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 Scenario:  Debtors file a joint case.  One debtor dies.  The joint case is ready for 
discharge except that no Personal  Financial Management Certificate has been filed 
for the deceased debtor.  

 First Option
◦ The living debtor will be discharged.  The deceased debtor’s case will be closed 

without discharge.

 Second Option
◦ Attorney for debtors could file a motion and proposed order waiving the filing 

requirement of the personal financial management certificate.  If granted, both 
debtors will be discharged.

 Third Option
◦ Attorney for debtors could file an affidavit and attach a redacted death 

certificate.  Both debtors will be discharged absent an objection from any party 
in interest to the case.



 Scenario:  Debtors file a joint case.  One debtor dies.  The joint case is ready for 
discharge except that neither a Personal Financial Management Certificate nor a 
Certification of Compliance with 11 U.S.C. §1328 has been filed for the deceased 
debtor.  

 First Option
◦ The living debtor will be discharged.  The deceased debtor’s case will be closed 

without discharge. 

 Second Option
◦ Attorney for debtors could file a motion and proposed order waiving the filing 

requirement of the personal financial management certificate and the 
certification of compliance with 11 U.S.C. §1328.  If granted, both debtors will 
be discharged.

 Third Option
◦ Attorney for debtors could file an affidavit and attach a redacted death 

certificate.  Both debtors will be discharged absent an objection from any party 
in interest to the case.





 Docket the event:
Bankruptcy > Other > Document/Event Entered in Error

 During docketing, check the box to refer to existing event(s):     

 And check the box to select the docket entry that was in error”
(make sure you have selected the correct docket entry!!)

 Cannot be used to mark a Petition docket entry (docket entry #1) as 
Entered in Error.

Note: We do not delete docket entries entered in error.





Declaration About an Individual Debtor’s Schedules
(Official Form 106Dec)

and 
Summary of Your Assets and Liabilities and Certain 

Statistical Information
(Official Form 106Sum)

 Effective 12/1/2015.

 Required any time you file schedules or amended 
schedules.

 When filed with amended schedules, make sure to 
check this box on both forms:



When docketing amended schedule(s):

 Use the menu Bankruptcy > Other. Highlight the schedule 
you are   amending (control click to select multiple 
schedules).

 Click the “Yes” radio button during docketing:

 Check docket entry text for accuracy prior to submitting.





 Docket Bankruptcy > Other > Document/Event 
Entered in Error and relate to the entry with 
unredacted pleading.

Exception: The Petition docket entry (docket entry #1) 
cannot be marked Entered in Error.  

 File Motion to Restrict Access and File Redacted 
Replacement Document

Bankruptcy > Motions/Applications > 
Redact/Restrict

 Pay $25.00 fee and tender proposed order



After the Order is entered:

 Clerk’s Office will restrict access to the document that 
contained the unredacted Social Security Number.

 Filer redockets the REDACTED document (We 
recommend adding language to the docket entry text 
box, such as “Amended” and “Redocketed for redaction 
purposes only.”). 

 If a duplicate filing fee is charged when the redacted 
pleading is redocketed, filer should contact the Clerk’s 
Office to request the duplicate fee be removed.





Scenario:  You docket a pleading, certificate of service, or some 
other document and select an incorrect party during docketing.  
As a result, you are now listed as that party’s attorney (or co-
counsel) in CM/ECF.

 Notify the Clerk’s Office immediately, preferably by email to:
CMHelpdesk@vawb.uscourts.gov

 Clerk’s Office deletes incorrect party/attorney association in 
CM/ECF.

 Filer dockets Bankruptcy > Other > Document/Event Entered 
in Error and relates it to the entry with the incorrect 
party/attorney association. 

 Filer redockets pleading with correct party/attorney selected.





Responses
Docket using: Answer/Resp/Obj > Reference an Existing 

Motion/Application > Response.  This event populates the 
court calendar when hearing information is entered during 
docketing.

Respondent’s Certifications:
Docket using Bankruptcy or Adversary > Other > 

Respondent’s Certification.  This event does not populate 
the court calendar.

Responses filed using the Respondent’s Certification event will 
not populate the court calendar!!





Documents filed electronically must be in flattened PDF 
format with all imbedded linkable code(s) and tables 
removed.  An unflattened PDF document allows users to 
enter or modify data on the document and/or  link to 
outside websites from within the document.  

 Create PDF document for filing as usual.

 From the Print feature, select Adobe PDF as the printer.

 Select Print button at the bottom of the screen.

 Upload the document in CM/ECF using normal 
procedures.



If an unflattened PDF document is filed, you will be 
notified to:

 (1) Docket the event Other > Document/Event Entered 
in Error.

 (2) File a Motion to Redact/Restrict.
 (3) Pay a $25 fee.
 (4) Submit a proposed order.
 (5) Re-file a flattened PDF document
 (6) Contact the Clerk’s Office if a duplicate filing fee is 

charged when the flattened document is filed.





 Through Bankruptcy>Creditor Maintenance you can:
(1) enter individual creditors
(2) upload a list of creditors
(3) edit an existing creditor

 When you file a notice of amendment, you also need to go to 
Creditor Maintenance and select enter individual creditors and 
type in the additional creditors.  

 When you upload a creditor matrix, go to Creditor Maintenance 
and select upload list of creditors.

 If you get returned mail and it has a new address for a creditor, you 
need to Go to Creditor Maintenance, select edit creditor, and type 
in the new address for the creditor. 



 Court dockets are posted on the Home page of our website and are  
updated directly from CM/ECF every half hour.

 Docketing a Notice of Hearing separately from the motion will add the 
matter to the court calendar twice and requires the courtroom deputy 
to manually remove the duplicate entry from the court calendaring 
program.

 To avoid the duplicate calendar entry, we recommend scanning and 
docketing the Notice of Hearing with the pleading and adding text to 
the pleading docket entry: “….and Notice of Hearing…”  



To address frequent questions the court has received regarding appeals, 
we have posted an Appeal Information Sheet on our website under the 
Attorney Guidelines tab.





 Must be qualified and licensed to practice before the Supreme Court of 
the United States, the highest Court of any state in the United States, or 
the Courts of the District of Columbia.

 May appear only in association with a member of the Bar of this Court 
(local counsel).

 Local counsel must file a Motion for Admission Pro Hac Vice and 
submit a proposed order to CMOrders

 If approved, local counsel must endorse all pleadings

 If approved, local counsel must appear at all hearings unless 
appearance is waived by the presiding judge

 Local counsel may not withdraw without leave of the Court



 Once an order is entered approving admission pro hac vice, 
the attorney must complete a CM/ECF Pro Hac Vice 
Registration Form in order to file electronically and receive 
electronic notice.  A link to the form is on the Court’s 
website at: 

www.vawb.uscourts.gov>Attorney Guidelines>Admission Pro Hac Vice



 Completed form is emailed in PDF format to:
CMHelpdesk@vawb.uscourts.gov

 A login and password to the CM/ECF electronic filing 
system will be emailed to the attorney.

 Upon receipt of the login and password, the attorney 
will be able to file pleadings electronically in CM/ECF.

 During the filing process, the attorney will be added as a 
party to the case and will then start to receive notices 
electronically.





 Question 7 of the Voluntary Petition for Non-Individuals Filing for 
Bankruptcy (Official Form 201) requires non-individual debtors to 
list the 4-digit NAICS code that best describes their business.  



 The NAICS code is also entered in CM/ECF when loading the new 
case.

 The 4-digit NAICS code is a “parent” of the 6-digit NAICS code the 
debtor may use for their tax records or for other business purposes.  
If you know the debtor’s 6-digit NAICS code, the first four digits 
should be used to complete question 7.



If you do not know the debtor’s 6-digit NAICS code, please pick the 4-
digit code that best describes the debtor’s business.  The most recent list 
of 4-digit NAICS codes is available on the Court’s website at:

vawb.uscourts.gov > Attorney Guidelines > NAICS Codes
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