
  Skip to main content
    

  

    
    
      
                  
        
        
                      United States Bankruptcy Court

          
          
                          
                
                                    Northern District of Florida                
              

            
                          
                Honorable Karen K. Specie, Chief Judge  |  Traci E. Abrams, Clerk of Court
              

            
                  


              


        
    
        
    
  




        
    
      Search form

    
  Search this site 
 









  




      
  
  	Home
	Filing Without an Attorney	Filing an Adversary Proceeding (AP) Without an Attorney
	Forms
	Appropriate Courtroom Attire & Conduct
	Requirements Before Filing
	Retaining an Attorney or Seeking Free Legal Aid
	Understanding Bankruptcy
	Where to File Your Documents


	Online Filing	Accessing Court Records
	Administrative Procedures Regarding Electronic Case Filing
	Applications for Access to CM/ECF
	Case Numbering
	CM/ECF Password Reset Request
	CM/ECF Account Unlock Request
	Documents Filed Under Seal
	ECF HelpDesk
	ECF Training
	eFinCert
	Electronic Filing (CM/ECF LIVE)
	File a Proof of Claim or Claim Attachment (ePOC)
	Filing Agents
	NextGen Information Hub
	Pro Hac Vice
	Proposed Order Guidelines
	Request ECF Training
	Training Database
	View Case Files (PACER Login)


	Filing Requirements	Chapter 7
	Chapter 11 - Reorganization
	Chapter 11 – Small Business Reorganization Act of 2019 (SBRA)
	Chapter 12
	Chapter 13
	Chapter 13 Attorney Fees
	Instructions and Procedures (Chambers)
	Filing an Adversary Proceeding (AP) Without an Attorney
	Filing Without an Attorney (Pro Se)
	Mortgage Modification Mediation
	Negative Notice List
	Noticing Requirements/FAQs
	Privacy Policy & Redaction Requirements
	Proposed Order Guidelines
	Service Requirements
	Requirements for Voluminous Documents
	Credit Reports


	SBRA (Sm Bus Reorg Act)
	Mortgage Modification Mediation	Court Approved Mortgage Modification Mediators
	Ex Parte Motion for MMM (Attorney)
	Ex Parte Motion for MMM (Self-Represented)
	Application to Become an MMM Mediator
	Sample Form Order
	Secure Online Communication Portal
	Standing Order No. 20


	Student Loans
	Calendars	General Hearing Information
	2023 §341(a) Meeting Dates
	2024 §341(a) Meeting Dates
	Court Calendar (Public Calendar)
	Federal Holidays


	Forms	Admin Forms
	Archives Request
	324(b) Statement - Read Before Filing
	Employment Dispute Resolution Plan
	File an Online Proof of Claim
	Instructional Documents
	Local and Sample Forms
	National Forms
	Sample and Form Orders


	Court Resources	Accessing Court Records
	Admin & Standing Orders
	Bankruptcy Noticing Center
	Court Locations/District Map
	District & 11th Circuit Orders
	External Resources
	FAQs
	Fees
	Glossary of Legal Terms
	Judgment Book
	Local Rules
	N. D. Florida Bankruptcy Bar Association
	Newsletters
	Opinions
	Ordering Transcripts & Recordings
	Post Judgment Interest Rates
	Pro Bono Resources
	Professional Fees Report
	Registers Under FRBP 5003(e)
	Rental Assistance Programs
	Statistical Tables
	Unclaimed Funds
	Zoom Video/Telephonic Hearings


	Judges	Chief Judge Karen K. Specie
	Judge Jerry Oldshue
	Judge Henry A. Callaway


	Contact Us	Court Contact Info
	ECF HelpDesk
	Emergency Filings
	Employment Opportunities
	Federal Court Finder
	Inclement and Tropical Weather
	Trustee Information






  

          

    
    
      
                
        

        
                            


        
        

          
          You are here
	Home
	Forms
	Instructional Documents

            
          
                      
              Proposed Order Guidelines            

          
                                        
                      
      
                      
  
  
  
    Case Style



The case style must include the chapter, complete and correct debtor or plaintiff and defendant name(s), and case number including the assigned judge’s initials once known.

 

Title



The title of the proposed order should contain the disposition of the motion, name of the movant, docket number of the motion, and the title of the related motion (ONLY ONE MOTION PER ORDER):

	Order Granting ABC Bank’s Motion for Relief from Stay (ECF No. 51)
	Order Approving Trustee’s Application for Compensation (ECF No. 123)
	Orders “on” a motion/application/objection will not be accepted; they must include a disposition


 

Disposition



The correct disposition terminology should be used:

	Motions are granted or denied
	Objections are sustained or overruled
	Applications are approved or disapproved
	Non‐dispositional language such as “Order on Motion” will not be accepted


 

Body



The opening paragraph of the proposed order should contain the document number of the motion or document to which the order is related

	“This case came before the Court on Creditor ABC Bank’s Motion to Dismiss Case (ECF No. 57)…”


 

Prepared By



The name of the attorney who prepared the proposed order is to be indicated at the end of the document.

 

Amended Orders



Amended orders must contain a footnote explaining why the original order is being amended.

 

Referenced Documents



Proposed orders which contain references to Proofs of Claim or items on the docket such as responses, amendments, etc., should contain the name(s) and docket or claim number(s) of those items as shown in the examples above. 

 

Objections to Claims



Orders sustaining objections to claims should clearly indicate the amount of the claim to be disallowed. Do not simply state “claim is disallowed in its entirety.”

 

Service Language



Proposed orders will be required to include one of these service statements:

	For an Attorney: “Attorney [Name of submitting attorney] is directed to serve a copy of this order on interested parties and file a certificate of service within 3 business days of entry of the order”
	For a Trustee: “Trustee [Name of submitting trustee] is directed to serve a copy of this order on interested parties and file a certificate of service within 3 business days of entry of the order”


The statement should be located after the signature block with two hard returns preceding it. Proposed orders that do not include this statement will be rejected, and the submitting party will be required to submit a new order with the appropriate language included. Failure to serve an order within the time allotted may result in the order being vacated.

 

Submission Rules



Proposed orders must be submitted in Word (.doc or .docx) or Rich Text Format (.rtf). PDF FILES WILL NOT BE ACCEPTED. Use the electronic submission link through CM/ECF only to submit proposed orders.

 

Competing Orders



If there is a dispute between counsel about all or a portion of a proposed order that cannot be resolved by the time the proposed order is to be submitted, then the submitting attorney must check a box located on the CM/ECF proposed order document upload screen labeled “Competing order may be submitted.” In addition, a letter must be included (as the first page of the proposed order) that states:

	The order is not agreed to by opposing counsel;
	Whether a competing order is expected; and
	The issue that is in dispute.


The letter and the proposed order must be copied to opposing counsel. 

 

Plain Language



Utilize plain language as follows:

	CORRECT: “It is Ordered.”
	INCORRECT: Accordingly; Hereby; Therefore; Adjudged and Decreed; Whereas
	INCORRECT: “The Court is of the opinion…”
	CORRECT: “No party filed an objection within the prescribed time period, the court considers the matter unopposed.”
	INCORRECT: “No response having been filed, the court is of the opinion that the Motion is due to be granted.”


 

Format



	Documents must be double spaced and contain only basic formatting.
	Use the same font type and size throughout the document (preferably 14 pt. font).
	Ensure that the correct judge’s initials appear after the case number within the header.
	Ensure that the Chapter identification, e.g., Chapter 7, appears above or below the case number within the header.
	When using properly spelled Latin terms (e.g. in rem), you must either underline the term or use Italic font.
	The name of the attorney who prepared the order is to be indicated at the end of the document.
	To save space, position the judge’s signature line approximately one (1) inch below the date line.
	Use the following date and judge signature block format on all proposed orders:


	[Indent] DONE AND ORDERED on <blank line - court to add date>

[Tab Right]    

	[Tab Right] KAREN K. SPECIE

	[Tab Right] Chief U.S. Bankruptcy Judge

 

EXAMPLE:

DONE AND ORDERED on November 19, 2012 .

 

KAREN K. SPECIE

	Chief U.S. Bankruptcy Judge
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