of Claim

REMINDERS—
Docket Event: Bankruptcy > File Claims
• Use the Select Creditor drop-down to choose creditor and click 

Next.
• If the creditor is not listed, click Add Creditor, input the name and address, 

and click “Next.”
• Select File a Proof of Claim. 



Proof of Claim and Other Claim Actions

Proof of Claim



Proof of Claim and Other Claim Actions

Withdrawal of Claim
FILING REQUIREMENTS
•Completed Withdrawal of Claim Form or Letter

REMINDERS—
• Include identifying information such as the case 
number, claim number, debtor’s name, and claim 
amount.

•The filer’s intent to withdraw a claim should be 
made CLEAR. Uploading ONLY a copy of the 
proof of claim is not sufficient.



Proof of Claim and Other Claim Actions

Transfer of Claim
FILING REQUIREMENTS
•Completed Transfer of Claim Form or Letter
•Filing fee

REMINDERS—
• On the Transferor/Transferee screen, you can search 
existing creditors by selecting Search Creditors.

• If the creditor is not listed, select Add New Creditor.



Proof of Claim and Other Claim Actions

Transfer of Claim



Notice of Mortgage Payment
Change



Common Filings by Creditors

Notice of Mortgage Payment 
Change
FILING REQUIREMENTS
• Notice of Mortgage Payment Change or Letter

REMINDERS—
• When asked if a Notice of Mortgage Forbearance is 
being filed, select No.

• When prompted, indicate whether a Proof of Claim 
has been filed with the Court. 

• If Yes, a future screen will allow the filer to select the 
correct Proof of Claim. 



Withdrawal of Notice of 
Mortgage Payment Change



Common Filings by Creditors

Withdrawal of Notice of Mortgage 
Payment Change
FILING REQUIREMENTS
• Withdrawal of Notice of Mortgage Payment Change 
or Letter

REMINDERS—
• Choose/link the correct Notice of Mortgage Payment 
Change to be withdrawn.



Responses and Objections



Responses and Objections

Response
FILING REQUIREMENTS
•Response
•Certificate of Service

NOTE: Choose Response (not Objection) 
when responding to a pending motion or other 
pleading.



Responses and Objections

Objection to Notice of Mortgage 
Payment Change/Postpetition Fees

FILING REQUIREMENTS
• Objection
• Certificate of Service

WHAT HAPPENS NEXT?
• Court will issue and serve Hearing Notice to interested 

parties



Responses and Objections

Objection to Proof of Claim
FILING REQUIREMENTS
• Objection
• 30-day Notice (see form on court’s website)
• Certificate of Service

WHAT HAPPENS NEXT?
• If a response is filed, the court will issue and serve

Hearing Notice to interested parties.



When filing an Objection to 
Claim, if the claimant isn’t 
already a party, add the 
claimant to the case.

The address of the claimant 
should be included on your 
Certificate of Service.



Responses and Objections

Objection to Confirmation of Plan
FILING REQUIREMENTS
• Objection
• Certificate of Service
WHAT HAPPENS NEXT?
• If the Objection is filed by the deadline in § 341a MOC 

notice:
• Court will issue and serve Hearing Notice adding Objection to court 

calendar on Confirmation Hearing date

• If the Objection is filed after the deadline in § 341a MOC 
notice:

• Court will issue and serve Hearing Notice to interested parties



An Objection to Proof 
of Claim requires a 
___-day notice.



Proposed Orders



All proposed orders MUST be 
submitted via OOrder Upload 
event in ECF (e-Orders).

Including a proposed order as 
an attachment/exhibit to your 
motion will not suffice.

(See Administrative Procedures for ECF)



Proposed Orders

Proposed Order Upload
Local Bankruptcy Rules require ECF users to submit a proposed order when a motion/application
is filed.  (See Miss. Bankr. L. R. 5005-1(a)(2)(D))

ORDER REQUIREMENTS
All proposed orders must be in PDF format and comply with the following:

Document Size:  8½  x 11 standard paper size; not to exceed 30 MB.
Margins: First Page Subsequent Pages

3” Top 1” Top
1” Bottom 1” Bottom

End of Order:  Leave one blank line after the last paragraph in the order.  The next line should only 
contain ##END OF ORDER## in the center.  

Only signatures (if applicable) and the submitter’s information should be below this text. Do
not include a signature line for the judge.

No Attachments: Orders must be submitted as one PDF. Do not upload attachments/exhibits to
orders.



Proposed Orders

Example of Properly
Formatted Order

3” Top Margin



Check the top margin on 
orders in PDF format: Ctrl+R

Full 3” margin required to 
prevent overlap of judge’s 
signature and case caption.

A Notice to Resubmit Order 
will be issued for improper 
format.



Proposed Orders

Order Upload Options
SINGLE ORDER UPLOAD
Order is related to a document/pleading filed in the case.

• Always use if the order will resolve a pending matter.

SUA SPONTE ORDER UPLOAD
Order is not related to a document/pleading filed in the case.

• E.g., Agreed Order is submitted in lieu of filing a motion (ore 
tenus)



Proposed Orders

Types of Orders
ORDER TYPES

Ex Parte
(No Hearing Required)

Proposed order on a pleading that does not require a hearing;

Agreed Order Proposed order signed by all parties.  Hearing was not scheduled 
or not held;

Noticed/No Response Pleading and response/objection deadline were properly noticed 
and no response was filed;

Hearing Held Proposed order results from a hearing held on the pleading;

Hearing Scheduled Proposed order resolves pleading set for hearing;

Other Any other type of order;



Proposed orders should 
include the docket 
number(s) of the filing(s) to 
be resolved by the order.

Link the proposed order to 
the appropriate filing(s)—
never to a hearing notice!



Proposed Orders

Check Status of Proposed Order
CM/ECF Menu: Utilities > Order Query

Note:  DO NOT contact personnel in the Clerk’s 
Office to ask if/when an order will be signed.

ORDER STATUS

Being Processed Order awaiting review and/or entry;

Docketed Order has been signed and docketed;

No Action Taken Order was replaced or disapproved;



Proposed Orders

Order Deadlines
LOCAL RULE REQUIREMENTS
• Proposed order due when motion filed.

• Clerk’s Office will issue an Order to submit proposed 
order upon default.

• Proposed Order due within 14 days of hearing date or 
issuance of proceeding memo (whichever is earlier).

• Proceeding memo issued if hearing scheduled;
• Contains order deadline and party responsible for 

submission;
• Order to submit proposed order issued for delinquent 

order;



Similar to other deadline 
issues, if you cannot 
meet your order 
submission deadline…

File a motion for an 
extension of time to 
submit the order.



Proposed Orders

Order Deadlines
DELINQUENT ORDERS
Failure to timely submit a proposed order:

• Order denying the filing;
• Order directing the responsible party (attorney) to 
appear and show cause why sanctions or other 
relief should not be imposed;

Note: The Clerk’s Office (as a courtesy) will only issue 
one Order to Submit Proposed Order.  Monitor your 
deadlines!!!



If two submissions or 
requests have been made to 
opposing counsel regarding 
an agreed order to no avail:

You may submit the 
proposed order with a 
notation of the same on the 
signature line for opposing 
counsel.



Issues with a reported 
settlement?
If no proposed order will be 
submitted, submit a RRequest 
ffor Reset of Hearing.
NOTE: Include the docket number 
and most recent hearing information 
for the matter to be reset.



What size should 
order margins be?



Discharge



Debtor’s Responsibilities



To receive a discharge, 
debtor(s) must complete an 
approved personal financial 
management course and file 
an official Debtor Education 
Certificate from the course 
provider.



After the Notice of Completion of 
Plan Payments is filed by the 
Chapter 13 Trustee, the debtor(s) 
must file the following:

• Financial Management 
Course Certificate (if not 
previously filed)

• Certification and Motion for 
Entry of Chapter 13 
Discharge



Discharge

Certification and Motion for Entry of 
Discharge
FILING REQUIREMENTS
• Certification and Motion

• Certificate of Service (included in local form, see court’s website) 
• Creditor matrix

WHAT HAPPENS NEXT?
• If a response is filed, the Court will issue and serve a 

Hearing Notice to interested parties.



Motion for Hardship Discharge



A Motion for Hardship 
Discharge is only applicable 
in a Chapter 13 case.

A Financial Management 
Certificate is still required for 
a Hardship Discharge 
(unless waived.)



Discharge

Motion for Hardship Discharge
FILING REQUIREMENTS
• Motion 
• Upload proposed order

WHAT HAPPENS NEXT?
• The Order Fixing Time for Filing Complaint to Determine 

Dischargeability of Debt is docketed by the court.
• Hearing Notice issued approximately 20 days after the Order Fixing 

Time
• This allows the response deadline to run concurrently with the Order Fixing 

Time deadline.
• Order to File Certificate of Service Issued
• Filer serves Hearing Notice and Motion, then files Certificate of 

Service with the court



Which docket entry filed 
by the Trustee should 
prompt filing of the 
Financial Management 
Course Certificate and 
Certification and  Motion 
for Entry of Chapter 13 
Discharge?



Discharge

Motion to Declare Lien Satisfied
Chapter 13 debtors may request an order declaring a lien 
satisfied and released under the terms of a confirmed plan 
pursuant to Rule 5009(d).

• Debtor must serve the motion and notice on the affected 
creditor(s) in the manner provided by Rule 7004 for service 
of a summons and complaint.

• Forms available on the Court’s website:
• Notice and Motion for Entry of Order Declaring Lien Satisfied
• Order Declaring Lien Satisfied



Discharge

Motion to Declare Lien Satisfied
FILING REQUIREMENTS
• Motion
• 30-day Notice
• Certificate of Service
• Upload proposed order

NOTE: The docket number of the discharge order should be included in 
the motion.

WHAT HAPPENS NEXT?
• If a response is filed, the court will issue and serve Hearing 

Notice to interested parties.
• If no response, the order is sent to chambers for review.



Adversary Proceedings



Adversary Proceedings

WHAT ARE ADVERSARY PROCEEDINGS?
Proceedings to:
• Recover money or property;
• Determine the validity, priority, or extent of a lien or interest in property;
• Obtain approval under Section §363(h) for the sale of both the interest of

the estate and of a co-owner of property;
• Revoke an order confirming a chapter 11, chapter 12 or chapter 13 plan;
• Determine the dischargeability of a debt;
• Obtain and injunction or other equitable relief;
• Subordinate a claim;
• Determine a claim or cause of action removed under 28 U.S.C. §1452.



Flowchart 
for 
Adversary 
Proceedings



Adversary Proceedings

How to File an Adversary Proceeding
FILING REQUIREMENTS

• Complaint (No Cover Sheet for ECF Filers)
• Filing Fee (if applicable)
• Corporate Ownership Statement (if applicable)

File the Complaint—Adversary > Open Adversary 
Proceeding

• Lead Case Number = Bankruptcy Case Number
• Name, Address, Role in Bankruptcy Case (e.g., Debtor, Creditor, 

Trustee, etc.) are required for Plaintiff(s) and Defendant(s)
• Input Statistical Information
• Fee Deferment/Exemption = No (unless Plaintiff is eligible for 

deferment or exemption)



Adversary Proceedings

Temporary Restraining Orders
A request for a Temporary Restraining Order (TRO) must be 
filed in an adversary proceeding.

• May be incorporated into the complaint—plaintiff seeks 
injunctive relief (TRO) only;

• May be filed separately and concurrently with the 
complaint—plaintiff seeks relief other than a TRO;

• Motions for TROs are emergency matters.  Contact 
chambers pursuant to local rules to request TRO to be set 
for hearing on an expedited basis.



Adversary Proceedings

Issuance and Service of Summons
SUMMONS ISSUED
Clerk’s Office will issue ONE Summons for plaintiff(s) to use 
for service to all defendants.

• A copy of Summons and Complaint must be served 
upon each named defendant within 7 days of issuance 
of summons.

• Review Fed. R. Bankr. P. 7004 for service requirements.
• First class mail will suffice for most individual 

defendants.
• Request for Alias Summons must be docketed for 

issuance of subsequent summons.



Summons and Certificate of Service

Adversary Proceedings



Adversary Proceedings

Proof of Service of Summons
SUMMONS SERVICE EXECUTED
Complete the certificate of service issued with the summons.

• File a copy of both pages of the summons for each 
defendant—Adversary > Summons Executed and 
Other Actions > Summons Service Executed.

• Select the defendant/party served and input the date on 
which service occurred.

• For debtor/defendant, the debtor and debtor’s 
attorney must be served and listed on the certificate of 
service.



Adversary Proceedings

Default Procedures
CLERK’S ENTRY OF DEFAULT
If no answer is filed by defendant(s), plaintiff must file an 
Application to Clerk for Entry of Default (see form on website). 

• Adversary > Motion > Clerk’s Entry of Default.

WHAT HAPPENS NEXT?
• If the record reflects adequate service and default, a Clerk’s 

Entry of Default will be docketed.

• If the record does not clearly support default, a Notice of 
Deficiency and Denial of Application for Entry of Default will be 
docketed.



Adversary Proceedings

Default Procedures
MOTION FOR DEFAULT JUDGMENT
A Motion for Default Judgment must be filed separately and 
may be considered only after entry of default—template but 
not required form on website).  A proposed order is also 
required.

• Adversary > Motion > Default Judgment.

WHAT HAPPENS NEXT?
• Proposed order is submitted to chambers for review.
• A hearing may be set on the motion.



Adversary Proceedings

Non-Default Procedures
ORDER TO SUBMIT STIPULATION
If an answer is filed, the Court will issue an Order for 
Submission of Stipulation as to Time Needed for 
Discovery.

• Within 14 days, parties must confer and file a Stipulation 
with a proposed deadline for completion of discovery.

• Stipulation must indicate whether the parties consent to 
entry of a final judgment by the Court and whether a pre-
trial conference is requested or waived. 

• Adversary > Other > Stipulation.



Order for Submission of Stipulation and Stipulation Form

Adversary Proceedings



Adversary Proceedings

Non-Default Procedures
WHAT HAPPENS NEXT?
• The Court will issue a Scheduling Order.

• Scheduling Order will contain several deadlines (e.g., 
completion of discovery; filing dispositive motions and responses 
thereto).

• Court order is required to extend deadlines.

• Pre-trial conference (if applicable) will be scheduled.

• Pre-trial Order will be required (see form on website).

• Trial will be scheduled.



Frequently Asked Questions



Q: What event do I use to file tthis
pleading?

A: Call us! We are happy to answer your 
procedural questions! We cannot 
advise what types of pleadings are 
needed in a case, but we can direct you 
to the correct event for pleadings you 
have already determined are 
necessary.



Q: Why did the Chapter 13 Plan 
Payments increase?

A: Questions regarding plan payments 
should be directed to the Trustee’s 

office.



Q: I am getting an error 
message when filing 

documents. What do I do?

A: Most of these error messages 
occur because your PDF is not 
flattened. Flatten your PDF and try 
again! If that doesn’t work, give us a 
call so we can determine if it is a 
system-wide issue.



Q: I accidentally filed the 
same document twice and 
assessed myself duplicate 
fees. What do I do?

A: If the fee has only been assessed 
by CM/ECF, but not paid, call us. We 
may be able to remove the duplicate 
fee. If you paid the fee, a Motion will 

be required to request a refund. 



Q: I need to fix something 
simple on a Motion that I filed, 

such as a transposed case 
number or misspelled word. 

What event do I use?
A: If the “meat” (legal basis, relief 
sought, and demand) of your 
pleading is unchanged, you can file 
this using the event Bankruptcy > 
Other > Amended Document.



Q: I need to amend the contents 
of my pleading and the response 

due date or hearing is soon. 
What do I do?

A: You will need to refile the 
document using the appropriate 
event (NOT “Amended Document”) 
and style as amended. If the original 
pleading is incorrect or unnecessary, 
you may upload an order requesting 
that it be withdrawn.



Q: I need a transcript from the §
341a Meeting of Creditors in a 

case. Who do I contact?

A: The United States Trustee’s office 
maintains all recordings for § 341a 
Meetings of Creditors.



Q: I need a transcript from a 
hearing held in the Northern 
District of Mississippi 
Bankruptcy Court. Who do I 
contact?

A: Visit 
www.msnb.uscourts.gov/transcri

pts-and-audio-files for more 
information regarding requests 

for transcripts.




