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[Presenter:  Julie Gibson, DQA/Trainer] 

As I mentioned a few minutes ago, the second highest number of Submission Error Notifications we 
issue are service related so, on that note, let’s talk briefly about service guidelines.  
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TO WHOM IS SERVICE REQUIRED?
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See Federal Rules of Bankruptcy Procedure 2002, 7004, and 9008.

Generally, service is always required to made upon the debtor, debtor’s attorney, 
trustee, and parties in interest or their designated counsel in a bankruptcy case, and 
the plaintiff(s), defendant(s), their respective counsel, and interested parties in an 
adversary proceeding.  

Depending on the type of document being service, notice upon the “20 largest 
unsecured creditors” (chapter 11), interested parties, and/or all creditors may also 
be required.  

You should always serve the debtor, debtor’s attorney, trustee, and parties in interest or their 
designated counsel in a bankruptcy case. 

In an adversary proceeding, the plaintiffs, defendants, their respective counsel, and interested 
parties should be served.  

There are additional rules for Chapter 11 cases regarding creditors’ committees and the 20 Largest 
Unsecured Creditors, and in any chapter you may be required to serve all interested parties, instead 
of just parties specific to the matter, and/or all creditors in the case.  

You should carefully review Federal Rules of Bankruptcy Procedure 2002, 7004, and 9008 for 
specifics.  

We cannot tell you, specifically who needs to be served with what because that would be considered 
providing legal advice, which we are prohibited to do, but we can point you in the right direction. 
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EXECUTION OF SERVICE
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FDIC INSURED DEPOSITORY INSTITUTIONS

Fed. R. Bankr. P. 7004(h)
• (h) Service of Process on an Insured Depository Institution. Service on an 

insured depository institution (as defined in section 3 of the Federal Deposit 
Insurance Act) in a contested matter or adversary proceeding shall be made by 
certified mail addressed to an officer of the institution unless—

• (1) the institution has appeared by its attorney, in which case the attorney shall 
be served by first class mail;

• (2) the court orders otherwise after service upon the institution by certified 
mail of notice of an application to permit service on the institution by first class 
mail sent to an officer of the institution designated by the institution; or

• (3) the institution has waived in writing its entitlement to service by certified 
mail by designating an officer to receive service.

The Rules are very detailed as to how service is to be executed upon institutions that are insured by 
the Federal Deposit Insurance Corporation.  

Different methods of service are required depending upon whether the institution is represented by 
counsel.  

Please carefully read Rule 7004(h) to ensure that you are serving documents correctly to FDIC 
insured institutions.  
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U.S. GOVERNMENT

Fed. R. Bankr. P. 7004(b)(4), (5), & (10)

• Service upon any agency of the United States government must be made by 
first class mail to: 

• The agency at their address to the attention of an officer or managing agent 
• AND to the Attorney General in Washington, D.C. 
• AND to the United States Attorney, at the attention of the Civil Process Clerk, 

in the district in which the case is brought.
• Upon the United States trustee, when the United States trustee is the trustee 

in the case and service is made upon the United States trustee solely as trustee, by 
mailing a copy of the summons and complaint to an office of the United States 
trustee or another place designated by the United States trustee in the district 
where the case under the Code is pending.

Service upon any agency of the federal government may be made by first class mail but you must 
also serve the U.S. Attorney General in Washington, D.C. and the U.S. Attorney in the district in which 
the case is brought.  

Service upon the U.S. Trustee may also be made by first class mail.  

Service on federal government agencies or entities is governed by Rules 7004(b)(4), (b)(5), and 
(b)(10).
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OTHER GOVERNMENT AGENCIES

Fed. R. Bankr. P. 7004(b)(6) :

• Upon a state or municipal corporation or other governmental organization 
thereof subject to suit, by mailing a copy of the summons and complaint to 
the person or office upon whom process is prescribed to be served by the 
law of the state in which service is made when an action is brought against 
such a defendant in the courts of general jurisdiction of that state, or in the 
absence of the designation of any such person or office by state law, then to 
the chief executive officer thereof.

Refer to Rule 7004(b)(6) for guidance when serving other government agencies.  You are to mail a 
copy to “the person or office upon whom process is prescribed to be served…”   

Unfortunately, sometimes we don’t know who that is and in state government, that could change 
with every election cycle.  
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OTHER GOVERNMENT AGENCIES

Search for the Rules of Civil Procedure or general statutes for the 
state and then search for “process” or “civil process” or search for the 
agency website to obtain contact information.

In that case, Google it!  Search for the Rules of Civil Procedure or general statutes for the state, or 
search the agency website for contact information to call and ask.  
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NON GOVERNMENT AGENCIES

Fed. R. Bankr. P. 7004(b)(3) :

• Upon a domestic or foreign corporation or upon a partnership or other 
unincorporated association, by mailing a copy of the summons and complaint to 
the attention of an officer, a managing or general agent, or to any other agent 
authorized by appointment or by law to receive service of process and, if the agent 
is one authorized by statute to receive service and the statute so requires, by also 
mailing a copy to the defendant.

Service to a corporation, partnership, or other business is governed by Rule 7004(b)(3).  
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PARTIES REPRESENTED BY AN ATTORNEY

• If an attorney has made an appearance on behalf of an individual or an entity, 
then service on the attorney is considered proper service to that individual 
or entity.

• If the attorney is a registered user of the local court’s CM/ECF system, the 
Notice of Electronic Filing (NEF) can constitute proper service.

if an attorney has made an appearance on behalf of an individual or an entity, then service on the 
attorney is considered proper service to that individual or entity.

If the attorney is a registered user of the local court’s CM/ECF system, the Notice of Electronic Filing 
(NEF) can constitute proper service.

But how do you know if an attorney has made an appearance? 
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CM/ECF LISTS & THE MATRIX

The CM/ECF lists and matrix can tell you.
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PARTY LISTS 

• Query by Case Number or SSN

• Select “Party” option

ECF contains “party lists” for each case.  These are the parties in the case and anyone who has made 
an appearance in the case.  

You can see this list using the Query option in the blue menu bar at the top of the CM/ECF screen, 
and entering the case number.  

Select Party from list of available options.  

You will be prompted to login to PACER but there is no fee incurred for this list. 
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PARTY LISTS 

The party list has the name(s) of the parties on the left side of the screen and each party’s counsel, if 
applicable, on the right side.  
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• Provides the name(s) of parties
who will receive electronic/email 
service for the case and those 
parties who will not receive 
electronic/email service.

ELECTRONIC AND MANUAL SERVICE LISTS

Another useful list in ECF is the Electronic and Manual Service List.  

This list provides the names of parties who will receive electronic service for the case and those 
parties who will not receive electronic service in the case. 

Be mindful that CM/ECF has different designations for “parties” and “creditors.”  This list will only 
contain the PARTY information.  
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ELECTRONIC AND MANUAL SERVICE LISTS

This list includes links to the Creditor List (creditors only).  

You can also access this list through the Bankruptcy menu under “Mailing Information”

No PACER fees are incurred for the Electronic & Manual Service Lists. 
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MAILING MATRIX 

• Also available through the Bankruptcy menu

• No PACER fees incurred

Also available through the Query screen or the Bankruptcy menu is the “Official Mailing Matrix.”  

This is the mailing list for everyone in the case; all parties and creditors. 

You should pull a new matrix anytime you need to service something to ensure that you have a 
complete list of those to be served as well as the most recent address as provided to the court.  
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(c) Address corrected by the USPS (p)  Preferred address registered with
Locatable Address Conversion System the National Creditor Registration

Service (NCRS) 

(d)  Duplicate entry (u) Undeliverable as addressed

READING THE MAILING MATRIX 

The mailing matrix is generated by Bankruptcy Noticing Center and will contain some notations of 
which you should be familiar: 

A “c” in parenthesis before the name indicates that the address has been corrected by the U.S. 
Postal Service’s Locatable Address Conversion System.  This may be corrections such as adding a 
four‐digit zip code extension.  

A “d” indicates an exact duplicate.  You are not required to serve the document to multiple identical 
addresses.  Note that if there is even a slight difference in addresses, the entity will not be marked as 
a duplicate and must be served at each unique address.  

The “p” indicates that a “preferred address” was provided to the National Creditor Registration 
Service, or NCRS, pursuant to 11 U.S.C. § 342(f) and Rule 2002(g), and was substituted in place of the 
address provided by the debtor.  

Unfortunately, you cannot access that database to find the preferred address to include in a petition, 
but it will be noted on the matrix once the case is filed. 

And a “u” indicates that the address is incomplete and mail to the address as given is undeliverable.  
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Recipient is a registered user of the CM/ECF system for 
the U.S. Bankruptcy Court for the Northern District of 
Florida and will receive a Notice of Electronic Filing 
(“NEF”).

Recipient has filed a Notice of  Appearance in the case or 
is designated as one of the  “20 Largest Unsecured 
Creditors” in a chapter 11 case.  

READING THE MAILING MATRIX

Some local modifications we have made in the Northern District of Florida are the plus sign and 
asterisk on the matrix.  

The plus sign indicates that this person is registered user of our CM/ECF system and will receive 
Notice of Electronic Filing of all items docketed in the case.  

The asterisk indicates that the person has made an appearance in a case by the filing of a Notice of 
Appearance and/or that the entity was listed on the 20 Largest Unsecured Creditors list in a chapter 
case.  
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SERVING A “TRUE” COPY

When serving a document, you must serve a “true” copy of that document.  
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true copy:  an exact copy of a written instrument

Documents may be duplexed (one full page on each side of a sheet of 
paper) but otherwise must be a “true” copy.  “Multiplexing” is not 
permitted.

A “true copy” is an exact copy.  

Our judges will allow you to duplex a document, with one full page on the front and one full page on 
the back of a sheet of paper, when serving documents but multiplexing is not permitted.  

Multiplexing is having the image of two or more pages per side of sheet of paper, as in the examples 
shown here.
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