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Filing an Involuntary Petition

An involuntary petition is filed by petitioning creditors against an alleged debtor to force
that party into bankruptcy under either Chapter 7 or Chapter 11. This lesson will
explain the necessary steps for filing an involuntary petition with the court using ECF.

Step 1

Step 2

Click the Bankruptcy hyperlink on the ECF Main Menu. (See figure 1)

EECF Bankruptcy . Adversary + Query +  Reports .  Utiities -«  Logout

Figure 1

The Bankruptcy Events screen displays. (See figure 2)

EEC F Bankruptcy . Adversary . Query = Reports . utilities  »
Bankruptey Events

Open Voluntary BK Case

Open Involuntary BK Case

Answer/Response...
Appeal

Case Upload

Claim Actions

Claims Upload
Creditor Maintenance...
File Claims

Tudee Trustee Assisnment
Motions/ Applications
Notices

Plan

Figure 2

* Click the Open Involuntary BK Case hyperlink.
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Step 3 The Open New Involuntary Case screen displays. (See figure 3)

EECF Bankruptcy . Adversary *  Query = Reports  « Utilities
Open New Involuntary Case

Case type bk
Date filed 6/2/2006

Joint Petition n

Figure 3
. Case type “bk” is the default choice and cannot be changed.
. Date filed default to the current date and cannot be
changed.
. Chapter should be either “7” or “11”.
. Joint Petition “n” is the default and cannot be changed.
. Deficiencies “n” is the default and should not be changed.
2 Click Next to continue.
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Step 4 The Search for an alleged debtor screen displays. (See figure 4)

EEC F Bankruptcy . Adversary . Query = Reports . Utilities .

Open New Involuntary Case

Search for an alleged debtor
SSN | Tax Id
Last/Business name

First Name

Middle Name
Figure 4
NOTE: To prevent duplicate person records, a search of the

database for the alleged debtor is recommended.
One can search by Social Security Number, Tax
Identification Number, last, business, first or middle
name.

2 Enter the alleged debtor’s information in the chosen field and click

Search to continue.

4 If the alleged debtor is already in the database with exact matching
information, select it.

4 If there are no matches, the system will return a No Person Found
message. (See figure 4a)

EEC F Bankruptcy . Adversary . Query -« Reports . Utilities
Search for an alleged debtor
SSN | Tax Id

Last/Business name
First Name
Middle Name

Party search results

No person found.

Figure 4a
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2 If the party is not in the database, proceed to add the alleged
debtor by clicking the Create new party button.

Step 5 The Alleged Debtor Information screen displays. (See figure 5)
UE F Bankruptcy Adversary Query Reports Utilities
Alleged Debtor Information
Last name |Jones Asphalt First name
Middle name Generation Title
SS5N 222-11-1234 Tax ID |3B-11111
Office Address 1 (387 5. Main St
Address 2 Address 3
City SouthBend State N Zip 46601
County | 5t Joseph Country
Phone Fax
E-mail
Party text
. T : ——— Add all aliases and corporate parents
[ s ]  Corporste parent. J Review.. ]before clicking the Submit button.
[ Submit ][ Cancel ][ Clear ]
Figure 5
. Enter the alleged debtor’s information in the appropriate
fields.
* Click Submit to continue.
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Step 6 The Search for a petitioning creditor screen displays. (See figure 6)

EECF Bankruptcy B Adversary +  Query = Reports  « Utilities  » Logout

Open New Involuntary Case

Search for a petitioning creditor
SSN | Tax Id
Last/Business name

First Name

Middle Name
Figure 6
NOTE: To prevent duplicate person records, a search of the

database for the petitioning creditor(s) is
recommended. One can search by Social Security
Number, Tax Identification Number, last, business,
first or middle name.

L 2 Enter the petitioning creditor information in the chosen field and

click Search to continue.

2 If the petitioning creditor is already in the database with exact
matching information, select it.

2 If there are no matches, the system will return a No Person Found
message. (See figure 6a)

EEC F Bankruptcy - Adversary - Query - Reports . Utilities
Search for a petitioning creditor
SSN | Tax Id

Last/Business name
First Name
Middle Name

Party search results

No person found.

Figure 6a
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4 If the party is not in the database, proceed to add the petitioning
creditor by clicking the Create new party button.

Step 7 The Petitioning Creditor Information screen displays. (See figure 7)
EECF Bankruptcy . Adversary *  Query -« Reports Utilities Logout
Petitioning Creditor Information
Last name |Osbourme First name |Karen
Middle name Generation Title
SSN [445-99-8388 | 222-11-1234 Tax ID
Office Address 1 456 Broadway Ave.
Address 2 Address 3
City |South Bend State |IN Zip 46601
County | 5t Joseph Country
Phone Fax
E-mail
Party text

Add all attorneys, aliases and corporate parents

[ Alias... ][ Corporate parent. ][ Review.. ]before clicking e Gabuia bt

[ Submit H Cancel ][ Clear ]

Figure 7

. Enter the petitioning creditor information in the appropriate
fields.

NOTE: If appropriate, check the box next to The user opening the
case is the filing attorney for this party to make the
attorney/petitioning creditor connection before submitting this
information.

2 Click Submit to continue.
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Step 8 The Search for a petitioning creditor screen will appear again for the
addition of any other petitioning creditors. If there are no other petitioning
creditors, or when all petitioning creditors have been entered, click End
petitioning creditor selection to continue.

Step 9 The Divisional Office assignment screen displays. (See figure 8)

EECF Bankruptcy . Adversary *  Query -« Reports Utilities  «

Open New Involuntary Case

Divisional Office is set to South Bend based on the county code 18141 of the debtor
Figure 8

2 Click Next.

Step 10 The Statistical Information screen will display. (See figure 9)

EEC F Bankruptcy . Adversary . Query -« Reports . Utilities
Open New Involuntary Case

Type of debtor

@® Individual

O Corporation (includes LLC &
LLP)

O Partnership

5 O Other
Fee status Paid

[ Health Care Business
[ Single Asset Real Estate
O Railroad

Estimated number of creditors | 1-43 [0 Stockbroker

0O Commodity Broker

O Clearing Bank
Estimated debts | 130-350.000 O Nonprofit Organization

Figure 9

Nature of debt |«

Asset notice | No

Estimated assets | $0-350,000
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Step 11

. In the Type of Debtor area, select the type of debtor by clicking
with your mouse next to the correct type.

. Fee Status default is “paid” and cannot be changed.

. Nature of Debt can be changed from “consumer” to “business” if
appropriate.

. Asset notice will be “yes” for corporation/business debtors and
“no” for individual debtors.

. Complete the fields for Estimated number of creditors,

Estimated assets and Estimated debts.
Click Next to continue.

The PDF Document Selection screen displays. (See figure 10)

EEC F Bankruptcy

Open New Involuntary Case

Select the pdf document (for example: C:1199¢v301-21.pdf).
Filename

|

Attachments to Document: & No O Yes

Figure 10

4 Click Browse, then navigate to the directory where the appropriate PDF
file is located.

. To make certain you are about to associate the correct PDF file
for this entry, right click on the filename with your mouse and
select Open. (See figure 10a)
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File Upload K E |
Lockin: |23 Pof [ ck| [ =)
) ANSWER. pof T Mation. FOF T TrustesFinalsce. pdt
Y AL A =, Dlp.pdf
i Certs o FOF |
Bl corsior o TN
'@ Declaration.p Frirt
E HearingMtc.F Corel Yersions 3
il AddtoZip
el Add to Application. zip
File name: FE@ Zip and E-Mail &pplication.zip T I
ElEeeiiee F Scan for Vinizes. . j — |
Send To 3
Figure 10a
. This will launch the Adobe Acrobat Reader to display the contents

of the imaged document. Verify that the document is correct.

. Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box. (See figure 10b)
File Upload HE|
Look jr: |E Fdr LI | In_:fgl I |
] SN SWER. pof T Motion PDF T TrusteeFinaltce pdf
pplication POF SR el el Tl volp.pdf

T CertSve. FDF T Order.pd

'@ Complaint. pdf '@ ProofClaim. pdf

'@ Dreclaration. pdf '@ Schedules. pdf

M Hearinghic PDF T8 SUMMONS. pd

Filz name: IAppIicatiDn.F‘DF | Open [ I
Filez af type: |.-'l'-.II Files [*.%] ;I Cancel |
Figure 10b
2 Click Next to continue.
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Step 12

Step 13

Step 14

The Receipt # screen displays. (See figure 11)

EECF Bankruptcy . Adversary +  Query Reports Utilities  »

Open New Involuntary Case

Leave the receipt field BLANK if you are paying via the Internet
Enter N/A in the receipt field if this is a non-fee event

Receipt # | Fee: $299

Figure 11

2 Leave the Receipt # field blank and click Next to continue.
On the next screen that appears, click Next.

The Final Docket Text screen appears. (See figure 12)

E ‘ F Bankruptcy - Adversary - Query = Reports . utilities - Logout

Open New Involuntary Case

Docket Text: Final Text
Chapter 7 Involuntary Petition Fee Amount $299 Re: Alleged Debtor Jones Asphalt Filed by
Petitioning Creditor(s): Karen Osbourne (attorney William Miller). (Miller, William)

Attention!! Submitting this sereen commits this transaction. You will have no further opportunity to
modify this submission if you continue.

Figure 12

2 This is the last opportunity to make any changes before the
involuntary petition is officially filed. Verify the information on this
screen and click Next.
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Step 15 The Electronic Payment screen appears. (See figure 13)

0 Eloccrogije Raymeni==lelscape. _.J...JLBI
-

et stestepfeopfololclol okl TNIPORTANT NOTICE okttt desteseotesdese s

Do NOT use the browser 'Back’ button during the payment process.
s e e e e f b o e s s e e s e f ok b et o s e s s e e ok e kb et s s e s sk o e ok kel ok ok ke

Summary of current charges:

Date Incurred Description Amount
2006-06-02 Involuntary Petition (Chapter 7)(06-30100) $ 290.00
10:26:39 [misc.involTa] ( 2989.00) =
Total: S
299.00 —
Figure 13
2 ECF will keep track of fees due. At this screen, click either Pay Now or

Continue Filing. For this exercise, we will choose Pay Now. All
accumulated filing fees will be paid via the internet at this time.

4 If Continue Filing is chosen, the payment box above will disappear and
allow you to continue with other filings until your filing session is complete.

2 When your filing session is complete, click Utilities on the CM/ECF main
menu bar and click on Internet Payments Due. You can either view the
tally of fees accumulated or click on Pay Now.

2 A history of internet payments is also available by clicking Utilities on the
CM/ECF main menu bar and clicking Internet Payment History. This
report displays a history of payments made via the internet in any given
date range.
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Step 16 The Notice of Electronic Filing screen will generate. (See figure 12)

EEC F Bankruptcy - Adversary . Query = Reports . Utifities Logout

Open New Involuntary Case

U.S. Bankruptey Court
Northern District of Indiana (Test Database)

Notice of Bankruptey Case Filing

The following transaction was received from Miller, William entered on 6/2/2006 at 10:26 AM EDT and filed on 6/2/2006
Case Name: Jones Asphalt

Case Number: 06-30100

Document Number: 1

Docket Text:
Chapter 7 Involuntary Petition Fee Amount $299 Re: Alleged Debtor Jones Asphalt Filed by Petitioning Creditor(s): Karen Osbourne
(attorney William Miller). (Miller, William)

The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:W:\CMECF'PDFS'Complaint.pdf

Electronic document Stamp:

[STAMP bkecfStamp ID=1006806539 [Date=6/2/2006] [FileNumber=55938-0] [
9c4afed0fe9733a10c0c493710b97f29b351b77d1d09971ddel 5bef0983cdbdbT18e61
257113d9379¢effdal3c222dbeb5f089edff93a9418a25¢d2cb863d8a6]]

06-30100 Notice will be electronically mailed to:
06-30100 Notice will not be electronically mailed to:

Jones Asphalt
887 S. Main St.
South Bend, IN 46601

William Miller

123 S. Main Street
PO Box 200

South Bend, IN 46601

Figure 12
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