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INTRODUCTION

THISMANUAL WASPREPARED BY THE CLERK’SOFFICEOF THEUNITED STATES
BANKRUPTCY COURT, NORTHERN DISTRICT OF OHIO, AS AREFERENCE GUIDE
FOR BANKRUPTCY COURT PRACTITIONERS. WHILE THE INFORMATION
PRESENTED IS ACCURATE AS OF THE DATE OF PUBLICATION, IT SHOULD NOT
BE CITED OR RELIED UPON AS LEGAL AUTHORITY. MOREOVER, THE
INFORMATION ISNOT INTENDED TO SERVE AS ACOMPLETE EXPLANATION OF
THE SUBJECT MATTER COVERED, NOR OF EVERY ISSUE ADDRESSED BY THE
BANKRUPTCY COURT.

USERS OF THIS MANUAL ARE ENCOURAGED TO REFER TO THE APPLICABLE
LEGAL AUTHORITIES GOVERNING BANKRUPTCY PROCEEDINGS, INCLUDING
TITLES 11 AND 28 OF THE UNITED STATES CODE, THE FEDERAL RULES OF
BANKRUPTCY PROCEDURE, THE LOCAL RULESPROMULGATEDBY THISCOURT,
AND THE ADMINISTRATIVE ORDERS AND GENERAL ORDERS ISSUED BY THIS
COURT.

KENNETH J. HIRZ
CLERK OF COURT
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l. BANKRUPTCY COURT OVERVIEW

DEFINITIONS

The following definitions describe terms used in this manual:

. “Clerk” means the Clerk of the Bankruptcy Court and any Deputy Clerk.

. “Judge” means any judicial officer, including any District Judge or Bankruptcy Judge, before
whom any bankruptcy case or proceeding is pending.

. “Court” means any Judge or Clerk of Court personnel to whom responsibility for a particular
action or decision in a bankruptcy case or proceeding has been duly delegated or assigned.

. “Local Bankruptcy Rule(s)” or “LBR” mean the Local Rule(s) for the United States
Bankruptcy Court, Northern District of Ohio.

. “Local Civil Rule(s)” or “LCR” mean the Local Civil Rule(s) for the United States District

Court, Northern District of Ohio.
[See LBR 9001-1]

COURT BUSINESS HOURS

The office hours of the United States Bankruptcy Court Clerk’s Office are 8:00 a.m. to 5:00 p.m.;
the public business hours during which papers may be filed are 9:00 a.m. to 4:00 p.m. weekdays,
excluding legal holidays. In an emergency, papers may be filed at other times by making prior
arrangements with the Clerk during public business hours. [See Fed. R. Bankr. P. 5001(c)]

COURT LOCATIONS

AKRON CLEVELAND (Headquarters)

U.S. Bankruptcy Court U.S. Bankruptcy Court

455 Federal Building Howard M. Metzenbaum U.S. Court House
Two South Main Street 201 Superior Avenue

Akron, Ohio 44308 Cleveland, Ohio 44114

Phone: (330) 252-6100 Phone: (216) 615-4300

FAX: (330) 252-6115 FAX: (216) 615-4364

Judge: Marilyn Shea-Stonum Judges: Randolph Baxter (Chief Judge)
Deputy Clerk-in-Charge: Marie Randolph Pat E. Morgenstern-Clarren

Arthur I. Harris
Deputy Clerk-in-Charge: Teresa Underwood
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CANTON TOLEDO

U.S. Bankruptcy Court U.S. Bankruptcy Court
Frank T. Bow Federal Building 411 U.S. Courthouse

201 Cleveland Avenue, SW 1716 Spielbusch Avenue
Canton, Ohio 44702 Toledo, Ohio 43604
Phone: (330) 458-2120 Phone: (419) 213-5600
FAX: (330) 458-2451 FAX: (419) 213-5647
Judge: Russ Kendig Judges: Richard L. Speer
Deputy Clerk-in-Charge: Karen Rupert Mary Ann Whipple

Deputy Clerk-in-Charge: David Fickel

YOUNGSTOWN

U.S. Bankruptcy Court

10 E. Commerce Street

Youngstown, Ohio 44503

Phone: (330) 742-0900

FAX: (330) 742-0902

Judge: Kay Woods

Deputy Clerk in Charge: Donald Hinkson

COUNTIES SERVED BY DIVISIONAL OFFICES

EASTERN DIVISION: WESTERN DIVISION:
AKRON CLEVELAND TOLEDO
Medina Cuyahoga* Allen Mercer
Portage Geauga Auglaize Ottawa
Summit* Lake Defiance Paulding
Lorain Erie Putnam
Fulton Sandusky
CANTON YOUNGSTOWN Hancock Seneca
Ashland Ashtabula Hardin Van Wert
Carroll Columbiana Henry Williams
Crawford Mahoning* Huron Wood
Holmes Trumbull Lucas* Wyandot
Richland Marion
Stark*
Tuscarawas
Wayne

* Indicates county in which divisional office is located.
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FORMS AVAILABLE FROM CLERK'’S OFFICE

Please check the Bankruptcy Court website at www.ohnb.uscourts.gov for a listing of local
forms available on-line and at the Court’s divisional offices. The forms can be found under the
link entitled Forms & Publications, Local Forms.

OFFICE OF THE UNITED STATES TRUSTEE*

UNITED STATES TRUSTEE

Saul Eisen

Howard M. Metzenbaum U.S. Court House

201 Superior Avenue
Cleveland, Ohio 44114
Phone: (216) 522-7800

CHAPTER 12 TRUSTEE

EASTERN DIVISION
Andrew Suhar

1101 First National Tower
P.O. Box 1497
Youngstown, Ohio 44501

CHAPTER 12 TRUSTEE

WESTERN DIVISION
Suzanne Mandross

PO Box 2534

Toledo, Ohio 43606
Phone: (419) 537-9906

CHAPTER 13 TRUSTEE

AKRON

Jerome Holub

One Cascade Plaza
Suite 2020

Akron, Ohio 44308
Phone: (330) 762-6335

CHAPTER 13 TRUSTEE
CANTON

Toby Rosen

Charter One Bank Building, 4" Floor
400 W. Tuscarawas Street

Canton, Ohio 44702

Phone: (330) 455-2222

CHAPTER 13 TRUSTEE
CLEVELAND

Craig Shopneck

BP Tower

200 Public Square, Suite 3860
Cleveland, Ohio 44114
Phone: (216) 621-4268

CHAPTER 13 TRUSTEE
TOLEDO

Anthony DiSalle

501 Toledo Building

316 N. Michigan Street
Toledo, Ohio 43604
Phone: (419) 255-0675

CHAPTER 13 TRUSTEE
YOUNGSTOWN

Michael Gallo

20 Federal Plaza West
Suite 600

Youngstown, Ohio 44503
Phone: (330) 743-1246




U.S. Bankruptcy Court
Northern District of Ohio
Desk Reference Manual

* The above information on the Office of the United States Trustee applies to Region 9, which
includes the Northern District of Ohio. Please note that the Office of the United States Trustee

is not a part of the United States Bankruptcy Court.

SECTION 341 MEETING LOCATIONS

AKRON (Chapter 7)

First Energy Building

76 South Main Street, Atrium Level
Akron, Ohio 44308

AKRON (Chapter 13)
The National City Center
One Cascade Plaza

20" Floor

Akron, Ohio 44308

CANTON (Chapter 7 and 13, Canton Area)
Frank T. Bow Federal Building

201 Cleveland Avenue, SW

#B 13

Canton, Ohio 44702

CANTON (Chapter 7 - Mansfield Area)
Mansfield Municipal Complex

City Council Chambers

30 North Diamond Street

Mansfield, Ohio 44902

CANTON (Chapter 13 - Mansfield Area)
Richland County Courthouse

50 Park Avenue, E.

Commissioner’s Office, 1* Floor
Mansfield, Ohio 44902

CLEVELAND (Chapter 7 and 13)

Howard M. Metzenbaum U.S. Court House
201 Superior Avenue

6" Floor

Cleveland, Ohio 44114

TOLEDO (Chapter 7 and 13, Toledo Area)
Ohio Building

420 Madison Avenue, Room 680

Toledo, Ohio 43604

TOLEDO (Chapter 7 and 13, Lima Area)
401 West North Street

Room 260

Lima, Ohio 45801

YOUNGSTOWN (Chapter 7 and 13,
Ashtabula County)

Ashtabula County Courthouse

25 West Jefferson Street

2" Floor Conference Room

Jefferson, Ohio 44047

YOUNGSTOWN (Chapter 7 and 13, All
Others)

Federal Building and U.S. Courthouse

10 E. Commerce Street

Room 340

Youngstown, Ohio 44503
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FEDERAL HOLIDAYS

The United States Bankruptcy Court closes in observance of these federal holidays:
[See Fed. R. Bankr. P. 5001(c) and 9006(a)]

New Year’s Day*.........cccoooeeen. January 1

Martin Luther King, Jr. Day......3" Monday in January
Presidents Day..........ccccceeveenene 3" Monday in February
Memorial Day..........cccccevveuenne Last Monday in May
Independence Day*................... July 4

Labor Day.......cccccevvvvvevirenenne 1* Monday in September
Columbus Day.......c.cccccevereennens 2" Monday in October
Veterans Day™........ccccooeveeninns November 11
Thanksgiving Day.........cccc...... 4™ Thursday in November
Christmas Day*...........cccccveuvnee. December 25

* If a holiday falls on a Saturday, it is celebrated on the previous Friday. If a holiday falls on a
Sunday, it is celebrated on the following Monday.

ADDITIONAL INFORMATION

COURT WEBSITE: www.ohnb.uscourts.gov

The Court’s website contains a variety of information, including:

. Names of the Judges and the Clerk of Court

Court locations and telephone numbers

Staff directory

Hours of operation

Job postings

Information on the Court’s Case Management/Electronic Case Filing (CM/ECF) System
Information on the Bankruptcy Abuse Prevention and Consumer Protection Act of 2005
(BAPCPA 2005)

Desk Reference Manual

Local Bankruptcy Rules

Bankruptcy Appellate Rules

Bankruptcy Appellate Panel Manual

Official Forms, Local Forms, and Clerk’s Notices

Selected General Orders, Administrative/Miscellaneous Orders, and Memoranda
Selected published opinions

Fee schedule

Information on PACER (Public Access to Court Electronic Records)

Information on VCIS (Voice Case Information System)
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. Miscellaneous announcements and notices
. Links to related websites

PUBLIC ACCESS TO COURT ELECTRONIC RECORDS (PACER):

PACER provides the public with electronic access to selected Court case information from a
personal computer. Subscribing parties can access cases and docket sheets electronically, retrieving
information that is also available in the Clerk’s Office. The PACER telephone number is (800) 579-
5735. To subscribe, or report problems, contact the PACER Support Center at (800) 676-6856.

VOICE CASE INFORMATION SYSTEM (VCIS):

The VCIS system provides general access to the information and records on bankruptcy cases.
Public case information may be obtained without charge using a touch-tone phone. The VCIS
telephone number is (800)898-6899.

ADMINISTRATIVE AND GENERAL ORDERS, LOCAL RULES:

Copies of the Administrative and General Orders issued by the Judges, as well as the Court’s Local
Bankruptcy Rules, can be obtained by calling the Clerk’s Office at (216) 615-4341. Selected
Administrative and General Orders, as well as the Court’s Local Bankruptcy Rules, are also
available on the Court’s website at www.ohnb.uscourts.gov.

. FILING A BANKRUPTCY PETITION

TYPES OF CASES

CHAPTER 7 (LIQUIDATION): The orderly, court-supervised procedure by which a trustee
collects the non-exempt property of an individual or business debtor, reduces the assets to cash, and
makes distributions to creditors.

CHAPTER 9 (MUNICIPALITY): The process by which a municipal unit is permitted to continue
its operations while it adjusts or refinances its creditors’ claims.

CHAPTER 11 (REORGANIZATION): The reorganization of a business debtor, usually involving
a corporation or partnership, which permits the enterprise to continue its operations while
restructuring its finances through a court-approved plan.

CHAPTER 12 (FAMILY FARMER OR FISHERMAN): The adjustment of debts of a family farmer
or family fisherman with regular annual income through a court-approved debt repayment plan.

CHAPTER 13 (WAGE EARNERS PLAN): The adjustment of debts of an individual with regular
income, or a small business owned by such individual, which allows the debtor to retain certain
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assets by repaying creditors over a period of time through a court-approved plan.

CHAPTER 15 (CROSS-BORDER): The process by which insolvency cases are litigated involving
debtors, assets, claimants and other parties in interest from more than one country.

ELIGIBILITY FOR FILING

Chapter 7: Petition may be filed by an individual, partnership, corporation, stockbroker, or
commodity broker. [See 11 U.S.C. §109(b), (d), and (e)]

Chapter 9: Petition may be filed by a municipality. [See 11 U.S.C. 8109(c)]

Chapter 11:  Petition may be filed by an individual, partnership, corporation, or a railroad. [See
11 U.S.C. 8109(b) and (d)]

Chapter 12:  Petition may be filed by an individual, partnership, or corporation. [See 11 U.S.C.
§109 (f) and (g)]

Chapter 13:  Petition may be filed by an individual only. [See 11 U.S.C. §109(e)]

Chapter 15:  Petition may be filed by a foreign representative. [See 11 U.S.C. §1509]

GENERAL FILING REQUIREMENTS

ELECTRONIC CASE FILING (ECF)

All pleadings and other papers filed in all cases and proceedings, whether pending or new, must be

filed electronically according to the procedures established by the Court, except as follows:

1. Parties without legal representation (pro se parties) must file all pleadings and other papers
conventionally and not electronically.

2. Creditors who are not registered Electronic Case Filing users must file proofs of claim
conventionally.

3. All documents set forth in section 111 (A) of the Electronic Case Filing Administrative
Procedures Manual, as it may be amended from time to time, must be filed conventionally
and not electronically unless specifically authorized by the Court.

[See General Order No. 03-1]
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VENUE

A case may be commenced in the bankruptcy court for the district (1) in which the domicile,
residence, principal place of business in the United States, or principal assets in the United States,
of the debtor have been located for the 180 days immediately preceding commencement of the case,
or for alonger portion of the 180-day period than the domicile, residence, principal place of business
in the United States, or principal assets in the United States of the debtor were located in any other
district; or (2) in which a case is pending under Title 11 concerning the debtor’s affiliate, general
partner, or partnership. [See 28 U.S.C. §1408; LBR 1071-1]

RELATED CASES

A petition involving a related case must be filed at the Court location where the first related case was
filed. Related cases include cases in which the debtors are:

identical individuals or entities, e.g., DBAs, FDBAs, other cases of the same person;
a corporation and any major shareholder thereof;

affiliates;

a partnership and any of its general partners;

an individual and his or her general partner or partners;

an individual and his or her spouse;

entities having substantial identity of financial interests or assets.

[See LBR 1015-2(a)]

NougsrwhE

REJECTION OF PETITIONS

The Clerk may refuse to accept for filing any petition (1) not accompanied by the proper filing fee,
unless otherwise authorized by law, or (2) presented for filing on behalf of a person or entity subject
to an order enjoining such person or entity from filing such petition, or (3) not signed by the debtor.
The Clerk shall not accept for filing any facsimile transmission unless ordered by the Court. [See
Fed. R. Bankr. P. 1006(a); LBR 1002-1(a) and 5005-1(b); General Order No. 89-1]

PRO SE PETITIONS

Any debtor wishing to file a bankruptcy petition or plaintiff wishing to file an adversary complaint,

without the assistance of an attorney, must comply with the following requirements:

1. The debtor or plaintiff must appear in person at the appropriate Clerk’s Office to file the
petition or complaint.

2. When appearing at the Clerk’s Office, the debtor or plaintiff must provide sufficient
identification before the petition or complaint will be accepted for filing. A picture 1D, such
as a driver’s license, is the preferred type of identification.

3. If co-debtors intend to file a joint case, both co-debtors or co-plaintiffs (husband and wife)
must be present at the Clerk’s Office.

4. An exception to the above requirements will be permitted if the debtor or plaintiff has
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executed a power of attorney. In such cases the holder of the power of attorney may file the
petition or complaint on behalf of the debtor or plaintiff after presenting the power of
attorney document and sufficient identification at the Clerk’s Office.

The petition or complaint must be accompanied by the proper filing fee, unless otherwise
authorized by law.

The petition must be signed by the debtor, or the complaint signed by the plaintiff.

The petition or complaint will not be accepted for filing by a bankruptcy petition preparer
on behalf of a debtor or plaintiff.

REQUIRED DOCUMENTS

The following provisions govern the types and format of documents required with respect to the
filing of a petition:

Voluntary Chapter 7:

a

Filing Fee of $245.

If the fee is to be paid in installments or the debtor requests a waiver of the fee, the debtor
must be an individual and must file a signed application for court approval. [Official Form
3A or 3B and Fed. R. Bankr. P. 1006(b) & (c)]

Administrative Fee of $39 and Trustee Surcharge of $15.
If the debtor is an individual and the court grants the debtor’s request, these fees are payable
in installments or may be waived.

Voluntary Petition (Official Form 1).
Must be filed with the petition. [Fed. R. Bankr. P. 1007(a)]

Notice to Individual Debtor under 11 U.S.C. § 342(b) of the Bankruptcy Code [Form
B201], if applicable.

Must be filed with the petition or within 15 days. [11 U.S.C. §8342(b); 521(a)(1)(B)(iii);
707(a)(3)]

Notice to Debtor by Non-Attorney Bankruptcy Petition Preparer [Official Form 19B],
if applicable.

Must be filed with the petition if prepared by a bankruptcy petition preparer. [11 U.S.C.
8110(b)(2)(B)]
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a

Disclosure of Compensation of Bankruptcy Petition Preparer [Form B280], if
applicable.

Must be filed with the petition if the bankruptcy petition preparer prepares the petition. [11
U.S.C. §110(h)]

Statement of Social Security Number [Official Form 21].
Required if the debtor is pro se. Must be submitted with the petition. [Fed. R. Bankr. P.
1007(f)]

Signature Declaration Form (Declaration re: Electronic Filing of Documents and
Statement of Social Security Number).

Required if the debtor is represented by an attorney. Must be submitted within 5 working
days after electronic filing of petition. [Administrative Procedures Manual, section Il B]

Statement of Current Monthly Income and Means Test Calculation (Official Form
22A).

Required if the debtor is an individual with primarily consumer debts. Must be filed with
the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Debtor’s Certificate of Credit Counseling.

Required if the debtor is an individual. Must be filed with the petition. Alternatively, debtor
may file 8109(h)(3) certification of exigent circumstances, or 8109(h)(4) request for waiver.
[11 U.S.C. 8521 (b); Fed. R. Bankr. P. 1007(b) & (c)]

Schedules of Assets and Liabilities (Official Form 6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & ()]

Schedule of Executory Contracts and Unexpired Leases (Schedule G of Official Form
6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Schedules of Current Income and Expenditures (Schedules I and J of Official Form 6).
Must be filed with the petition or within 15 days. [11 U.S.C. §521(1) and Fed. R. Bankr. P.
1007(b) & (c)]

Statement of Financial Affairs (Official Form 7).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Copies of All Payment Advices or Other Evidence of Payment Received by the Debtor
from Any Employer Within 60 Days Before the Filing of the Petition.

Required if the debtor is an individual. Must be filed with the petition or within 15 days.
[Fed. R. Bankr. P. 1007(b) & (¢)]
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a

Chapter 7 Individual Debtor’s Statement of Intention (Official Form 8).

Required only if the debtor is an individual and the schedules of assets and liabilities contain
debts secured by property of the estate or personal property subject to an unexpired lease.
Must be filed within 30 days or by the date set for the Section 341 meeting of creditors,
whichever is earlier. [11 U.S.C. 88362(h) and 521(2)]

Disclosure of Compensation of Attorney for Debtor (Form B203).
Must be filed within 15 days or any other date set by the court. [11 U.S.C. 8329 and Fed. R.
Bankr. P. 2016(b)]

Voluntary Chapter 11:

a

Filing Fee of $1,000.
If the fee is to be paid in installments, the debtor must be an individual and must file a signed
application for court approval. [Official Form 3A and Fed. R. Bankr. P. 1006(b)]

Administrative Fee of $39.
If the debtor is an individual and the court grants the debtor’s request, this fee is payable in
installments.

Voluntary Petition (Official Form 1).
Must be filed with the petition. [Fed. R. Bankr. P. 1007(a)]

Notice to Individual Debtor under 11 U.S.C. §342(b) of the Bankruptcy Code [Form
B201], if applicable.

Must be filed with the petition or within 15 days. [11 U.S.C. 88342(h); 521(a)(1)(B)(iii);
707(2)(3)]

Notice to Debtor by Non-Attorney Bankruptcy Petition Preparer [Official Form 19B],
if applicable.

Must be filed with the petition if prepared by a bankruptcy petition preparer. [11 U.S.C.
8110(b)(2)(B)]

Disclosure of Compensation of Bankruptcy Petition Preparer [Form B280], if
applicable.

Must be filed with the petition if the bankruptcy petition preparer prepares the petition. [11
U.S.C. §110(h)]

Statement of Social Security Number [Official Form 21].

Required if the debtor is pro se. Must be submitted with the petition. [Fed. R. Bankr. P.
1007(f)]
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a

Signature Declaration Form (Declaration re: Electronic Filing of Documents and
Statement of Social Security Number).

Required if the debtor is represented by an attorney. Must be submitted within 5 working
days after electronic filing of petition. [Administrative Procedures Manual, section 11 B]

Debtor’s Certificate of Credit Counseling.

Required if the debtor is an individual. Must be filed with the petition. Alternatively, debtor
may file § 109(h)(3) certification of exigent circumstances, or 8109(h)(4) request for waiver.
[11 U.S.C. 8521 (b); Fed. R. Bankr. P. 1007(b) & (c)]

Statement of Current Monthly Income and Means Test Calculation (Official Form
22B).

Required if the debtor is an individual. Must be filed with the petition or within 15 days.
[Fed. R. Bankr. P. 1007(b) & (c)]

List of Creditors Holding the 20 Largest Unsecured Claims (Official Form 4).
Must be filed with the petition. [Fed. R. Bankr. P. 1007(d)]

Names and Addresses of Equity Security Holders of the Debtor.
Must be filed the petition or within 15 days, unless the court orders otherwise. [Fed. R.
Bankr. P. 1007(a)(3)]

Schedules of Assets and Liabilities (Official Form 6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Schedule of Executory Contracts and Unexpired Leases (Schedule G of Official Form
6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & ()]

Schedules of Current Income and Expenditures (Schedules I and J of Official Form 6).
Must be filed with the petition or within 15 days. [11 U.S.C. §521(1) and Fed. R. Bankr. P.
1007(b) & (c)]

Statement of Financial Affairs (Official Form 7).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Copies of All Payment Advices or Other Evidence of Payment Received by the Debtor
from Any Employer Within 60 Days Before the Filing of the Petition.

Required if the debtor is an individual. Must be filed with the petition or within 15 days.
[Fed. R. Bankr. P. 1007(b) & (c)]

Disclosure of Compensation of Attorney for Debtor (Form B203).
Must be filed within 15 days or any other date set by the court. [11 U.S.C. 8329 and Fed. R.
Bankr. P. 2016(b)]
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Chapter 12:

a

Filing Fee of $200.
If the fee is to be paid in installments, the debtor must be an individual and must file a signed
application for court approval. [Official Form 3A and Bankruptcy Rule 1006(b)]

Administrative Fee of $39.
If the debtor is an individual and the court grants the debtor’s request, this fee is payable in
installments.

Voluntary Petition (Official Form 1).
Must be filed with the petition. [Fed. R. Bankr. P. 1007(a)]

Notice to Individual Debtor under 11 U.S.C. 8342(b) of the Bankruptcy Code [Form
B201], if applicable.

Must be filed with the petition or within 15 days. [11 U.S.C. §8342(h); 521(a)(1)(B)(iii);
707(a)(3)]

Notice to Debtor by Non-Attorney Bankruptcy Petition Preparer [Official Form 19B],
if applicable.

Must be filed with the petition if prepared by a bankruptcy petition preparer. [11 U.S.C.
§110(b)(2)(B)]

Disclosure of Compensation of Bankruptcy Petition Preparer [Form B280], if
applicable.

Must be filed with the petition if the bankruptcy petition preparer prepares the petition. [11
U.S.C. 8110(h)]

Statement of Social Security Number [Official Form 21].
Required if the debtor is pro se. Must be submitted with the petition. [Fed. R. Bankr. P.
1007(M)]

Signature Declaration Form (Declaration re: Electronic Filing of Documents and
Statement of Social Security Number).

Required if the debtor is represented by an attorney. Must be submitted within 5 working
days after electronic filing of petition. [Administrative Procedures Manual, section |l B]

Debtor’s Certificate of Credit Counseling.

Required if the debtor is an individual. Must be filed with the petition. Alternatively, debtor
may file §109(h)(3) certification of exigent circumstances, or 8109(h)(4) request for waiver.
[11 U.S.C. 8521 (b); Fed. R. Bankr. P. 1007(b) & (c)]

Schedules of Assets and Liabilities (Official Form 6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & ()]
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O Schedule of Executory Contracts and Unexpired Leases (Schedule G of Official Form
6).

Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

O Schedules of Current Income and Expenditures (Schedules I and J of Official Form 6).
Must be filed with the petition or within 15 days. [11 U.S.C. §521(1) and Fed. R. Bankr. P.
1007(b) & (c)]

O Statement of Financial Affairs (Official Form 7).

Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

O Copies of All Payment Advices or Other Evidence of Payment Received by the Debtor
from Any Employer Within 60 Days Before the Filing of the Petition.

Required if the debtor is an individual. Must be filed with the petition or within 15 days.
[Fed. R. Bankr. P. 1007(b) & (c)]

O Disclosure of Compensation of Attorney for Debtor (Form B203).
Must be filed within 15 days or any other date set by the court. [11 U.S.C. 8329 and Fed. R.
Bankr. P. 2016(b)]

O Chapter 12 Plan.
Must be filed within 90 days. [11 U.S.C. §1221]

Chapter 13:

O Filing Fee of $235.

If the fee is to be paid in installments, the debtor must be an individual and must file a signed
application for court approval. [Official Form 3A or 3B and Bankruptcy Rule 1006(b) & (¢)]

O Administrative Fee of $39.

If the debtor is an individual and the court grants the debtor’s request, this fee is payable in
installments.

O Voluntary Petition (Official Form 1).

Must be filed with the petition. [ Fed. R. Bankr. P. 1007(a)]

O Notice to Individual Debtor under 11 U.S.C. 8342(b) of the Bankruptcy Code [Form
B201], if applicable.

Must be filed with the petition or within 15 days. [11 U.S.C. §8342(b); 521(a)(1)(B)(iii);
707(2)(3)]
O Notice to Debtor by Non-Attorney Bankruptcy Petition Preparer [Official Form 19B],

if applicable.
Must be filed with the petition if prepared by a bankruptcy petition preparer. [11 U.S.C.
8110(b)(2)(B)]
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a

Disclosure of Compensation of Bankruptcy Petition Preparer [Form B280], if
applicable.

Must be filed with the petition if the bankruptcy petition preparer prepares the petition. [11
U.S.C. §110(h)]

Statement of Social Security Number [Official Form 21].
Required if the debtor is pro se. Must be submitted with the petition. [Fed. R. Bankr. P.
1007(f)]

Signature Declaration Form (Declaration re: Electronic Filing of Documents and
Statement of Social Security Number).

Required if the debtor is represented by an attorney. Must be submitted within 5 working
days after electronic filing of petition. [Administrative Procedures Manual, section Il B]

Debtor’s Certificate of Credit Counseling.

Required if the debtor is an individual. Must be filed with the petition. Alternatively, debtor
may file §109(h)(3) certification of exigent circumstances, or 8 109(h)(4) request for waiver.
[11 U.S.C. 8521 (b); Fed. R. Bankr. P. 1007(b) & (c)]

Statement of Current Monthly Income and Means Test Calculation (Official Form
22C).

Required if the debtor is an individual. Must be filed with the petition or within 15 days.
[Fed. R. Bankr. P. 1007(b) & (¢)]

Schedules of Assets and Liabilities (Official Form 6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & ()]

Schedule of Executory Contracts and Unexpired Leases (Schedule G of Official Form
6).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Schedules of Current Income and Expenditures (Schedules I and J of Official Form 6).
Must be filed with the petition or within 15 days. [11 U.S.C. §521(1) and Fed. R. Bankr. P.
1007(b) & (c)]

Statement of Financial Affairs (Official Form 7).
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 1007(b) & (c)]

Copies of All Payment Advices or Other Evidence of Payment Received by the Debtor
from Any Employer Within 60 Days Before the Filing of the Petition.

Required if the debtor is an individual. Must be filed with the petition or within 15 days.
[Fed. R. Bankr. P. 1007(b) & (¢)]

Chapter 13 Plan.
Must be filed with the petition or within 15 days. [Fed. R. Bankr. P. 3015]
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O Disclosure of Compensation of Attorney for Debtor (Form B203).
Must be filed within 15 days or any other date set by the court. [11 U.S.C. 8329 and Fed. R.
Bankr. P. 2016(b)]

SCHEDULES

The schedules shall state the names and addresses of creditors and parties in interest in alphabetical
order within the designated boxes by the last names of natural persons and the first names of other
entities. Computer-generated forms may not exceed the box size of the official forms. Each address
shall include the number and street or the post office box and the city, state, and zip code. If full
address information is unknown, the schedules shall so state. Whenever an interest in real estate is
scheduled, the legal description, permanent parcel number, and street address shall be stated. [See
LBR 1007-1(a), 5005-1(d) and 9004-1(b)]

MATRICES

Unless otherwise ordered by the Court, all petitions must be accompanied by a mailing matrix listing
creditors and parties in interest. Modifications to a previously filed matrix shall be treated as an
amendment to the listing of creditors and will require debtor verification and payment of appropriate
costs. All matrices must meet the following minimum standards:

1. Each address may not exceed 5 lines of type;

2. Each matrix page must be prepared showing creditors in a single column no closer than 1v2
inches from any edge;

Each line of type cannot exceed 35 characters;

Addresses should not contain account numbers or other internal creditor identifying codes;
The last line within each address must show only the city, state, and zip code;

Only 2 letter state abbreviations shall be used,;

Matrices must be submitted in letter quality print using Courier, Prestige Elite, or Letter
Gothic font styles.

[See LBR 1007-2]

No ohs~w

The matrix shall be considered to be a “list of creditors,” as that term is used in Fed. R. Bankr. P.
2002(g). It is the responsibility of the debtor, or debtor’s counsel, to verify that all scheduled
creditors and related parties are included within any disk, electronic mail or paper matrix, and that
the matrix format is compatible with automated equipment used by the Court. In addition, the debtor
shall be responsible to cure, by re-serving affected creditors and parties in interest, any noticing
deficiencies resulting from incomplete lists of creditors or improper formatting within the matrix.
[See General Order No. 02-1]

FORMS

Except as otherwise ordered by the Court, all papers filed with the Clerk, including exhibits, shall
comply with Official Bankruptcy Forms, and shall be printed, typewritten, or hand printed in ink on
8% x 11 inch white paper. The Official Bankruptcy Forms can be found on the Court’s website at
www.ohnb.uscourts.gov. The Clerk may accept different sized documents, such as computer
printouts. [See Fed. R. Bankr. P. 9009; LBR 1002-1(b), 5005-1(a), and 9004-1(a)]
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GENERAL FORMAT OF PAPERS

All documents presented for filing or lodging in paper format either by mail or over the counter shall
be prepared on only one side of the document. No duplex or double-sided printing will be accepted.
No documents presented for filing shall be pre-punched. [See General Order 02-3]

CAPTION

On all papers filed with the Clerk after the petition, the name of the Judge to whom the case is
assigned shall be included in the caption either above or below the case number. [See LBR 5005-
1(d) and 9004-2]

VERIFICATION AND SIGNATURE

The petition must be verified by the petitioner or contain an unsworn declaration. Every petition
filed on behalf of a party represented by an attorney must be signed by at least one attorney of record
in the attorney’s individual name. Signatures on the petition, pleadings, motions, and other
documents shall include the attorney’s typewritten name, firm affiliation, if any, address, telephone
number, and Bar Registration Number. Only the original petition need be signed and verified, but
all copies must be conformed to the original. [See 28 U.S.C. § 1746; Fed. R. Bankr. P. 1008,
9011(a), and 9011(c); LBR 5005-1(e) and 9011-4]

Signatures on documents filed via the Court’s Electronic Case Filing system are governed by section
I1.B. of the Electronic Case Filing (ECF) Administrative Procedures Manual, which can be found
on the Court’s website at www.ohnb.uscourts.gov.

COPIES

A pro se filer (filing without the assistance of an attorney) need only provide the original petition
or other document. The filer should provide a copy if one is wanted for the filer’s records. Copy
requirements do not apply to papers filed via the Court’s Electronic Case Filing (ECF) system. [See
Fed. R. Bankr. P. 1007 and 3015; LBR 1002-1(c), 1007-1(b), and 5005-2]

FILING FEES

CASE-SPECIFIC FEES
Chapter 7:  $299
Chapter 9:  $1,039
Chapter 11:  $1,039
Chapter 12:  $239
Chapter 13:  $274
Chapter 15:  $1,039

[See 28 U.S.C. §1930; Bankruptcy Court Miscellaneous Fee Schedule.]

INSTALLMENT FEES
Payment of filing fees in installments is permitted only for voluntary petitions filed by an individual.
An application to pay the filing fee in installments must be prepared as prescribed by Official Form
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3A. The number of proposed installments must not exceed four, with the final installment payable
no later than 120 days after the filing date. The Court may, for good cause shown, extend the
deadline for the final payment for 60 days. [See Fed. R. Bankr. P. 1006(b)]

Payment of filing fees in installments is permitted when filing fees are paid by credit card for
documents filed via the Court’s Electronic Case Filing system. [See General Order No. 03-2;
Electronic Case Filing (ECF) Administrative Procedures Manual, Section I1.E]

Under limited circumstances the filing fee may be waived when a voluntary Chapter 7 petition is
filed by an individual. An application for waiver of the Chapter 7 filing fee must be prepared as
prescribed by Official Form 3B. [See Fed. R. Bankr. P. 1006(c)]

CHILD SUPPORT CREDITORS

Upon the completion and filing of the requisite form, the Clerk shall accept filings from child
support creditors or their representatives for appearance and intervention in all cases and
proceedings in this Court without charge or any filing fees which would otherwise be applicable.
[See 28 U.S.C. § 1930(b); §304(g) of the Bankruptcy Reform Act of 1994; 86 of the Judicial
Conference Miscellaneous Fee Schedule; General Order No. 95-1]

RESTRICTIONS
Debtors may not pay their filing fees with personal checks or credit cards. [See 28 U.S.C. §1930(a)]

ADDITIONAL COURT FEES

AGVEISAMNES .ottt ettt sae et neennes $250.00
Amended Matrix or Creditors’ LiSt ......ccccoveveieiiiieseeee e $26.00
APPEAL ot $255.00
ArChives REFEVAl ..o $45.00
Certificate OF LIBNS  .ooviiicicieieee e $7.00
CertifiCatiONS  ..oovvceeiccce s $9.00
Conversion from Chapter 7 to Chapter 11 .....cccoooveievieeveece e $755.00
Conversion from Chapter 7 to Chapter 13 ... No Fee
Conversion from Chapter 13 to Chapter 11 .....cccccoiviiiieiinieceereeec e $765.00
Conversion from Any Chapter to Chapter 7 ........coccoovivieieicnenceeeeee, $15.00
COPIES, PEF PAJE  .oiviciecicieee ettt $.50
Electronic Records, PEr PAge ........ccceovevieiii i $.10
EXeMPIIfICAIONS ..o $18.00
Mailing Labels, Per Page ... $5.00
Microfilm/Microfiche of Court Record .........ccooceviiiiiniiiic e $5.00
Miscellaneous Paper, Filing or IndexXing ........ccccoevviieiicce e $39.00
Motion for Relief or Abandonment ... $150.00
Motion to Withdraw Reference .......ccocooeveiiiieiie i $150.00
Notices (Only if Noticing Occurred Prior to 1/1/98) .......cccevvevvevviiennnn $.50
Recording DUPlICAtION .........ccveiieiiicce e $26.00
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Registration of Judgment from Foreign District .............cccooevviieiiennenen, $39.00
RetUrNEd ChECK ..o $45.00
Search 0f RECOIAS  ...oviiiiiecece et $26.00
SPIIt Chapter 7 oo $220.00
SPIIt Chapter 11 ..o e $1,000.00
SPLIt Chapter 13 ..ot $150.00
Tape or Other Recording Duplication ..., $26.00
Witness Fee, PEr DAY  ....ccocvcviecice e $40.00
Witness Mileage, per Mile ........ccccoviiieiiiicecceee e, $.445

[See 28 U.S.C. 81930; Bankruptcy Court Miscellaneous Fee.]

I, DEBTOR/CREDITOR PROVISIONS

MOTION FOR RELIEF FROM STAY

A motion for relief from the automatic stay provided by 11 U.S.C. § 362(a) shall be served on the
debtor, the debtor’s counsel, the trustee, the trustee’s counsel if appointed, any official committees
and their counsel if appointed, and any other parties asserting, having, or claiming an interest in the
property, and shall identify the property, and state the amount of the outstanding indebtedness and
the fair market value of the property. The motion, which shall be styled according to the
standardized forms set forth in General Order No. 99-1, shall be accompanied by a legible and
complete copy of all relevant loan and security agreements and evidence of perfection, unless such
documents are voluminous. A copy of any prior orders of the Court upon which the motion relies
shall be attached. [See Fed. R. Bankr. P. 4001(a)(10) and 9014; LBR 4001-1, 9013-1, 9013-2, and
9013-3; General Order No. 99-1]

MEETING OF CREDITORS

IN GENERAL

Except in Chapter 9 and Chapter 15 cases, a meeting of creditors (Section 341 Meeting) is required
within a reasonable time after the order for relief in the case. Every debtor must personally attend
the meeting of creditors and submit to an examination under oath. The United States Trustee, his/her
designee, or a panel trustee (Chapter 7 cases) presides at the meeting. Creditors are not required to
attend the meeting, but may attend and question the debtor, elect a trustee other than the one
assigned, and conduct such other business as may be appropriate. Meetings other than the first
Section 341 Meeting may take place. A meeting of equity security holders may be held if ordered
by the Court. The United States Trustee may call special meetings of creditors or a final meeting of
creditors. [See 11 U.S.C. §8341(a), 343, and 901(a); Fed. R. Bankr. P. 2003(b)(1) and (2), (f), and

(9)]
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SCHEDULING THE MEETING

In Chapter 7 and Chapter 11 cases, the Section 341 Meeting must take place not less than 20 nor
more than 40 days after the order for relief. In Chapter 12 cases, the meeting must occur not less
than 20 nor more than 35 days after the order for relief. In Chapter 13 cases, the meeting must occur
not less than 20 nor more than 50 days after the order for relief. The meeting may be held at a later
time if there is an appeal from or a motion to vacate the order for relief, or if there is a motion to
dismiss the case. The debtor, the trustee, all creditors and indenture trustees must be given at least
20 days notice by mail. By law, the meeting may be held at any place where Court is regularly held
or at any other place designated by the Court or the United States trustee which is within the district
and convenient for the parties in interest. [See 341 MEETING LOCATIONS, above. See also Fed.
R. Bankr. P. 2002(a) and 2003)]

DISCHARGE OF DEBTOR

Chapter 7: The discharge is granted after the time for filing objections to discharge expires,
provided there are no objections pending, and after the time for filing a motion to
dismiss the case for substantial abuse (60 days following the first date set for the 341
meeting). [See 11 U.S.C. §727; Fed. R. Bankr. P. 4004(c)(1)]

Chapter 11:  The discharge is granted when the debtor completes payments under a confirmed
plan. [See 11 U.S.C. §1141]

Chapter 12:  The discharge is granted when the debtor completes payments under a confirmed
plan. [See 11 U.S.C. §1228].

Chapter 13:  The discharge is granted when the debtor completes payments under a confirmed
plan. [See 11 U.S.C. §1328]

REAFFIRMATION AGREEMENTS

A reaffirmation agreement is a debtor’s agreement with a creditor to reaffirm the debtor’s obligation
to repay a debt that would otherwise be dischargeable. [See 11 U.S.C. §524]
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