Service Guidelines



To Whom Is Service Required?




Generally, service is always required to be 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.

An “interested party” is someone who has filed a Notice of Appearance or a
Request for Notice.

Depending on the type of document being served, notice upon the “20 largest
unsecured creditors” (chapter 1) or all creditors may also be required.

Fed. R. Bank. P. 2002, 7004, and 9oo8




FDIC: Insured Depository Institutions

Service to the attention of an officer (no name specified) must be done by certified
mail
State Bank & Trust c/o Officer

Service to the attention of an officer whose relationship with the bank is known, still
must be done by certified mail

State Bank & Trust ¢/o Pam Brown, Officer

Service may be made by regular first class mail to the Attorney for the institution if
the attorney has made an appearance in the case




FDIC: Insured Depository Institutions (ontinued

Service to the attention of an unknown named individual, such as a name provided
by the debtor in the petition or on the mailing matrix when nothing has been filed in
the case or on a claim to indicate who the person is in relation to the bank, is
improper.
State Bank & Trust, c¢/o Lisa Jones
- Ms. Jones may be the debtor’s favorite drive-thru teller or her
brother’s next door neighbor’s daughter who works at the local branch

If an FDIC institution has waived, in writing, their entitlement to service by certified
mail and designates, in writing, a named officer or service agent to receive service, the
institution may be served by regular first-class mail.




Service upon any agency of the United States government must be
made 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, to the attention of the Civil Process
Clerk, in the district in which the case is brought.




Government Agencies (continued)

Service upon any state, municipal corporation, or other
governmental organization must be made to:

The person or office upon whom process is prescribed to be served by the
law of the state in which service is made, or in the absence of the
designation of any such person or office by state law, then to the chief
executive officer thereof.

E.g., Hershel Vineyard, Secretary, c/o Office of General Counsel,

Florida Department of Environmental Protection




Government Agencies (continued)

() it!

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.




Non-governmental Entities

Service on a corporation, partnership, or company should be made to the attention of
an officer or managing agent.

Service to the attention of a unknown named individual whose relationship with the
company is unknown is improper.

Service to the attention of an officer whose relationship with the company is known
is acceptable.

If an attorney has made an appearance in the case on behalf of the corporation, then
service by first-class mail or electronic notification via CM/ECF to the attorney is

propetr.




Service to Officers of Non-governmental Entities

Three Piggs Straw & Hay, LLC

Three Piggs Straw & Hay, LLC,
c/o Thomas Pigg

Three Piggs Straw & Hay, LLC
c/o Thomas Pigg, President
or Vice President, Secretary, Treasurer, CEO or CFO

Three Piggs Straw & Hay, LLC
c/o B. B. Wolfe, Esq.




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.




Service of Objections to Claims




Service Upon Non-Governmental Claimants

Service of an objection to claim is to be made upon the claimant at the notice
address on the proof of claim filed with the court.

If a separate notice address is not provided, service is to be made at the payment
address.

If the claimant is represented by an attorney who has filed a Notice of
Appearance in the case, regardless of if the attorney signed the claim, service is
to be made to the attorney for the claimant.




Service Upon FDIC Insured Institutions

No name provided > certified mail
Name provided, but not sure of that person’s position > certified mail

Officer’s name and title provided > first class mail

If an attorney has filed a Notice of Appearance on behalf of the
institution > service by first class mail to the attorney of record is
permitted, even if the attorney did not file or sign the claim.




Service Upon Federal Government Agencies

The agency at the notice address provided on the claim

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.




Service on Adversely Affected Parties




Generally, the service requirements of Rule 2002 apply whenever service is
required on all creditors, unless a specific creditor or creditors will be adversely
affected by the motion or application.

If there is an adverse affect, only the adversely affected creditor(s) must be served
per Rule 7004.

EXAMPLE: A plan modification requires service to everyone on the mailing
matrix.

But if that modified plan reduces the payout to a finance company on a car note
deficiency (not the secured portion of the claim), the finance company would
need

to be served per 7004.







All case participants, parties in
interest, and their attorneys, if
represented.

Query by Case Number or SSN

Select “Party” option




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.

Located on the Bankruptcy menu
under “Mailing Information”

No PACER fees are incurred




Official Mailing Matrix: The

mailing addresses for everyone who is
a party to, party in interest, or creditor
in the case

List of Creditors: All creditors in the
case. Matrix does not include parties,
attorneys, or other case participants.

Both matrix options are available
without incurring PACER charges via
the Bankruptcy menu.




Reading the Mailing Matrix

Information regarding “preferred,” duplicate, or undeliverable addresses is
located at the bottom of the mailing matrix.

One or more creditors have registered a “preferred” address with the National
Creditor Registry Service:

One or more recipients have duplicate or undeliverable addresses:




Reading the Mailing Matrix

(c) Address corrected by USPS Locatable
Address Conversion System

(d) Duplicate entry

(p) Preferred address registered with the
NCRS

(1) Undeliverable as addressed




Reading the Mailing Matrix (continued)

+ Recipient will receive electronic
notification (NEF) through CM/ECF

* 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







Rule 5.1 of the Local Rules for the U.S. District Court for the Northern
District of Florida (Eff. 11/24/15) requires that documents, whether
filed on paper or electronically be formatted as follows:

* Double-spaced

e No smaller than 14 point font

e On plain white, letter sized paper (8 ¥2” x 11"
o At least1” margins

Documents may be duplexed (one full page on each side of a sheet of
paper) but otherwise must be a “true” copy. “Multi-plexing” is
prohibited.



http://www.flnd.uscourts.gov/sites/default/files/local_rules/local_rules.pdf
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For assistance, please contact our Help Desk

CMECF_HelpDesk@flnb.uscourts.gov
or

Tallahassee: 850-521-5001

Toll-Free: 888-765-1752





