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Florida Southern Bankruptcy Court
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Notes: Welcome to the module on Filing Common Pleadings. This module guides you through the more commonly filed

pleadings.

@ Objectives
- [ e

After completing this module, you will be
able to file a:

0O Request for Notice
QO Reaffirmation Agreement

START

Slide 2

Notes: After completing this module, you should be able to file a Request for Notice and a Reaffirmation Agreement. We
will continue with filing a Notice of Mortgage Payment Change along with the Certificate of Service and a Notice of Filing a
Change of Address in our next lesson. When you are ready to begin, click START.

Florida Southern Bankruptcy Court

Slide 3

: H Request for Notice

Notes: Our first lesson focuses on filing a Request for Notice. This is a request by a non-attorney to receive notice of all

documents filed in a case.
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Click Bankruptcy

U.S. Bankruptcy Court
Southern District of Florida
Official Court Electronic Document Filing System

Welcome to the Florida Southers Bankruptcy
CAUECF VERSION 43
NOTICE:

On Mondays the CAVECF and PACER servers will be unavailable from 12:01 AM cill 12:30 AM.

Court Train data base

T faetty o onb. detrvity st = logged. 1
Procedure 9011, mder 18USC 152 and 3571

Information about viewing PDF files

fLast login: 02-28-2013 1127

Notes: From the Main Menu bar, click Bankruptcy.

Slide 5

eyMiena pifBankrupteybventsdid=15411 v & | 42 | X |18 Google

> Toos~ @~ 1 @ 8

[Bankruptey Events
Creditor Maiatenance...
Clam Actions

Select Limited Filers

e

Notes: The Bankruptcy Events list will appear. Select Limited Filers from the list.

Slide 6

Click Next

Notes: The Case Number screen will appear. This screen will default to the last case you worked on. Verify the case
number and click Next.
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Office: 1 (Miami)

Jodge: LMT Case Flag CounDue, CounDueIT

gur selection. or use arrows to highlight o and press Enter.
‘Sd-ﬂdlvni

Notes: The Available Events screen will appear. Click in the text box and type “request” to narrow down your search.

ssisct a0 suent) Selected Event

Eea 2L |

Select Request for Notice

Notes: Two available events are listed. The event “Notice of Appearance and Request for Service” is ONLY used by
ATTORNEYS filing on behalf of a creditor. As a limited filer, select Request for Notice instead.

=1 =

Click Next

Notes: Confirm your selection appears in the Selected Events field and click Next to continue.
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P77

#m - Page~ Safety~ Took~ @~ | Pl ]

lick con cerormey 10 zee the parry =/he reprezents

= (o)

[type of party shown in brackets]

Click Next

¥

Limited Filer / Claims:

1310171101 Zae dZee ) Zager

Type: bk Me [
tessag¢ from webpage
|Assets: 0. -

fi, Note you have not selected an sttomey.

=1

ik on ctorney 1 e MERHERTERETTTTT
o Click OK

hown in brackets]

toaxt] [ Ciner]

Notes: A warning dialog box will appear since a selection was not made. Click OK to continue.

Slide 12

mm v Pagev Ssfety~ Toos~ &~ | N N

Select Add/Create New Party

Nesi] [Ciner]

Notes: The Select the Party screen will appear. For this tutorial, we are filing a Request for Notice on behalf of Staples.
The party is not included in the list of case participants, so select Add/Create New Party.
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# v Pagew Safety~ Took<w Wk~

po— Query Reports

Notes: The Search for a Party screen will appear. Parties must first be searched in the court’s database to verify if a
record exists. Click in the Last/Business name text box and type Staples.

Slide 14

Click Search

Notes: Click Search to continue.

Slide 15

[Party search results
No person found.

Cresie new oary

Click Create new party

Notes: The party search results did not find a potential match. As a result, we will click on the Create new party button.
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Last name Stscies First name
Middla. Generation Title
.
ssx/mx e Ty e
ofee Ao
At prnn
P oo =
o 5 G
Prome i
E-mail
Party text
Y T e E—

Notes: The Party Information screen will appear. Include the complete mailing address of the party. For this tutorial, the
information has been entered for you.

Slide 17

SSN/ImIN e L PIES
Office Address 1 5875 Crom Svea
Address 2 Address 3
City west Paim Bescn State 71 Zip 3350
County - Country
Phone Fax
Email
Role Sians (ians) =
Party text

Click Options

(Submit | [ Cancel | (Ciear|{ Comorate paren  smiisia. |

Notes: Refer to the court’s Style Guide to ensure that all entered data is consistent with the court’s requirements. For
example, apt/suite/room #s should be part of Address 1, NOT as Address 2. At Role, click the Options arrow.

Slide 18

oo i iz TN N
Oftics Address 1 2575 Crom Sveet
Address 2 3
ity vies: Paim Bescn Flin e

County ~  County

Notes: Select the role type of your party: creditor.
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SSN/ITIN maame TN nazm
Office. Address 1 =275 Crom Suae
Address 2 Address 3
City Wew Paim Basch State #1 Zip 23400
County ~  Country
Phone Fax
Email
Role EIEICT — -
Party text
Ger (ot ] (Siene Corporate parent | afiiste.
Click Submit

Slide 20

# v Pagew Safety~ Took~w @+ |

Click Next

E

Notes: The Select the Party screen will appear again with the added party highlighted. Click Next to continue.

Slide 21

Click Browse

Notes: The PDF selection screen will appear. Click the Browse button to locate your PDF file.
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Slide 22

& Choose Fie to Upload pr—

([@re) « COMMON (G) » 1 Case Documents

Organize v New folder

Neme

G APPS ()
5 COMMON (G

S PenaD (\\flsbnal \flsb\MIAUSERS) (5:)

File name:

E

6 Choose File to Uplosd pr—
Moozl =
« COMMON (G) » 1 Case Documents

1% Computer
&os©
& APPS ()
ON (6)

enaD (\\fsbnal\flsb\MIAUSERS) (5:)

~| Click Scroll Down arrow

Cancel |

S a1

Slide 24

£ Choose File to Upload p———

<« COMMON (G) » 1 Case Documents.

5# COMMON (6

% Penab (\flsbnal \flsb\ MIAUSERS) (5:)

Double-click the PDF
file

File name: Request for Notice

Notes: Before uploading, verify the correct PDF file is selected and has been redacted. For this tutorial, we will not
simulate reviewing the document. Double-click the PDF file.
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6 Choose File to Upload

<« COMMON (G) » 1 Case Documents

New folder

& os©

S APPSR

S COMMON (6)

* PenaD (\\fisbnal\fisb\MIAUSERS) (S)

File name: Request for Notice

of Service
Regarding Payment Advices

ge of Address CRAty
e of Address_DBAty
ice of Mortgage Payment Change

¥

3:10171-L0) Zac Zamore and Zos M Zamare
Type: bk Chupter. 7v

Click Next

M Zamors
Type: b Chapter: 7 v
sz Jodge: 1NT

Office: 1 (Miami)
Case Flag CounDue, CounDueIT

Request for Notice Filed by Creditor Staples (Shuler (limited), Pam)

Click Next

Notes: The Modify Docket Text screen will appear

. Verify the information is correct and click Next to continue.
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Slide 28

crion. Ve N oppor y it o ‘

Click Next

Notes: The Final Docket Text screen will appear. Click Next to commit this transaction.

Slide 29

151017100012 g M Zamors
Type: bk Chapter: 7v Office: 1 (Miams)
Assets: 0 Jodge LMT Case Flag: CouaDus, CovnDuel T

U.S. Bankruptey Court

Notice of Edectronic Filing

2282013 at 1231 PMEST and filed on 2282013
Case Name: Zamore and Zos M Zamore
5 L

Case Num?

Docament

ket Text:
t for Notics Filed by Creditor Stapies (Shuler (timited), Pacm)

ament description:\fsin Document
I fllename:G: | Case Documents Raquest for Notice pdf
nic document Stamp:

5T mp_|
(0

| TR ]

Notes: The NEF screen will appear. Clicking on any of the links on this page will require a PACER login and published
fees will apply.

Slide 30

@ Resources
=——

fFor further information, refer to our website
or:

m LR 5005-4(B)(3): Access to
Electronic Filing

Notes: For further information, take a moment to review the listed resources available on our website. When you are
ready, click Continue to begin the next lesson.
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Slide 31

Reaffirmation Agreement

Florida Southern Bankruptcy Court

Notes: Welcome to the lesson on Filing a Reaffirmation Agreement. Reaffirmation agreements may be filed by
representatives of either the debtor or creditor.

Click Bankruptcy
>
1
U.S. Bankruptcy Court
Southern District of Florida
Official Court Electronic Document Filing System
|
Florida Southern
CMECF VERSION 4.3
NoTICE:
On Mondays the CAUECF snd PACER servers will be unavailable from 12:01 AM till 12:30 AM.
s fociy s for O oty actny s i logged u
o o wnder 18USC 152 and 3571
|
|
Iaformation sbon viswing PDF les
o ast fogm: 02.28.2015 1044

Select Limited Filers

Notes: The Bankruptcy Events list will appear. Select Limited Filers from the list.
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Notes: The Case Number screen will appear. Verify the case number and click Next.

Slide 35

Notes: The Available Events screen will appear. Click in the text box and type “reaffirmation” to narrow your search.

Slide 36

Select Reaffirmation Agreement (Pro Se)

Notes: For this tutorial, the required signatures of the debtor(s) and creditor are contained in the imaged document.
However, the debtor(s) are not represented by counsel. Additionally, the reaffirmation agreement was entered into prior to
the court's issuance of the Discharge of Debtor(s). As a result, from the Available Events list, select Reaffirmation
Agreement Pro Se.
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177

#m - Page~ Safety~ Took~ @ | I ]

=
Click Next

> 8 |4 | x |8 Googie

w0 - Page~ Sefety~ Tookv @~ ) N (N

lick an cctorney 0 zee the party = he represenss
[type of pacty shown in brackets]

Click Next

F

Notes: At the Select any additional attorney(s) screen, click Next to bypass.

Slide 39

C=—1

Notes: A warning dialog box will appear since a selection was not made. Click OK to continue.
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ect-rain 1155 usCoUrs. gov

@ v Pagev Sefety+ Toolsv @~ ) G [

Select the Capital One, [Creditor]

Notes: The Select the Party screen will appear. Select the party for whom the document is being filed. In this case, the
creditor. For the purpose of this tutorial, the party is an exact match. Select Capital One from the list.

Slide 41

13:10171-LM] Zoc Zamors and Zoe M Zamars
Type bk Chapter. 7v. Office: 1 OMiami)

Assets:n Judge: LMT Case Flag: CovaDue, CovnDuelT

Click Next

F

Notes: Once highlighted, click Next to continue.

Slide 42

[51a Counsel for Debior Negoriate this Reatirmation Agreement’ |

Yes

" Select No

Notes: Counsel did not negotiate this reaffirmation agreement since the debtor was pro se. Note, a hearing on the
Reaffirmation will be held as a result. At the prompt, select No.
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Did Counsel for Debtor Negotiate this Reaffirmation Agreement?

Yos

o No

C=] (e=)

Click Next

E

Slide notes: Click Next to continue.

Slide 44

Notes: The PDF selection screen will appear. Click the Browse button to locate your PDF file.

Slide 45

& Choose File to Uplosd pr—

ee) <« COMMON () » 1 Case Documents.

New folder

11 5 Declaration Re Electronic Filing

% 6 Motion to Extend T
T 7 Motion to Avoi

S* COMMON (G

G ECRO (0)

% PensD (\flsbnal\fisb\ MIAUSERS) (S)

File name: - [AnFiles ¢ -

Com ) [ cones

Notes: The Choose File to Upload dialog box will appear. Navigate to the directory where your saved file is located.
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6 Choose File to Upload —

(@S <« COMMON (G) » 1 Case Documents

| Orgenze > Newfoider

™ Computer

&osc

8 APPS (F)

£ COMMON (G)

&5 ECRO (0)

53 Pena (\\flsbnal \flsb\MIAUSERS) (5:)

File name: <] [anFiescn | Click Scroll Down arrow

Open_[v] [ Conca | [

Notes: Click on the Scroll Down arrow to locate the file.

Slide 47

& Choose Fie to Upioad p—

<« COMMON (G) » 1 Case Documents 9 || Se

New folder

hange of Address DBAty
Payment Change

& osc)

&% APPS ()

€28 COMMON (G)

4 ECRO (©)

5% PenaD (\\fisbnal \flzb\MIAUSERS) (5))

Double-click the PDF file

File name: Reaffirmation Agreement - [auFilesgn

Open_|v] Cancel 1J

Notes: Before uploading, verify the correct PDF file is selected and has been redacted. It should contain the correct
information including, but not limited to: the creditor, debtor(s), and attorney(s) names, total amount of indebtedness,
amount reaffirmed and the proposed monthly payment, per the terms of the reaffirmation agreement), the appropriate

signatures, and an indication of the presumption of undue hardship. For this tutorial, we will not simulate reviewing the
document. Double-click the PDF file.

Slide 48

€ Choose File to Upload -

[ )« COMMON (G) » 1 Case Documents

1% Computer
&osc

G0 APPS (F)
5 COMMON (6)
& £cRO (0) L Request for Natice

5 Pena (\\fisbnal\ LAUSERS) (5:)

Reaffirmation Agreement - [AnFies ¢ >

Notes: Click Open to associate the file with the case.
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m ~ Page~ Safety~ Tools~ G+

Click Next

Notes: The PDF Selection screen will appear again with the file path populated. Click Next to continue.

Slide 50

Notes: It is important that you respond to the requested information on the following default screens. Click in the text box
and enter the name of the Creditor with whom the Reaffirmation Agreement is being made: Capital One.

Slide 51

fEnter Creditor Name in This Reaffirmation Agreement:

=] (o)

Click Next

Notes: Click Next to continue.
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Type: bk - Chapter- 7 Office: 1 (Miams)
Assets: 0 Judge: LMI Case Flag: CouaDus, CounDuel T

[A presumption of undue hardship has been established with respect to this agreement: |

Select No

E

Notes: There is no presumption of undue hardship for the debtors. Select No.

Slide 53

13:10121-000 Zec Zamers and Zoo M Zamers
Type: bk Chaptee. 7 v Office 1 (M)
Assets: Jodge: LN Case Flag CounDoe, CounDueIT

Click Next

Notes: Click Next to continue.

Slide 54

13101710001 Zac Zamorz and Zoe M Zamors
Type: bic

7v Office: 1 (Mfiami)
Assets: n Jodge: LMI Case Flag CounDue, CouaDuelT
=] (e
Click Next

Notes: Click Next again at the default screen.
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Click Next

Notes: The Final Docket Text screen will appear. Click Next to commit this transaction.

Slide 56

Office: 1 (\fiami)

Case Flag: CouaDue, CounDuelT

U.S. Bankruptey Court
‘Southern District of Florida

3182013 at 10:16 AM EDT and filed on 3182013

[Case Name: Zac Zamore and Zow M Zamore
Case Numbers 13101710001
[Document Number: 2
ket Text:
Ezantion Ay s Pam)

E ==

Lectronic docament Stamp:

STAMP blcecfStamp_ID~1065065210 [Date~3/18:2013] [FileNuember—632461.0]
(8654160455 Tee78520
512609727

[13-10171- 01 Notice will be electronically matled to:

Notes: The NEF screen will appear. Clicking on any of the links on this page will require a PACER login and published
fees will apply.

Page 19 of 23



Adobe Captivate LIM_Module3

Slide 57

@ Resources
——

For further information, refer to our website
or:

®m LR 4008-1: Reaffirmation

Knowledge Check |

Notes: For further information, take a moment to review the listed resources available on our website. When you are
ready, click Knowledge Check to continue.

Slide 58 - 63

Random Question

Linked To LIM1CommPldgs

Question 1 of 5

Notes: Knowledge Check

Slide 64

@ Summary
S

You should now be able to file a:

m Request for Notice

m Reaffirmation Agreement

Notes: Now that you have reviewed this learning module, you will be able to file a Request for Notice and a Reaffirmation
Agreement. Click EXIT when you are finished.
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Thank you for viewing the module
on Filing Common Pleadings.

Slide 65

Notes:
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Knowledge Check Question 10f5

A hearing on a Reaffirmation Agreement must be held if:

A) it is not signed by the debtor attorney

B) it is filed subsequent to Entry of Discharge
C) debtor is pro se

D) all of the above

E) both Aand C

Notes:

Knowledge Check Question 2 of 5

Before uploading, verify the correct PDF file is selected and contains
the necessary information.

A) True
B) False

Notes:

Knowledge Check Question 3 of 5

This is a request by a non-attorney to receive notice of all
documents filed in a case:

A
B
C
D

—

Notice of Appearance and Request for Service
Request for Notice

Notice of Appearance

Certificate of Service

—

—

Notes:

Question 1

Question 2

Question 3
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Knowledge Check Question 4 of 5

Verify the Reaffirmation Agreement contains the following per the
terms of agreement (choose all that apply):

A) Creditor name

B) Attorney(s) name, as applicable

C) Debtor(s) name

D) amount reaffirmed

E) indication of the presumption of undue hardship

F) payment terms

@) all of the above

Notes:

Knowledge Check e

When adding a party for a pleading, the Role type should be
, unless otherwise prompted at the screen.

A) left at the default setting

B) selected to reflect the filer type
C) selected to reflect the party type
D) selected to other professional

Notes:

Question 4

Question 5
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