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A “fillable” Proof of Claim form is located on the 

court’s web site and can be completed and saved as a 

.PDF document. This eliminates the need for scanning. 

FILING A PROOF OF CLAIM 
 
There are two different methods for filing a Proof of Claim in the CM/ECF system in the Northern 
District of Florida. The standard method allows the user to submit a prepared .pdf claim form 
into the CM/ECF system. The other method, called Speed-Claims, enables the user to use an on-
screen procedure to fill out the claim form, convert it to .pdf and file it automatically. 

 

 Standard Method of Filing a Claim 

 

 Prepare a Proof of Claim form (Official 
Form 10) and scan it or save it in .pdf 
format.  
 

 If you are an attorney representing a creditor in the case you will first need to add the 
creditor to the case before filing the claim.  Attorneys who represent the debtor may not 
use this method to add creditors to a case. Addition of creditors to a case by the debtor’s 
attorney requires that the schedules and/or mailing matrix be amended.  

 

 Select “Bankruptcy” from the blue menu bar. A list 
of bankruptcy topics will appear. Select “Add 
Creditor(s)” located under the heading called Claims 
and Creditor Activity. Enter the case number when 
prompted. 

 

 Select the paperless event for entering individual 
creditors and click “Next.” 

 

 Select the appropriate response indicating whether you are 
representing the debtor or representing a creditor in the 
case.  Attorneys representing debtors will not be allowed to 
complete the party addition using this method and will be re-
directed to amend the schedules or mailing matrix. Click 
“Next” when finished.  

 

 Enter the name of the creditor in 
the creditor field. When adding 
multiple creditors or multiple 
addresses for a single creditor 
(e.g., a creditor’s noticing address 
differs from the claim payment 
address), you must double space 
between your entries as shown in the screen shot here 
or the system will not recognize that they are separate 
entries. 
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 Confirm the addition of the creditor and 
click “Next” to receive the Notice of 
Electronic Filing. 

 

 After the creditor has been added you can now file the 
Proof of Claim form.  Select “Bankruptcy” from the blue 
menu bar and then click on “File Claims.”   

 

 When prompted, enter the case number and 
select the creditor from the drop down list of 
creditors which have been added to the case. 
Click “Next”. 

 

 The following screen will ask you to enter the information that is found on the claim.   
Once you are finished, click “Next”. 

 
o Enter the total amount of the claim in 

the “Amount Claimed” field.   
o Enter the secured amount (if any) in the 

“Secured” field. 
o Enter the priority amount (if any) in the 

“Priority” field. 
o The additional information fields are 

optional. You can enter a description of 
the claim in the “Description” and/or 
“Remarks” fields. 

 

 The next screen will prompt you to enter the .pdf file 
containing your document. Click on the “browse” button 
and navigate to the location on your computer where 
your Proof of Claim .pdf file is stored. If you are attaching 
additional documents to the motion, click “Yes” for 
attachments and then click “Next.”  

 
 After the Proof of Claims has been successfully filed, you 

will see the “Notice of Electronic Claims Filing.” The 
notice will include a hyperlink to the case docket sheet, to 
the claims register and to the document you just filed.  
The bottom of the notice will include a list of those 
individuals who are being served with the motion and the 
manner in which service will be made.  
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 Filing a Claim Using ‘Speed-Claims’ Feature 

 

 Select “Bankruptcy” from the blue menu bar. A list of 
bankruptcy topics will appear.  Select “File Speed-
Claim” located under the heading called Claims and 
Creditor Activity. 

 

 Complete the online Proof of Claim form by filling out the fields that apply to your claim.  
You may attach supporting documents by clicking on “Yes” near the bottom of the page. 
A window will open prompting you to browse your documents to be attached. Click 
“Next” when finished.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 After the Proof of Claims has been successfully filed, 
you will see the “Notice of Electronic Claims Filing.” 
The notice will include a hyperlink to the case docket 
sheet, to the claims register and to the document 
you just filed.  The bottom of the notice will include 
a list of those individuals who are being served with 
the motion and the manner in which service will be 
made.  
 
 


