Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 1 - Welcome

United States Bankruptcy Court Eastern
District of New York

Opening a Voluntary Chapter 7 Case for a
Debtor and Joint Debtor

Welcome to the United States Bankruptcy Court Eastern District of New York’s lesson on Opening a
Voluntary Chapter 7 Case for a Debtor and Joint Debtor.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 2 —Navigation Instructions

UNITED STATES BANKRUPTCY COURT

EASTERN DISTRICT OF NEW YORK

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Qerk of Court

Navigation Instructions

Table of Contents:

Use the Table of Contents (TOC) to jump to different sections of the module. You can open it and
close it with either:

The arrow in the top left corner of the screen, Table of Contents

Or
The TOC button in the Navigation bar.

Playback Controls:

Playback Controls are located at the bottom of the sereen. They may be used to move forward,

back or to rewind to the beginning of the lesson. The playback controls also include a pause/play
button toggle.

You can turn the audio on or off by clicking the speaker icon.

Additional Information:

Additional Information on this module will be displayed when the filer clicks the letter “1”.

Additional filing information is displayed when the mouse hovers over the tip star icon.
Select START when you are ready to begin.

START
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 3 — Objective

UNITED STATES BANKRUPTCY COURT

EASTERN DISTRICT OF NEW YORK

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Cerk of Court \ s

Objective

At the end of this lesson, you will be able to:

Open a new bankruptcy case for one or two Debtors

Select the Divisional Office to file the case

Search for and create profiles for Debtor and Joint Debtor

Add one or more aliases

Add information to the SARD screen

Upload the Petition

Upload Local Rule forms as attachments to the Petition

Respond to the Presumption of abuse question

Make a Payment by using Bank Account Debit (ACH) or Credit Card
Describe the purpose and function of the Notice of Bankruptcy Case
Filing

Select CONTINUE when you are ready to begin the lesson.

CONTINUE
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Slide 4 - Home Page & Menu Bar

EEC F Deploupbey = [Vl Beporis =

T.5. Bankruptcy Court
Eastern District of New York
Official Conrt Electronic Document Filing System

PLEASE NOTE: CMECT b unavailabile vvery weekday morming bevween 520 am. amd 545 a.m, We apulogice for any incomyenivnce.

This jactliy & for Offeiad Courr Berimass only. iy fo oo from Ghlz 1ite 15 fogiped. Dooovmeny flmgs on Saks Sosiom oonw subect i Federal Aule of Covli Precoders i avd
Federal Jule of Sankrapicy Procedire 2011, Bvidkence o enartornad or crimral acervaty will Se forwardes 1o the gqrpropriale [aw anforrement siictals treer 18050 12
o 3374,

Welcore to the 1 5. Bankrogticy Count for the Saetam District of New Yook Electroic Document Filng System. This servies s for attorreys and firms participating m the
electroniz £ilm:s syslem.

Indrurmatin ahamt < ssvere TNF e

After you have successfully logged in to CM/ECF, select Bankruptcy.
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Slide 5 — Bankruptcy Events

EE c F Bankruptcy ~ Adversary- Query Reports~ Utilities~  Search Logout

Bankruptcy Events

AnswerResponse

Appeal New R3 Menu ltems
Claim Actions Caze L
Creditor Mantenance

File Clams

Motions/Apphcations Presentments

Notices
|9=EE Volntary Case |

Open an Invohntary Case

Other

Plan

Upload Proposed Order

Judge Trustes Assignment

The list of Bankruptcy Events appears. Select Open Voluntary Case.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 6 — Open Voluntary Bankruptcy Case

e :I; uscourts.gov | https://ecf-train.nyeb uscourts.gov/cgi-bin/Dispatch.pl?OpenBkCase ( -"— Google Pl &

UE C F Bankruptcy ~ Adversary™ Query Reports~ Utilities = Search Logout

Open Voluntary Bankruptcy Case

For Kings, Queens, and Richmond counties select BROOKLYN
[For Nassau and Suffolk Counties select CENTRAL ISLIP

Office Brooklyn -
Case type bk
Date filed 6/29/2012
Chapter -
Joint Petition n ~

Deficiencies n «

Note: The Clerk's Office will mail a "Notice of Deficiency", if applicable. It is the responsibility of the Filer to satisfy
the deficient documents pursuoant to Bankruptcy and local rules.

At the Open Voluntary Bankruptcy Case screen a notice reminds filers of the counties that each divisional
office serves. Office assignment is generally based on the debtor’s place of residence or the principal
place of business. Filers are asked to verify the office selection before advancing to the next field. The
Office field defaults to Brooklyn. Select the drop down arrow to change the Office selection to Central Islip.
For this lesson, select Brooklyn.

The Case type field defaults to bk for bankruptcy and cannot be changed.
The Date filed is hard coded and cannot be changed.

Select the drop down arrow to view and select the Chapter for filing.
For this lesson select Chapter 7 case.

When filing a Joint Petition, select the drop down arrow to change the default option from n for no to y for
yes.

The Deficiencies field defaults to n for no and should not be changed. The Clerk’s Office mails a Notice of
Deficiency when required documents are not filed. It is the responsibility of the filer to satisfy the deficient
document pursuant to LBR 1002-(1)c. Select Next to continue.
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Slide 7 — Search for Debtor

ZEC cy - . . .
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

Open Voluntary Bankruptcy Case

Search for a debtor
SN ITIN Tax ID / EIN
Last/Business name
First Name
Middle Name

Search  Clear

B TR Pl LT

The Search for a debtor screen appears. This screen is used to search for an existing Debtor record
within the court's ECF database. A search is conducted to avoid creating duplicate profiles in the database.
You have the option to search by Social Security Number, Individual Tax Identification Number or by name.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 8 - Enter Debtor Information

3] CF Bankruptcy - Adversary - Query Reports  ~ Utilities ~ Search Logout

Open Voluntary Bankruptcy Case

Search for a debtor
SSN/ITIN Tax ID / EIN
Last/Business name Thomas
First Name Robert
Middle Name

Search Clear

For this lesson, type the Last name Thomas and First name Robert and select Search to continue.
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Slide 9 — Party Search Results

é :I: uscourts.gov | https://ecf-train,nyeb,uscourts.gov/cgi-bin/AddParty.pl758223761 5147 - ""— Google Pl &
UEC F Bankruptcy -~ Adversany™ Query Reports~ Utilities = Search Logout
Search for a debtor
SSN /ITIN Tax ID / EIN

Last/Business name |

First Name

Middle Name
| Search | | Clear ﬁ
[Party search results

No person found.

Create new party |

Select Create
New party

When the search result displays No person found, select Create New Party to add Debtor’s profile. When
the Debtor is listed in the ECF system, the name appears in the Party search results. Select the name if
it is identical to that on the petition. For this lesson, select Create New Party.

TIP: If the debtor is a business, enter the business name. Filer may enter the first few letters or first
name to broaden or narrow the scope of the search.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 10 - Enter Debtor Information

EE C F Bankruptcy - Adversary™

Query Reports~ Utilities
Debtor Information

Search Logout

[ Last name [Thomas

First name Robert |
Middle name :I Generation I:I Title l:l
SSN/ITIN[ ;13 Tax ID / EIN For business cases 11-2222222
oy 00 | Address 1 | |
Address 2 | | Address 3| |
e — State ] ) —
County | - Country | |
Phone [ rox I
£-mail [
Party l:extl
| Alias... | | Corporate parent/ affiliate... | | Review... |miucﬁ;§:;ﬁ$;pgszﬂﬁm T

| submit || cancel || Clear |

The Debtor Information screen appears populated with the information used on the Search for Debtor
screen.
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Slide 11 — Completed Debtor Information Screen

6 fI; uscourts.gow | https://ecf-train.nyeb.uscourts.gov/cgi-bin/AddParty.pl 7685102161964 . Google A

UE C F Bankruptcy ~ Adversary™ Query Reporis~ Utilities = Search Logout

Debtor Information

Last name Thomas First name Robert
Middle name James * Generation Jr Title
SSN/ITIN 562-89-2341 222-11-1234 Tax ID / EIN 112232222
Office Address 1 556 Avenue U
Address 2 Apt#2D Address 3
City Erooklyn State NY Zip 11215
County KINGS-NY (36047) - Country
Phone Fax
E-mail
Party text

| Alias... || Corporate parent ! affiliate... H Review... |i§:$lc:.has]. ﬂﬁmtﬂ;uﬁm = =

| Submit IJI Cancel Jl Clear |

Select Submit

Complete the Debtor’'s Name, Generation (such as Jr., Sr. Il, and Ill) if applicable, Title (such as M.D. or Ph.D.),
the 9-digit Social Security Number (SSN), and mailing address.

TIP: The Social Security Number will be redacted on the docket so that only the last four digits are visible.

The Office field must remain blank. Select the drop down arrow to select the County. Verify the county selection
before advancing to next field. For this lesson, select Kings County as the county that corresponds to the Debtor’s
Brooklyn address.

If Country is not USA, enter the name of the country.

Phone, Fax and E-mail fields must remain blank.

Party Text should be used to further identify the type of corporation. For example: A New York Corporation or
Guardian of the Estate. The Party Text field may also be used for extra-long names.

The Corporate Parent Affiliate button relates to business cases.

The Review button allows the filer to verify specific party types added to the case.

The Clear button erases all information from the Debtor Information screen except the Social Security Number.
The Cancel button takes the filer back to the Search for a debtor screen.

Select Submit.
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Slide 12 — Tax ID/Employee Identification Number

Waming: The Tax ID/EIN is blank.

-

Select OK when the dialogue box appears with the message, Warning: The Tax ID/EIN is blank. The Tax
ID/EIN is required for business cases.
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Slide 13 - Search for Joint Debtor

UECF Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout

Open Voluntary Bankruptcy Case

Search for a joint debtor
SSN/ITIN TaxID/EIN
Last/Business name
First Name
Middle Name

Search Clear

Since this is a Joint Debtor case, the Search for a joint debtor screen appears. This screen is used to
search for an existing Joint Debtor record within the court’s ECF database. A Search is conducted to avoid
creating duplicate profiles in the database. You have the option to search by Social Security Number,
Individual Tax Identification Number or by name.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 14 — Enter Joint Debtor Information

éI; circ2.den | https eb.circ.deny/cgi-bin/Dispatch. pl?823400025882002-UN = '— Google

UE C F Bankruptcy ~ Adversany™ Query Reports~ Utilities

Search Logout

Open Voluntary Bankruptcy Case

Search for a joint debtor

S5N /ITIN Tax ID / EIN

Last/Business name Th Di as ;

First Name Elaine

Middle Name

Search | Clear |

Select Search

i

For this lesson, type the Last name Thomas and First name Elaine and select Search to continue.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 15 — Party Search Results

6 SI; uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cqgi-bin/AddParty.pl 71205924 2571¢ "'— Google ye) ﬂ‘
. UECF Bankruptcy ~ Adversary~ Query Reports~ Utilities ~ Search Logout
Search for a joint debtor
S5N /ITIN Tax ID / EIN

Last/Business name |
First Name
Middle Name

| Search Clear |

|Party search results
™o person found. *
[¥|Copy previous party's address

Create new party

Select Create
new party

When the search result displays No person found, select Create New Party to add a profile for the Joint
Debtor. When the Joint Debtor is listed in the ECF system, the name appears in the Party Search results.
Select the name if it is identical to that on the petition.

If the Debtors reside at different addresses, remove the check in the box next to Copy previous party’s
address. For this lesson, the box is checked.

TIP: If the Joint Debtor’'s mailing address is different from the Debtor’s, the address fields must be
completed with the correct county selection.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 16 — Party Record Creation

Bankruptoy Adversary Query Reports Utilities Search Logout

Joint Debtor Information
Last name [Thomas First name FElaine
Middle name Generation Title
SSN / ITIN 227.11-1234 Tax ID / EIN For business cases 11-2222222
Office _ Address 1 556 Avenue U
Address 2 Apt#2D Address 3
City Brooklyn State NY Zip 11215
County KINGS-NY (36047) - Country

Phone [N Fax [
£-mail [

Party text

" " - Add all aliases and corporate parents or affiliates
| Alias... || Corporate parent/ affiliate... || Review... e e i 9
| Submit || Cancel || Clear |

The information used on the Search for Joint Debtor screen populates to the Joint Debtor Information
screen to create a party record in the ECF database. If the Joint Debtor’s mailing address is the same as
the Debtor’s, the address entered for the Debtor will default to the Joint Debtor’s profile. If the Joint
Debtor’'s mailing address is different from the debtor, the address fields must be completed with the correct
county selection.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 17 — Joint Debtor Information

6 .1:[:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/AddParty. plT314168814918 < "'l— Google P ﬁ‘

UE C F Bankruptcy ~ Adversary~ Query Reports~ Utilities = Search Logout

Joint Debtor Information

Last name Thomas First name Elaine
Middle name Generation Title
SSN /ITIN 258-93-8624 222.11-1234 Tax ID / EIN 11-2220222
Office Address 1 556 fvenue U
Address 2 Apt# 2D Address 3
City Erooklyn State NY Zip 11215
County KINGS-NY (36047} - Country
Phone Fax
E-mail
Party text
Select Alias
3 —— = Add all zhiazes and corporat itz or affilist
| Alias... || Corporate parent/ affiliate. .. | | Review... |before i ].Es the Submit b?.lfl:: t 2

| Submit || Cancel || Clear |

Complete the Joint Debtor's Name, Generation if applicable, Title, and the 9-digit Social Security Number.
The Social Security Number will be redacted on the docket so that only the last four digits are visible.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 18 — Complete Joint Debtor Information

6 .1:[:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/AddParty. plT314168814918 < "'l— Google P ﬁ‘

UE C F Bankruptcy ~ Adversary~ Query Reports~ Utilities = Search Logout

Joint Debtor Information

Last name Thomas First name Elaine
Middle name Generation Title
SSN/ITIN 258-93-8624 122111234 Tax ID / EIN 112202072
Office Address 1 556 Avenue U
Address 2 Apt# 2D Address 3
City Erooklyn State NY Zip 11215
County KINGS-NY (36047} - Country
Phone Fax
E-mail
Party text
Select Alias

| Alias... " Corporate parent/ affiliate. .. II Review... Imiﬂc?@resﬁsuml.fbigﬁmm 2

| Submit || Cancel “ Clear I

Select the Alias button to add other names the Joint Debtor has used in the last eight years.

The Corporate Parent Affiliate button relates to business cases.

The Review button allows the filer to verify specific party types added to the case.

The Clear button erases all information from the Joint Debtor Information screen except the Social Security
Number.

The Cancel button takes the filer back to the Search for Joint Debtor screen.

Select Alias.
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Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 19 — Alias Information

&= SI:‘ uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/AddParty.p AF "l— Google »

=F - Adve 3 LLe REepo == winln

ias Information|(Party Thomas, Elaine )
| Last/Business name ‘ First name |I\Iiddle name |Generaﬁon I Role |

m Starr | Elaine
2] |
3] |
4] |
5] |

| Add aliases || Clear |ClickﬂleAdda]iasesbuttontorerumtorhePa.ttyscreena.ndsubnﬁtallinformationforﬂ:ispaﬂy.

s

At the Alias Information screen, type the alias Last, First and Middle names for the Joint Debtor. The
Role field defaults to aka. Select the drop down arrow to change the Role to fka.

Page 19




Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 20 — Alias Record

JI:' circZ.den | https://ecf-train.nyeb.circ2.dcn/cgi-bin/AddParty.pl 728148264 2268667 -L_1 4 "l' Google Pl

EE c F Bankruptoy Adversary Query Reports Utilities Search Logout
Alias Information (Party Thomas, Elaine )

| Last/Business name | First name |M'_iddle name |Generation | Role
’T| Starr | Elaine | Rose | ifka i+
e
3 aka ~
4| | | | [~
E| | | | | aka -

l Add aliases “ Clear |Clickﬂ:leAdda]ia&esbuﬁontorehunmmePart}'screeﬂaﬂdsubmﬂailini'ofmaﬁcﬂfm’fh.ispaﬂy.

Select Add Aliases

Select the Add Aliases button to save the alias record and to return to the Joint Debtor Information screen.

TIP: When entering more than five (5) aliases, select the Aliases button again from the Joint Debtor
Information screen which will bring you back to the Alias Information screen to add more names

aka - also known as

dba - doing business as

fdba - formerly doing business as
fka - formerly known as

ta - trading as

Page 20



Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 21 — Joint Debtor Information

é i__i uscourts.gov | hitps

eb.uscourts.gov/cgi-bin/AddParty.pl79¢

UE c F Bankruptcy ~ Adversarny™ Query Reports~ Utilities = Search Logout

Joint Debtor Information

Last name Thomas First name Elaine
Middle name Generation Title
S5N /ITIN 258-93-8624 222-11-1234 Tax ID / EIN 112232222
Office Address 1 556 Avenue U
Address 2 Apt# 2D Address 3
City Brooklyn State NY Zip 11215
County KINGS-NY (36047) - Country
Phone Fax
E-mail
Party text

Add all aliases and corporate parents or affiliates
before clicking the Submit button.

| Alias... || Corporate parent ! affiliate. .. |

| Submit || Cancel || Clear | Selpct Beview

Waiting for ecf-train.nyeb.uscourts.gov...

Select the Review button to verify specific party types added to the case.
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Slide 22 — Joint Debtor Information, Cont’d

6 -;I;]UECGUI'ts,gcw_.- Ly

eb.uscourts.gov/cqi-bin/AddParty. pl796458054600¢ . " Foogle

UE c F Bankruptcy ~ Adversarny™ Query Reports~ Utilities = Search

Review attorneys, aliases, corporate parents or affiliates
Elaine Thomas

Logout

Lncheck fo remove from fist

Attornevs added:
Torres, Evelyn

Torres & Associates
271 Cadman Plaza West
Brooklyn, NY 11201

Aliases added:
[V] Starr, Elaine Rose (fka)

Corporate parents / affiliates added:

None added.

Return to Parly screen l| Clear |

Select Return to Party Screen] %

This screen allows the filer to review three added party entries: Attorneys, Aliases, and Corporate Parents
or Affiliates. For this lesson, the alias Starr, Elaine Rose was added for the Joint Debtor.
Select Return to Party screen to return to the Joint Debtor Information screen.
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Slide 23 — Joint Debtor Information

é {7 uscourts.gov | hitps://ecf-train.nyeb.uscourts.gov/cqi-bin/AddParty. pl 7964580546008 "'l— Google P

UE c F Bankruptcy ~ Adversarny™ Query Reports~ Utilities = Search Logout

Joint Debtor Information

Last name Thomas First name Elaine
Middle name Generation Title
S5N /ITIN 258-93-8624 222-11-1234 Tax ID / EIN 112232222
Office Address 1 556 Avenue U
Address 2 Apt# 2D Address 3
City Brooklyn State NY Zip 11215
County KINGS-NY (36047) - Country
Phone Fax
E-mail
Party text
| Alias. . | | Corporate parent | affiliate. . | [ Rmm ﬁfﬂmﬁm&lﬂ?maﬂmﬁ

| Submit ||| Cancel || Clear |

Select Submit

Waiting for ecf-train.nyeb.uscourts.gov...

Review the information entered on the Joint Debtor Information screen and select Submit.
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Slide 24 — Statistical and Report Data

6 :-I: uscourts.gov | https://ecf-tra eb.uscourts.gov/cgi-bin/Dispatch 31370323898 '-‘]— Google Pl

Open Veluntary Bankruptcy Case

Check all that apply for the Tyvpe of debtor below:

Prior filing within last 8 vears no « Type of debtor
Fee status  Paid i E[k @ Individuoal
Nature of deié = Corporation (includes LLC & LLP)
. Partnership
Asset notice Mo Other
Estimated number of creditors - BT e B e
Estimated assets - Health Care Bosiness
Estimated liabilities - Single Asset Real Estate
Railroad
Stockbroker
Commodity Broker
Clearing Bank
Other
" | Tax-Exempt Entity

This screen is known as the Statistical and Report Data (SARD) screen.

The Prior Filing within last 8 years defaults to no. You may select the drop down arrow to change the
option to yes if at least one Debtor previously filed bankruptcy within the last 8 years. For this lesson, select
no.

Select the drop down arrow to view the options for Fee Status.
There are three payment options for Fee Status —
Select Installments to make partial payments within 120 days of the file date of petition. An
Application to Pay Filing Fees in Installments must be filed separately. Only the initial
installment payment can be made by the attorney using the Electronic Case Filing system.
Select Paid if you are paying the filing fee in full.
Select IFP filing fee waived if the Debtor cannot afford to pay the filing fee. An Application For
Waiver of Chapter 7 Filing Fee must be filed separately.
For this lesson select Paid from the pick list.
The Nature of debt options are business and consumer. If the Debtor or Joint Debtor primarily has
business debts, the Nature of debt is business. For this lesson select consumer. The Asset notice default
is controlled by the chapter of the case. Since this is a Chapter 7 case the Asset notice defaults to No.
The Estimated number of creditors, Estimated assets, and Estimated liabilities fields must be
completed by making a selection from the drop down arrow that corresponds to the information on the
petition. The Type of debtor defaults to individual. Since the nature of debt is consumer the type of
debtor should not be changed. Nature of business refers to business cases. The tax exempt entity check
box should be checked when a business is a tax exempt entity. Select Next to continue.
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Slide 25 — Browse Screen

€= | i]® uscourts.gov | https://ect-train.nyeb.uscourts.gov/ cgi-bin/Dispatch.pl 7505040799681 ( ' - Google
-1 g g :

UECF Bankrupicy - Adverszary - Query Reporis - Utilities -

Search

Open Voluntary Bankruptcy Case

Filename

\Attachments to Document: No

| Mext | | Clear

At the Browse screen, it is recommended that the filer selects the Yes radio button for an Attachment to
Document before uploading attachments to the Petition. Select Browse to upload the complete petition

with all schedules, statements and list of creditors as one portable document format file. Do not upload
these pages individually.

TIP: You do not have to select the Yes radio button if you are not attaching Local Rule documents to the
petition.
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Slide 26 — Select File to Upload

6 S_I:':' uscour‘t::._g_t_J‘.f | nttps
SECF

=z A S 7 ) 5 i
in.nyeb.uscourts.gov/ cgi-bin/Dispatch. pl 7595940799681 | _“l = Google

Bankrupicy - Adverszary - Query Reporis -

Utilities - Search Logout

Open Voluntary Bankruptcy Case

- N
@ File Upload (e
e | % » Com.. + DVD RW Drive (E) Case Op... - | +3 ! | Search DVD RW Drive (E e = 4

Organize « Mew folder He= ™ j 'Ié.l
-
Tl MName
L 1073bstmt
ﬂ__l 2017 Pre-Petition Statement
= = 5
=8| ™ Ce Select Petition Cotnesling
I3 || CIEs 5
[~ = i
T4 Petition
=
E _ ﬁ_: Robert Thomas Pay Statement Select a file to preview.
_-ll
& N
| =
L] oy m 3

Select Open
~ [ AllFiles -

Com |

File name:

Cancel |

Highlight and select the file, Petition.pdf. Remember to right click to open and view the file to confirm that
the correct document is being uploaded.

Select Open to upload the Petition to the ECF database.
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Slide 26 — Select File to Upload, Cont'd

& SI; uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch. pl7595840799681 C "l- Google

EECF Bankruptcy =~ Adversary ~ Query
Open Voluntary Bankruptcy Case

Reports ~ Utilities - Search

Logout

Filename
|Ex\Petition pdf |[iBrowse_

\Attachments to Document: No @ Yes

Clear

The file name appears in the Filename box. Select Next to continue.
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Slide 27 — Upload an Attachment to the Petition

& ;"'I"' uscourt:.gp*.f https://ecf-train.nyeb.uscourts.gov/ cgi-bin/Dispatch. pl7111142994622 C -'"- Google Pl H

EECF Bankrupicy - Adverszary - Query Reports - Utilities - Search Logout

Open Voluntary Bankruptcy Case

=
12) Fill in the fields balow.
Category and’or Description

-

Select one or more attachments.

1) Select the PDF document that conta
Filename

\3) Add the filename to the list box below. If you have more artachments, go back to Step 1. When the list of filenames is compiste, click on the Next button.

* 11 Add to List |

| | Remove from List |

|-

[ Nex

Select Browse to upload the Statement Pursuant to Local Rule 1073-2(b) as an attachment to the
Petition.

TIP: Local Rule documents such as the 1073-(2)b can also be filed as a single docket entry.
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Slide 28 — 1073-2(b) Attachment

+ EF uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch. pl7404985357380751 & | |29~ 64
E c F Bankruptcy @~ Adversary =~ Reports ~ Utilities ~
Miscellaneous:
r : 2 N
1-12-4000 @ File Upload :

kslect onel u--u- |r % » Com.. » DVD RW Drive (E:) Case Op... - | "fl | Search DVD RW Dnve (E) Cas... P

Select 1073bstmt T
i) Select f Organize = NE‘I o il &
Filename

1% f111073bstmt
'!j._'__EEUl? Pre-Petition Statement
'!j;_'_f[ertificate of Credit Counseling

P Fill in t . || creditor matrix
cE L Petiti
Category| ; j__;_ ition
@ TL]Robert Thomas Pay Statement
=
B) Add the B complete, click on th
s _-li
Add B
=
=
Ren 4§
I

I Select Open
File name: > |AllFiles -

| Open | | Cancel |

Highlight and select the 1073bstmt.pdf file.
TIP: Right click to open and view the file to confirm that the correct document is being uploaded.

Select Open to upload the Statement Pursuant to LR 1073-2(b).
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Slide 28 — 1073-2(b) Attachment, Cont’d

(— EF' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.plT404985357 380751 -'l— Gq

ECF Bankruptcy L2 Adversary Query Utilities = Search

Miscellaneous:

1-12-40091 Fobert JTames Thomas and Elaine Thomas

Belect one or more attachments.

i} Select the PDF document that contains the atftachment.
Filename

EA1073bstmt. pdf

Pl Fill in the fields below.
Category and/or Description

Appendix

List of 20 Laraest Creditors x below. If yvou have more attachments, go back to Step 1. When the list of filenames is complete, click on th

Adverzary Cover Sheet
Yoluntary Petition
Complaint

Claim

2017 Pre-Petition statement
Chapter 13 Plan Summary
Filed Stamped Page
Exhibit

Index

Affidavit

Revision

Schedule

Supplement

Volume(s)

Proposed Order

Select the drop down arrow in the Category field.
Select the 1073b Statement.

If the category or document is not listed, select the blank field under Category then type the name of the
document in the Description field.

TIP: Local Rule documents such as the 1073-(2)b can also be filed as a single docket entry.
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Slide 28 — 1073-2(b) Attachment, Cont’d

ECF Bankruptcy - Adversary ~ Query Reports ~ Utilities ~ Search

Miscellaneous:

1-12-40091 Robert James Thomas and Elaine Thomas

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

E:1073bstrt pdf

) Fill in the fields below.
Category and/or Description
1073k Statement -

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complet:

1D?3b51mt.pdf%* m
| Remove from List

i

Select the Add to List button.

The Statement Pursuant to LR 1073-2(b) is added to the Add to List box. If you have more attachments,
review the steps used in attaching the Statement Pursuant to LR 1073-2(b). Select Next to continue.
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Slide 29 — Case Filed Pro Bono?

'@ L :r' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl?

| UE c F Bankruptcy ~ Adversary« Query Reports~ Utilities Search Logout
Open Voluntary Bankruptcy Case
Is this case being filed ProBono?

No -
[Giear

Select the drop down arrow. For this lesson select the No to the question, Is the case Pro Bono? Select
Next to continue.
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Slide 30 — Summary of Schedules

EECF Bankruptcy b Adversary - Query Reports = Utilities = Search Logout

Open Voluntary Bankruptcy Case
New Statistical Reporting Requirements: You Are Now Required to Input Totals From Schedules A,B.D.E,F.IJ, Current Monthly Income From Form 22 and Total Nondischargeable Debt.
This Information Can Be Found On Official Form B6 Summary of Schedules.

SUMMARY OF SCHEDULES

Faport the totals from Schedules A B, D, E, F, I, J, Form 12, and Mondischargeabla Debt in the boxes providad.

| NAME OF SCHEDULE/FORM

| LIABILITIES
|A- Real Property
|

|B B B

|D - Creditors Holding Secured Claims

E - Creditors Holding Unsecured Priority Claims

F - Creditors Holding Unsecured Nonpriority Claims

|Average Income (from Schedale I Line 16) \ | |

|A\'emge vz (B Sk iz 1) ‘ | |

Courrent Menthly Income

(from Form 22A Line 12; OR, Form 22B Line 11; OR, Form 22C Line 20)
TOTAL Type of Liahility from

Form 6, Statistical Summary

(Generally Nondischargeable Debt - 28 USC 139)

Total Dischargeable Debt (Computed)

Note: Not computed when any value above for D,E F, or
nondischargeable debt is not known.

The Summary of Schedules screen appears.
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Slide 31 — Summary of Schedules, Cont'd

EE F Bankruptey - Adversary -~ Query Reports ~ Utllitles ~ Search Logout

Jpen Veoluntary Bankruptcy Case

New Statistical Reporting Requirements: You Are Now Required to Input Totals From Schedules AB,D.E,FLJ, Current Monthly Income From
Form 22 and Total Nondischargeable Debt. This Information Can Be Found On Official Form B6 Summary of Schedules.

SUMMARY OF SCHEDULES I

Fezport the totals from Schedules A, B, D, E, F, I, T, Form I2, and Nondischargeable Debt in the boxes provided.

| NAME OF SCHEDULE/FORM | ASSETS | LIABILITIES
|A - Real Property | 000 |

‘B - Personal Property

7500.00 ‘

‘D - Creditors Holding Secured Claims

‘E - Creditors Holding Unsecured Priority Claims 75000.00

|
|
‘ 35000.00 |
|
|

‘F - Creditors Holding Unsecured Nonpriority Claims ‘ 55000.00

|A1.'emge Income (from Schedule [, Line 16) | | 6500.00

‘Ax‘emge Expenses (from Schedule I, Line 18)

Current Monthly Income

(from Form 22A Line 12; OR, Form 22B Line 11; OR, Form 22C Line 20)
TOTAL Type of Liahility from

Form 6, Statistical Summary 35000.00
(Generally Nondischargeable Debt - 28 USC 139)

Total Dischargeable Debt (Computed)
Note: Not computed when any value above for D, E. F, or 130000.00
nondischargeable debt is not known.

‘ | §450.00

6500.00

Filers are required to input totals from Schedules A, B, D, E, F, I, J, Current Monthly Income from the
Means Test (Form 22A) and from Form 6, Statistical Summary. If a Schedule or form is not being filed,

leave the field blank. If a Schedule or form is not applicable to a Debtor, enter $0.00. Select Next to
continue.
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Slide 32 — Statistical Reporting Requirements for UST

Open Voluntary Bankruptcy Case

Schedules

Schedule C: Total value of claimed exemptions

Schedule I line 1: Monthly gross wages, salary, and commission Debtor
Schedule I line 5: Subtotal of payroll deductions Debtor
Schedule J ine 20c: Monthly net income

Form B1IA

Line 1A: Veteran's declaration

Line 1B: Declaration of non-consumer debts

Line 2: Marital filing status

Line 11: Subtotal of current monthly income Debtor
Line 14B: Debtor's household size

Line 14: Applicable median family income

Line 18: Current monthly income

Line 19A: National standards: food, clothing and other items

Line 19E: Naticnal standards: health care for persons under 63 years of age
(Subtotal C1)

Line 19B: National standards: health care for persons 63 years of age or older
(Subtotal C2)

Line 20A: Local standards: housing and utilities; non-mortgage expenses
Line 20B: Local standards: houwsing and utilities; mortgage/rent expenses

Line 22A: Local standards: transportation: vehicle operation/public transportation  Number of vehicles used
expense

Line 22E: Local standards: transportation: additional public transportation expense

Spouse

Spouse

Spouse

~ Amount

Information entered on this screen is reported to the United States Trustee’s Office.

m
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Slide 32 — Statistical Reporting Requirements for UST, Cont’d

.SI:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch. pl 766787471413 C ""— Google Pl &

UE c F Bankrupicy -~ Adversary~ Query Reports~ Utilities = Search Logout

Open Voluntary Bankruptcy Case

R

Schedules

Schedule C: Total value of claimed exemptions 7500.00

Schedule I line 1: Monthly gross wages, salary, and commission Debtor 5500.00 Spouse

Schedule I line 5: Subtotal of payroll deductions Debtor Spouse

Schedule T line 20c: Monthly net income 650000 1
Form B22A

Line 1A: Veteran's declaration ]

Line 1B: Declaration of non-consumer debts

Line 2: Marital/filing status - |
Line 11: Subtotal of current monthly income Debtor Spouse

Line 14B: Debtor's household size

Line 14: Applicable median family income

Line 18: Current monthly income

Line 19A: National standards: food, clothing and other items

Line 195: MNational standards: health care for persons under 65
vears of age (Subtotal C1)

Line 19B: National standards: health care for persons 65 years of
age or older (Subtotal C2)

Line 20A: Local standards: housing and utilifies; non-mortgage
EXpenses

Line 20B: Local standards: housing and utilities; mortgage/rent -

Enter the information in the appropriate fields from Schedules C, I, J and Form B22A, the Means Test.
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Slide 32 — Statistical Reporting Requirements for UST, Cont’d

.SI:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch,pl 766787471413 C ""— Google Pl &

EE c F Bankrupicy -~ Adversary~ Query Reports~ Utilities = Search Logout

CXPENses

Line 22A: Tocal standards: transportation: vehicle Number of vehicles used - Amount
operation/public transportation expense

Line 22B: Local standards: transportation: additional public
transportation expense
Line 23: Local standards: transportation ownership/lease expense Number of vehicles owned -

Line 23c and 24c: Local standards: Net transportation
ownership/lease expense

Line 33: Total expenses allowed under IR S standards

Vehicle 1 Vehicle 2

Line 38: Education expenses for dependent children under 18
Line 39: Additional food and clothing expense

Line 41: Total additional expense deductions

Line 46: Total deductions for debt payment

Line 47: Total of all deductions allowed

Line 50: Monthly disposable income

Line 51: 60-month disposable income

m

Line 52: Initial presumption determination -

Line 53: Total non-priority unsecured debt

shold debt payment amount
L ndary presumption determination -

Clear |

[\ -

Continue to fill out the form and select Next to continue.
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Slide 33 — Presumption Arises

(‘ > -:I:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl 7401710484 & '.l— Google Pl &

UE c F Bankruptcy - Adversary~ Query Reports~ Utilities = Search Logout

{Open Voluntary Bankruptcy Case

*

Select no to indicate that no Presumption Arises.
Select Next to continue.

TIP: Select yes to indicate that Presumption Arises. Select unknown to indicate that the document to
determine if Presumption Arises was not filed with the Court.
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Slide 33 Cont’d — Reminders
(— .:I:' uscnur?:;_.go‘u.' tps://eci-train.n eb us_cour‘ts‘._ggv cgr-hin Dispatch.pl73049607594431 = -"— Google P i

UE c F Bankruptcy - Adversary™ Query Reports~ Utilities = Search Logout

[Open Voluntary Bankruptcy Case

[Upon completion of this event. you must also docket the following as a separate event:

Certificate of Credit Counseling

[If you IreNOT filing the Certificate of Credir Counseling. you MUST dockert the event Exhibit D: Re Credit Counseling
:Requil'ement

iseparately for each Debtor

I[Fee: £ 306

S %
v

Select Next

Reminders

Read and comply with the reminders on this screen:
Upon completion of this event, you must docket the Certificate of Credit Counseling as a
separate event.
If you are not filing the Certificate of Credit Counseling, docket the event Exhibit D: Re Credit
Counseling Requirement separately for each Debtor.
The fee ($306.00) to file a Chapter 7 is displayed.

TIP: Effective November 21, 2012, the filing fee for a Chapter 11 case will increase to $ 1,213.00 and may
be subject to changes by the Judicial Conference thereafter. Subsequent changes in fees may not be
reflected in this presentation.

Select Next to continue.

Page 39



Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 33 Cont’d — Select Next

{- ..'T' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl73353051453896 = ||y - Gaogle Pl &

UE c F Bankruptcy - Adversary™ Query Reports~ Utilities = Search Logout

[Open Voluntary Bankruptcy Case

Select Next to continue.
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Slide 33 Cont’d — Docket Text
(— .:I:' uscnur?:;_.go‘u.'

1yeb.uscourts.gov/c

ttps:/fecf-trair cgi-bin/Dispatch.pl?71034941041949 C -'I- Google
UECF Bankruptcy -

Query

Adversary™
[Open Voluntary Bankruptcy Case

Reports~ Utilities = Search Logout

Docket Text: Final Text

Chapter 7 Voluntary Petition. Fee Amount $306 Filed by Evelyn Torres on behalf of Robert
James Thomas, Elaine Thomas (Attachments: # (1) 1073b Statement) (Torres, Evelyn)

| Attention!! Submitting this screen commits this transaction. You will have no further opportunity to
| modify this submission if vou continue.
|Have you redacted?

| Clear |

The Docket Text displays the information that will appear on the docket. Review the information for
accuracy because submitting this screen commits the transaction and you will have no further opportunity to
modify this submission. Select Next to continue.

Page 41




Opening a Voluntary Chapter 7 Case for a Debtor and Joint Debtor

Slide 34 — Internet Payments Due (Summary of Current Charges)

+ :-I:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.plT112934851606 ( "'— Google Pl #&
UECF Bankrupicy - Adversary ~ Query Reporis - Utilities - Search Logout
Open Veoluntary Bankruptcy Case o
U.5. Bankruptey Court
Eastern District of New York
IMotice of Bankmptey Case Filing
I Summary of current charges K |and filed on 6/29/2012
E Date Incumed Description Amount
o 2012-08-29 12:23:42 oluntary Petition {Chapter T){1-12-40021) [misc,volp7a] [ 306.00) 5 308.00
Total: § 306.00
D
c res, Evelyn)
T
D =
o s
IE
|H
[k
8
1
E
E
1 I Pay MNow I | Cortinue Filing |

The panel with the Summary of current charges appears with the Notice of Bankruptcy Case Filing
in the background. If the panel window with the Summary of current charges did not appear, go to
the ECF menu bar and select Utilities, from the Utilities menu select Internet Payment Due to make
a payment.

If you have more filings that require a fee, it is recommended that you select Continue Filing.
For this lesson select Pay Now.
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Slide 34 — Internet Payments Due, Cont’d

7, e .
(- CI; uscourts.gov | https f-train.nyeb.uscourts.gov/cgi-bin/CreditCardPayment.p (

EE C F Bankrupicy - Adversary ~

Query Reporis - Utilities -

Logout
Internet Payments Due
Check Fees to Pay | Date Incurred | Description | Amount
| — 2012-06-29 12:25:42 Voluntary Petition (Chapter 7)(1-12-40091) [miscvolpTa] ( $306.00
— 306.00) s

|_Clear |

Select Next

On the Internet Payments Due screen, the outstanding fee is displayed for the filer to place a check in the
Check Fees to Pay box or select the Select all button.

Select Next to continue.
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Slide 34 — Internet Payments Due, Cont’d

(— .'I; uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/CreditCardPayment.pl781 ( "'- Google Pl

UECF Bankrupicy - Adversary ~ Query Reporis - Utilities - Logout

Internet Payments Due

Date Incurred Description Amount

2012-06-20 12:23:42 Voluntary Petition (Chapter 7){1-12-40091) [misc volp7a] { 306.00) $ 306.00

Total: $306

N

Select Pay Now.
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Slide 34 — Internet Payments Due, Cont’d

é. % pay.gov | https://qa pay.gov/paygo OCI5erviet : "' i I'E:-:l-;-:'s P #

System Message

s The system has populated the Payment Date with the next available payment date.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1
This item is payable by|Bank Account Debit (ACH) or Plastic Card (ex: VISA Mastercard. American Express Discover)|
|Option 1: Pay Via Bank Account (ACH)|About ACH Debit

11

Required fields are indicated with a red asterisk il

Account Holder Hame: Evelyn Torres 2 L\\s
Payment Amount: $306.00

Account Type: -
Routing Number:
Account Number:
Confirm Account Number:

Check Number:

Routing Mumber Account Mumber Check Number

Yoaeguerast lganareraqale faaanl

| Payment Date: 07/02/2012 |

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Process.
[ Continue with ACH Payment H Cancel |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted

and pages being loaded incorrectlv Please use the links provided whenever possible 7]

Attorneys are required to pay the total of selected fees by making a payment either by Bank Account Debit
(ACH) or Plastic Card (ex. VISA, MasterCard, American Express, Discover).

Filers will learn how to make payments using both methods. The first option is paying by Bank Account
Debit.

Note: The account holder name field populates with the name listed on the CM/ECF account. The Payment
Amount field populates with the current amount due and the Payment Date will display the date that the
payment amount will be debited from your account.
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Slide 35 — ACH Payment Option

+ ”%mpax._g_ovl;!'—ti!::l-:: qa.pay.gov/paygos OCI5ervlet 1 C '-.— Gos'l;::'s ):'

System Message

= The system has populated the Payment Date with the next available payment date.

Online Payment Return to your originating applicatien
Step 1: Enter Payment Information 1
This item is payable by Bank Account Debit (ACH) or Plastic Card (ex: VISA. Mastercard, American Express. Discover)
|Option 1: Pay Via Bank Account (ACH)| About ACH Debit

Required fields are indicated with a red asterisk *

Account Holder Name: Evelyn Torres *

Payment Amount: $306.00

Account Type: Business Checking - *
Routing Number: 042000424
Account Number: 325336

Confirm Account Number: 925336
Check Number: 1235]

Routing Mumber Account Number Check Number

|
doapaLe?a I IgaLaee ragal T a3l

Payment Date: 07/02/2012 Select Continue with ACH Payment

Select the"Continue with ACH Payment” button ontnue to the next step in the ACH Debit Payment Process.
|| Continue with ACH Payment || Cancel |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

m

Enter the required information in the remaining blank fields and select Continue with ACH Payment.
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Slide 36 — Review Payment Summary

(—_ % pay.gov | hitps://qa.pay.gov/paygov/payments/enterACHD ebitPaymentinformation c -"l* Google R
Online Payment Return to your originating applicatinnl
Step 2: Authorize Payment 1|2

Payment Summary |Editthis information

Account Holder Name: Evelyn Torres
Payment Amount: $306.00
Account Type: Business Checking
Routing Number: 042000424
Account Number: *********5335
Check Number: 1235
Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Payment Date: 07/02/2012

Email Address: evelyn_torres@iorassociates.com

Confirm Email Address; evelyn_torresi@torassociates.com

cC Separste mulfiple email sddrezzes with 2
o i

Authorization and Disclosure

Required fields are indicated with a red asterisk 2

— 1 = P
| agree to the authorization and disclosure language.
Zuthorization and Disclosure——Consumers and Businesses

The debit transaction{s) to which you are agreeing are handled on behalf of Federal
agencies by "Pay.gov," which consists of services offered by the U.S5. Treasury
Department's Financial Management Service. As used in this document, "we” or "us”
refers to the Financial Management Service and its agents and contractors operating
Pay.gov. "You" refers to the end-user reading this document and agreeing to it prior
to engaging in a debit transaction.

m

I. Consumers

=

L]

Review the Payment summary for accuracy. Select the hyperlink Edit this information to make
corrections.

If you wish to cancel the transaction, select the hyperlink Return to your originating application.

You may enter and confirm your Email address to have a confirmation sent to you upon completion of this
transaction.

Place a check in the box to indicate you have read and agree to the authorization and disclosure language.
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Slide 36 Cont’d — Authorization and Disclosure

(—_ % pay.gov” https://qa.pay.gov/paygov/payments/enterACHDebitPaymentInformation L& -"* G h R

Separst
cC: i

Authorization and Disclosure
Required fields are indicated with a red asterisk *

| agree to the authorization and disclosure language. [V i

Inthorization and Disclosure--Consumers and Businesses

|
The debit transaction(s} to which you are agreeing are handled on behalf of Federal i
agencies by "Pay.gov," which consists of services offered by the U.S5. |

Treasury
Department's Financial Management Service. As used in this document, "we” or "us"

refers to the Financial Management Service and its agents and contractors operating

Pay.gov. "You" refers to the end-user reading this document and agreeing to it priaor
to engaging in a debit transaction.

I. Consumers

4. Buthorization

You acknowledge that you have read and understand the consumer disclosure language and
anthorize the Federal Reserve Bank of Cleveland to debit the named financial
institution account. This authorization is to remain in full force and effect until we
have received notification of its termination in such time and in such manmner as to
afford Pay.gov a reasonable opportunity to act on it, or unless otherwise terminated
for any reason by Pay.gov.

E. Disclasure

View Authorization and Disclosure in a separate winr[s.ﬂect Submit Payment

Press the "Submit Payment” Button only once. Pre g the button more than once could result in multiple transactions.
I Supmitpayment ” Cancel
Ay

MNote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

1

Select Submit Payment.
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Slide 37 — Request is being processed

Your request is being processed. Please wait.

Navigating away from this page while the payment is being processed may lead to an incomplete
transaction.
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Slide 38 — ACH Debit Receipt

EE c F Bankruptcy - Adversary - Query Reporis - Utilities - Search Logout

U.5. Bankruptcy Court
Eastern District of New York

Thank you. Your transaction in the amount of § 306.00 has been completed.

Please print a copy of your transaction receipt for future reference. The transaction number 15 156027.

Detail description:
Veluntary Petition (Chapter 7)(1-12-40090) [misc,volpTa] ( 306.00)

This is the receipt that shows your transaction has been paid by ACH Debit. You may print or save it for

your records. The receipt provides the amount paid, a transaction number and a detailed description of the
document.
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Slide 39 — Credit Card Payment Option

€ |22 pay.gov | hitps//qa.pay.gov/paygov/ OCIServiet=payViaPC C || M- Google Pl &

System Message

= The system has populated the Payment Date with the next available payment date.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1
This item is payable by Bank Account Debit (ACH) Ur!F'Iastic Card (ex: VISA. Mastercard, American Express. Discover)
Option 1: Pay Via Bank Account (ACH) About ACH Debit

iii]

Required fields are indicated with a red asterisk ®

Account Holder Name: Evelyn Tarres E
Payment Amount: $306.00

Account Type: ~|*

Routing Number: 2 i
L\SAccount Number: *
Confirm Account Number: o

Check Number:
Routing MNumber Account Number Check Number

|
doapaLe?a I IgaLaee ragal T 23l

Payment Date: 07/02/2012

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Process.
Continue with ACH Payment l [ Cancel

MNote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages beina logded incorrectlv. Please use the links provided whenever possible k|

The second option is paying by credit card.

Since the ACH option is listed first, select the Plastic Card hyperlink or scroll down to the credit card
option.
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Slide 39 — Credit Card Payment Option, Cont’d

0w/ OCTSer

. o < |, e
letZpayViaPC C | | =9~ Google Pl #®

B dy. CI\."-i'IET_!J;:' 0a.pay.gov, pd
€ Z payg pay.g

AETELL LS S UTTHTIUS WL s T ay s Wuiiunn L COTIniu s L LS AL SR I LS Mal | DSWIE T ayinsie | iooees s,

Continue with ACH Payment I [ Cancel

MNote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Option 2: Pay Via Plastic Card (PC) (ex: VISA, Mastercard, American Express, Discover}l

Required fields are indicated with a red asterisk %

Account Holder Name: Eelyn Tores o
Payment Amount: 5306 00
Billing Address: 271 Cadman Plaza We "
Billing Address 2:
City:
State / Province: — -
Zip / Postal Code: 11201

*
Country: United States -

o — ]
Card Type: Visa o [V @ A e

Card Number: 4117171171117117111 ¥ (Card number value should not contain speces or dazhes)

Security Code: 701 * Help finding vour secrity code
Expiration Date: 04 ~ */ 2016 ~ * E’j‘ CENtDE BRI TRt Cacd ]

101

Payment

Select the "Continue with Plastic Card Payment” button ta.€ontinue to the next step in the Plastic Card Payment Process.
I Continue with Plastic Card Payment | Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Note that the Account Holder Name and Billing Address populate with the information listed in your
CM/ECF account. The Payment Amount field populates with the current amount due.

Enter the required information in the remaining blank fields and select Continue with Plastic Card
Payment.
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Slide 40 — Payment Summary

é } % pay.gov | https://qa.pay.gov/paygov/payments/e t C ‘l - Google p=
Online Payment Return to your originating application
Step 2: Authorize Payment 1|2
Payment Summary  Edit this information
Address Information Account Information Payment Information

Account Holder Card Type: Visa Payment Amount: $306.00
N . Evelyn Torres
e Card Number: #1111 Transaction Date 06/23/2012 11:39
271 Cadman Plaza and Time: EDT

Billing Address: VWest
Billing Address 2:
City:
State / Province:
Zip | Postal Code: 11201
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Email Address: evelyn_torres@torassociates.com

Confirm Email Address: evelyn_torres@torassociates.com|
CC: o

Authorization and Disclosure

Required fields are indicated with a red asterisk *

| authorize a charge to my card account for the above g 1ot Submit Pavment 11N My card issuer agreement. [ *

Press the "Submit Payment” Button enly once. Pré an once could result in multiple transactions.

| Submit Payment || Cancel |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages beinag loaded incorrectly, Please use the links provided whenever possible

m

Review the Payment Summary for accuracy. Select the hyperlink for Edit this information to make
corrections. If you wish to cancel the transaction, select the hyperlink Return to your originating
application. You may enter and confirm your Email address to have confirmation sent to you upon
completion of this transaction. Place a check in the box to complete the credit card transaction and
Select Submit Payment.
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Slide 41 — Request is being processed

Your nequest is being processed. Please wait

Navigating away from this page while the payment is being processed may lead to an incomplete
transaction.
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Slide 42 — Credit Card Receipt

ECF Bankruptcy - Adversary - Query Reporis ~ Utilities = Search Logout

U.5. Bankruptcy Court
Eastern District of New York

[hank vou. Your transaction in the amount of § 306.00 has been completed.
Mease print a copy of your transaction receipt for foture reference. The transaction number 1s 156027.

Detail description:
Voluntary Petition (Chapter 7)(1-12-40090) [misc.volpTa] { 306.00)

This is the receipt that shows your transaction was paid by credit card. You may print or save it for your
records. The receipt provides the amount paid, a transaction number and a detailed description of the
document filed.
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Slide 43 — Notice of Bankruptcy Case Filing

é rSI:' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin DisplayReceipt.pl?5352935 C -.‘l* Google P &

UE C F Bankruptcy ~ Adversary~ Query Reports™ Utilities = Search Logout

U.S. Bankruptcy Court

Eastern District of New York

otice of Bankmptcy Case Fﬂingl

The following transaction was received from Evelyn Torres entered on|6/29/2012 at 12:23 PM EST/|and filed on 6/29/2012

Case Name: Fobert James Thomas and Elaine Thomas
Case Number: 1-12-40021
ocument Number: 1 |

Chapter 7 Voluntary Petition. Fee Amount $306 Filed by Evelyn Torres on behalf of Robert James Thomas and
Elaine Thomas (Attachments: # (1) 1073b Statement) (Torres, Evelyn)

The following document(s) are associated with this transaction:
Diocument descripfion:Main Document

Omniginal filename: Pefition pdf

Electronic document Stamp:

[STAMP bkecfStamp ID=079333706 [Date=6/29/2012] [FileNumber=132003-0] [
Oelde626f4d4a%e8c32b30d8cafddid3f64974d8f1c31c3d47fa406c2ab6109237dd7
b6e23d74bbbe95521dba072899338cbe30cal 696004413ac15b36321db]]

Document description:1073b Statement

Original filename:1073bstmt pdf

Electronic document Stamp:

[STAMP bkecfStamp ID=079333796 [Date=06/29/2012] [FileNumber=132003-1] [
a276ddd5ab068b22e2d3458b5bB8aefade0a3c0f604df58eal2%de44a3e85618ddB8d0d
100088efc744de4a04895db25b02205b4ib9f0b7ae880fcedbebbc06ec]]

-12-40021 Notice will be electronically mailed to:
Evelyn Torres on behalf of Debtors Robert Thomas and Elaine Thomas m
Evelyn 4Torres@nyeb uscourts.gov, Torres_Assoc{@torassociates com

[1-12-40091Notice will not be electronically mailed to:| BLE

1

This Notice of Bankruptcy Case Filing is the receipt evidencing the filing of the Debtor and Joint Debtor
Chapter 7 Petition. Any filer with an ECF login and password who dockets on the case receives this Notice
of Bankruptcy Case Filing in his or her e-mail account.

The Notice of Bankruptcy Case Filing also indicates the date and time the case was opened.

When a bankruptcy case is filed, a case number is assigned. This is the case number that needs to be
used to docket any activity related to this matter. Once you have received a case humber you do not need
to use the event Open Voluntary Case.

Document Number — In this e-mail, filers must select the Document Number hyperlink to view the Petition.
This is referred to as the Free Look. If the filer loses the free look, the filer must query the docket through
PACER.

Docket Text — Duplicates the Final Docket Text as it appears on the docket.

Notice will be electronically mailed — Identifies the parties in the case who will receive electronic notice of
the filing their e-mail account.

Notice will not be electronically mailed - Identifies the parties in the case who will not receive electronic
notice of the filing and they must be served conventionally.

TIP: If you wish to get an official Notice of Bankruptcy Case Filing with the Court’s Seal, go on the ECF
menu bar and select Query.
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Slide 44 — Query for the Notice of Bankruptcy Case Filing

é ﬁ ;I; uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/iquery.p "'l- Google Pl &

UE c F Query Reports~ Utilities = Logout

Query

‘ Warning: you will be billed for the total number of pages (this report is not subject to the 30-page limit on PACER

charges).
Search Clues
Case Mumber |
Last/Business Name (Examples: Desoto, Des*t)
First Mame Middle Mame
SENITIN Tax ID/EIN
Type ~ [Clopen cases [ Closed cases

| Run Guery l | Clear |

+r

After logging in to PACER, enter the case number and select Run Query.

TIP: Use your PACER login and password to access the PACER menu items.
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Slide 44 — Query for the Notice of Bankruptcy Case Filing, Cont’d

é .T;' uscourts.gov | https://ecf-train.nyeb.uscourts.gov/cgi-bin/iguery.pl?37279775341 798 < '.’l— Google Pl &

UE c F Query Reports~ Utilities = Logout

1-12-40091 Robert James Thomas and Elaine Thomas
Case type: bk Chapter: 7 Asset: No Vol: v
Date filed: 06/20/2012 Date of last filing: 06/20/2012

Query

Alias Trustee

Associated Cases View Document
Attorney Creditor Mailing Matrix
Case Summary

Creditor

Deadline/Schedule

Docket Report ... Elel/el:l Notice of Bankruptcy

Filers Case Filing
Historv/Documents

Jotice of Bankruptcy Case Filing
Party
Related Transactions
Status

From the menu, select Notice of Bankruptcy Case Filing.
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Slide 44 — Notice of Bankruptcy Case Filing, Cont'd

EE c F Query Reports~ Utilities ~ Logout

United States Bankruptcy Court
Eastern District of New York

Notice of Bankruptcy Case Filing

A bankmiptey case concerning the debtor(s) listed below was filed under Chapter 7 of
the United States Bankruptcy Code. entered on 06/29/2012 at 12:23 PM and filed on
06/29/2012.

Robert James Thomas
556 Avenue U

Apt#2D

Brooklyn, NY 11215
S5N /ITIN: xxx-xx-2341

Elaine Thomas

556 Avenue U

Apt#2D

Brooklyn, NY 11215
S5N /ITIN: xxx-xx-8624

‘The case was assigned case number 1-12-40091.

In most instances, the filing of the bankruptcy case automatically stays certain collection and other actions against the debtor and the
debtor's property. Under certain circumstances, the stay may be limited to 30 days or not exist at all, although the debtor can request the
court to extend or impose a stay. If you attempt to collect a debt or take other action in viclation of the Bankmuptcy Cede, you may be
;penalized. Consult a lawvyer to determine your rights in this case.

1f yvou would like to view the bankmiptey petition and other documents filed by the debtor, they are available at our fnternef home page

The Notice of Bankruptcy Case Filing displays the debtor and joint debtor information along with the court
seal with the file date and time stamped on it.
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Slide 45 - Summary

UNITED STATES BANKRUPTCY CCOURT

EASTERN DISTRICT OF NEW YORK

Hon. Carla £ Craig, Chi=f Judge Robert &, Gavin Ir., derk of Cours

You have completed the lesson on opening a Voluntary Case for a Debtor
and Joint Debtor. You should now be able to:

Open a new bankruptcy case for one or two Debtors

Select the Divisional Office to file the case

Search for and create profiles for Debtor and Joint Debtor

Add one or more aliases

Add information to the SARD screen

Upload the Petition

Upload Local Rule forms as attachments to the Petition

Respond to the Presumption of abuse question

Make a Payment by using Bank Account Debit (ACH) or Credit Card
Describe the purpose and function of the Notice of Bankruptcy Case
Filing

To exit this module, click on the X on the page
tab at the top of the screen to close the current
tah.
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