FILING A PROOF OF CLAIM

40

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.

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.

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.
Creditor(s)” located under the heading called Claims
and Creditor Activity. Enter the case number when

prompted.

Select the paperless event for entering individual [y s o

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-

Claims and Creditor Activity

Add Creditor(s :

Select “Add

peed-Claim

Creditor Maintenance/Upload...

Mortgage Claim Supplements & Related Documents

[Enter Individual Creditor(s) for Filing Claim(s)

07-30017 John Q. Citizen

select an event)
Paperless

Enter Individual Creditor(s’

Start typing to find an event.

[Indicate your role in this case:

 Attorney representing the Debtor(s)
% Attorney representing Creditor(s)

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.

Enter the name(s) of the creditor(s) added: Creditor A, Creditor 8|

On the next screen, you will enter the address information for the creditor(s) noted above.

If the noticing address differs from the Proof of Claim payment address, vou must add the
creditor at both addresses. Please double space between your entries or the system will not

recognize that they are different addresses.
ABC Creditor
123 N. Main St.
Tallahassee, FL 32301

ABC Creditor

Accounts Receivable Add Creditor(s)
PO Box 123
Adanta, GA 30303

Name and Address

Creditor type Craditor
Creditor committee & No ~ Yes  Eatity

Next| [ Clear

Name may be 50 characters. Address may be 5 lines, 40 characters each.
More than one creditor may be entered. Separate creditors with a blank line.




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”.

41

[Enter Individual Creditor(s) for Filing Claim(s)

Docket Text: Final Text
Creditor(s) added to matrix: ABC Credit Company. Added by (Squyres, Aaron)

submission if you continue.

Next|  Clear

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this

Claims and Creditor Activity
Add Creditor(s
File Claims
File Speed-Claim

Creditor Maintenance/Upload...

Morttgage Claim Supplements & Related Documents

[Select a Creditor for Claim

Case 07-30017: John Q. Citizen

[ (select a creditor)

IABC Credit Company - P.O_ Box 999 Pensacola. FL 32502 - 17786 (Creditor)
/ABC Credit Company - 1111 Pacific Heights San Francisco, CA 94104 - 28660 (Creditor)

Doris Maloy, Leon County Tax Collector - 17790 (Creditor)
XYZ Credit Company - P-0. Box 9939 Pensacola, FL 32502 - 17820 (Creditor)

Cheap Bank - C/O Chesser & Bar, P A 1201 N_ Eglin Pkwy. Shalimar, FL 32579 - 18256 (Creditor)
Dori Maloy. Leon County Tax Collector - Post Office Box 1835 Tallahassee. FL 32302-1835 - 17789 (Creditor)

The following screen will ask you to enter the information that is found on the claim.

Once you are finished, click “Next”.

Proof Of Claim Information For
. . 17786- ﬁ)c_ ;;id;,g;mp“y
o Enter the total amount of the claim in Pensacln, L 12502
the “Amount Claimed” field. Case Namber. 07-30017 ""‘mﬂﬂﬁ I’:::“]'},
o Enter the secured amount (if any) in the e P it 605201
. Last Date To File(Govt):
“Secured” field.
Amount Claimed ]
o Enter the priority amount (if any) in the | | S m—
“Priority” field. =
o The additional information fields are — ;
optional. You can enter a description Of |smedepoes: e i s
the claim in the “Description” and/or o] o]

“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.

Case 07-30017

Filename
IC \ClaimForm_pdf

Select the pdf document (for example: C:1199cv501-21 pdf).

Browse

JAttachments to Document: * No © Yes

Next | Clear |

otice of Electronic Claims Filing

Case Number:

Creditor Name:

ent Sta

110a05d6b

17
[220362d83b5548e 1 ddb 1 Sdbd6bi 1 1d7d6ddT 76213665 §8afaf
7-30017 Notice will be electronically mailed to:

oseph E. Broadus on behalf of Debtor John Citizen
ocbr oadus @hotmail com

U.S. Bankruptcy Court

Northern District of Florida

mp:
amp_TD=1042227419 [Date=6/5/2012] [FileNumber—=57548-0] [
738dc509ab3011
e62ede]]




Filing a Claim Using ‘Speed-Claims’ Feature
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" " . Claims and Creditor Activity
e Select “Bankruptcy” from the blue menu bar. A list of Add Creditor(s)
. . a H F i
barjkruptcy topics will appear.. Select Flle. Speed- 0 o
Claim” located under the heading called Claims and Mortgage Claim Supplements & Related Documents
. . . i i L.
Creditor Activity. Creditor Maintenance Upload...
e 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.
m’;::’;:‘;;:::;:(;l;;(Y COURT - Northern District of Florida PROOF OF CLAlg‘V;[““m‘!
TR s :...x...b.. 0730017 Chaptes = Today's date 06/05/2012
NOTE: Do not use this form to make a claim for an administrative expense that arises Last Date To File(Govty
after the bankruptcy filing.
You may file a request for payment of an m;;}i.annw expense according to 11 U.S.C. § COORTOSE Y
A---dtClaF:_de: Il‘iln'lB:
= R S
[
::'::-vvr-mum-.tmm RealEstate [ Motor Vetucle [~ Other ::::::s«m‘m-nl 7
U.S. Bankruptcy Court
e After the Proof of Claims has been successfully filed, | s cii i

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.

[bso2fic:

|Aaron s,

[Practice

[The following transaction was rec

eived from Squyres, Aaron on 10/24/2007 at 12:04 PM EDT

John Q. Citizen
07-30017

XYZ Credit Company
P.O. Box 9999
L

ce
[Electronic document Stamp:

[STAMP blcectStamp_ID=1042227419 [Date=10/24/2007] [FileNumber=41640-0]
(50441 583¢03cbbf94b72df6009d 1151694 2ccfSbale364625 571689313 2dacSbf7b2

852b6042af2d4 2643685623 7895599ea269b016fc 7405423 a9]]

7-30017 Notice will be electronically mailed to:

Sam Tam  whlevins @usa.nct

quyres  Kevin_Davis@FLNB.USCourts Gov, blreaseman@hotmail com

7-30017 Notice will not be electronically mailed to:

Lawyer

21999 Lawyer Drive
|Anytown, FL 32502




