Filing A New Voluntary Bankruptcy Case

Save the Petition, Schedules, etc. as a PDF file.

Save the Creditor Matrix as a text (*.txt) file.

Yes

Are you filing a
Chapter 13 case?

;

Save the Chapter 13 Plan as
a PDF file.

No

Does it clearly identify who
makes the plan payments?

Include employer name and
address information in the plan
if employer pay plan

Yes

Do you need to file an
Application to Pay Filing Fees
in Installments?

No

Save the Application To Pay Filing
Fees in Installments as a PDF file.

Go to page 2
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Filing A New Voluntary Bankruptcy Case

From Page 1

!

Log-on to CM/ECF, Click Bankruptcy, then click the Open BK Case
program (attach the Petition PDF file.)

Click Bankruptcy, click Creditor Maintenance, then click Upload a Creditor Matrix File
(attach the Creditor Matrix text file.) Click Submit to complete the upload.

NOTE: When the Judge/
Trustee event is not selected
by user - the system will

automatically assign the <
judge/trustee as an overnight
process.

0 you need to kno
the Judge/Trustee

Yes

Click Bankruptcy, then click Judge/

Assignment
at this time?

44— No

Trustee Assignment

Do you need to file an
Application to Pay Filing
Fees in Installments?

No

Yes

h 4

Click Bankruptcy, click Motions/Applications, then select the Pay Filing
€4—— Fees in Installments event (attach the Application to Pay Filing Fees in

Installments PDF File.)

Go to page 3 v
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From Page 2

Filing A New Voluntary Bankruptcy Case

Are you filing a
Chapter 13 case?

No

Yes

Are other first day pleadings
required with the chapter of the
case you are filing?

Click Bankruptcy, click Plan, then select the Chapter 13 Plan event
(attach the Chapter 13 Plan PDF File.)

Yes

\ 4

Complete docketing of those entries, as

No
<
A 4
YOU ARE FINISHED!

appropriate.
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