
U.S. Bankruptcy Court
Southern District of Mississippi

ECF Filing Procedures 
for Limited Filers 

*Limited Filer - Non-attorney who files documents for creditors.
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Agenda
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1 • Introductions

2 • Online Resources

3 • ECF Account Management

4 • Filing Documents

5 • Common Filings by Credtiors
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Disclaimer:

The information in this presentation is a summary of relevant 
facts about laws, rules, and procedures of the bankruptcy court.  

This information has been summarized for the convenience of 
participants and does not constitute legal advice or legal 
authority.

Participants should consult official sources for relevant statutes, 
federal rules, local rules, and local procedures.
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U.S. Bankruptcy Clerk's Office
Southern District of Mississippi

Danny Miller Clerk of Court 601-608-4612

Collette Derouen Chief Deputy 228-563-1793

Cynthia Loftin Operations 
Manager

601-608-4640

Katie Wise Operations 
Manager

228-563-1796

Keisha Moore Operations 
Manager

601-608-4639

Josette Dutil Operations 
Manager

228-563-1813
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Presenters

Katie 
Wise

Alexis 
Bradley

Sommer 
Wuest

Keisha 
Moore

Cynthia 
Loftin

Josette 
Dutil

Navigator
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Online Legal and
Procedural Resources

www.mssb.uscourts.gov



About the Court
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Contact Information
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Contact Information
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Contact Information
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New mailing address for Jackson Office 

501 E. Court St., Suite 2.300
Jackson, MS 39201

The court no longer receives mail at a post office box.



Rules/Orders/Procedures
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Procedural Resources
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Emergency Filing 
Procedures

www.mssb.uscourts.gov/emergency
-filing-procedures



Emergency Filing Procedures
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For an emergency on a weekday 
between 8 a.m. and 5:00 p.m.

Jackson 601-608-4600

Gulfport 228-563-1790



Emergency Filing Procedures
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After Hours

601-608-4603
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U.S. Bankruptcy Court
Southern District of Mississippi

Court Notices



Bankruptcy Notices for Creditors
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The Bankruptcy Noticing Center (BNC) mails court 
notices and documents to Creditors (“Parties”).

BNC uses the mailing address listed in the debtor’s 
schedules, unless the receiving Party

• Provides a different address to receive notices on a 
Proof of Claim form, or

• Registers with the BNC to receive notice 
electronically or at a preferred address.



Bankruptcy Notices for Creditors
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https://bankruptcynotices.uscourts.gov



Court Notices
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Electronic Bankruptcy Noticing (EBN)

Service that delivers court notices electronically.

Service is free, fast, reliable, and convenient



Court Notices
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Mandatory EBN
Parties that receive 25 + paper notices from bankruptcy 
courts, in a calendar month, must register for electronic 
noticing with the BNC.  

If the party does not register, the BNC will send notices 
to an email address designated by the Director of the 
Administrator Office.

See Fed. R. Bankr. P. 9036(n)(2)(B).
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Questions



U.S. Bankruptcy Court 
Southern District of Mississippi
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Local Forms



Local Forms
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www.mssb.uscourts.gov

http://www.mssb.uscourts.gov/
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Local Forms



Local Forms
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Questions



U.S. Bankruptcy Court
Southern District of Mississippi
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ECF Docketing Guide



ECF Docketing Guide
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Interactive, on-line tool
− Provides filing guidelines



ECF Docketing Guide
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ECF Docketing Guide
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ECF Docketing Guide
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Court’s Contact Information
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ECF Docketing Guide
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Navigating the Guide



ECF Docketing Guide
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Table of Contents



ECF Docketing Guide
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Glossary



ECF Docketing Guide
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Search



Table of Contents
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Contents – Main Topics
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Contents – Sub-Topics
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Glossary
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Glossary
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Glossary
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Search
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Search
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Docket Events
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Table of Contents Icon

Click



Docket Event List
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Event
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ECF Docketing Guide
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Updates



Guide Updates
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Guide Updates
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ECF Docketing Guide
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Questions



U.S. Bankruptcy Court
Southern District of Mississippi
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Unclaimed Funds



Unclaimed Funds
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• Most unclaimed funds originate from trustees :

⁃ Uncashed distribution checks

⁃ Incorrect address for owner of funds

⁃ Death of owner of funds

• The Court is required by law to hold unclaimed 
funds indefinitely for the rightful owner. 



Unclaimed Funds Locator
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• Online database.

• Allows a user to search for money owed to a 
specific individual, business, or government unit. 

• Consolidates all Bankruptcy Courts’ unclaimed 
funds information. 



Unclaimed Funds Locator
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Unclaimed Funds Locator
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Unclaimed Funds Locator
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Unclaimed Funds
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Request Payment
1) Application (Local Form MSSB-1340)

• Notarized

• Copy to US Attorney

• Certificate of Service

2) Proposed Order (Local Form MSSB-1340-Order)

3) Supporting Documents



Unclaimed Funds
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Terms
Claimant is the owner of the money.

Applicant is the individual filing the application. 



Unclaimed Funds
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Who can request unclaimed funds?

• Owner of record

• Successor claimant

• Other Claimant



Unclaimed Funds
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• A claimant is not required to be represented  
by an attorney.

• A claimant can file an application in a closed 
case.



Unclaimed Funds
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Owner of Record

Original payee entitled to the funds.



Owner of Record
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Individual Claimant - Requirements

• Copy of Driver’s License or other state issued ID card 
or US Passport.

• If owner’s name changed since funds deposited with 
the court, provide proof of the name change. i.e., 
marriage license; divorce decree, etc.

• Tax ID information
– AO 213P form; or 
– W-9 Certification Form (IRS Form)



Owner of Record

2024 Rules and Filing Procedures 62

Business Claimant - Requirements
• Application signed by authorized representative for the 

business.

• Notarized statement of the signing applicant’s authority.

• Copy of applicant’s Driver’s License or other state 
issued ID card or US Passport.

• If the owner of record has changed since funds 
deposited with the court, then documentation sufficient 
to establish the name change.



Unclaimed Funds
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Successor Claimant 

Individual or Entity that has direct claim 
to funds but is not owner of record

i.e., Successor business, decedent’s estate, assignee, 
judgment creditors



Successor Claimant
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Individual Successor Claimant – 
Requirements

• Copy of Driver’s License or other state issued 
ID card or US Passport.

• Documentation sufficient to establish chain of 
ownership or the transfer of claim from the 
original owner of record.



Successor Claimant
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Business Successor Claimant - 
Requirements

• Application signed by authorized representative 
for the successor business.

• Copy of Driver’s License or other state issued 
ID card or US Passport of the applicant.

• Notarized statement of the signing applicant’s 
authority.



Successor Claimant
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Business Claimant - Requirements 
(cont.)

• Notarized power of attorney signed by an 
authorized representative of the successor 
business.

• Documentation sufficient to establish chain of 
ownership or the transfer of claim from the 
original owner of record.



Successor Claimant
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Deceased Claimant’s Estate - 
Requirements
• Copy of Driver’s License or other state issued ID card 

or US Passport of the estate representative.

• Certified probate documents or other documentation 
authorizing representative to act for deceased 
Claimant’s estate.

• Documentation sufficient to establish the deceased 
Claimant’s identity and entitlement to the money.



Unclaimed Funds
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Other Claimant 

Claimant Representative e.g., attorney 
or funds locator



Other Claimant
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Claimant Representative - 
Requirements
• Copy of Driver’s License or other state issued ID card 

or US Passport of the estate representative.

• Notarized power of attorney signed by the claimant or 
claimant’s representative authorizing the representative 
to act for the claimant.

• Documentation sufficient to establish the Claimant’s 
identity and entitlement to the money. e.g., Assignment 
of Claim
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Request Payment
1) Application (Local Form MSSB-1340)

• Notarized

• Copy to US Attorney

• Certificate of Service

2) Proposed Order (Local Form MSSB-1340-Order)

3) Supporting Documents



Local Forms and Instructions
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www.mssb.uscourts.gov/forms/all-forms 



Unclaimed Funds
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Application Docket Event:

Claim Actions >  Release Unclaimed Funds from Court 
Registry (Application)

Upload Proposed Order as an attachment



Unclaimed Funds
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Supporting Document Event:

Claim Actions > Supporting Documents Re Unclaimed 
Funds (Document Restricted)



Unclaimed Funds
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Disbursement of Unclaimed Funds

Unclaimed funds are disbursed 28 days after 
court enters the order (if no objections filed).



Unclaimed Funds
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Questions



U.S. Bankruptcy Court
Southern District of Mississippi
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Electronic Case Filing System
Account Management



ECF Account Management
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Filer’s Contact Information

Very important to ensure that account 
information remains up to date. 

– Court staff does not have editing access to 
filers’ account information.



ECF Account Management
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Ownership

• ECF account belongs to the individual; not the creditor 
(company or agency).

• ECF user may not transfer their PACER account to another 
individual. 

• ECF user may not change their name to a business entity.  

• ECF user’s login credentials serves as the filer’s signature 
on the document.



ECF Account Management
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ECF User:

• Must protect and secure their PACER username 
and password.

• Must not share their ECF user account with 
another individual. 

• Is responsible for all documents (and fees) filed 
with their ECF account.  



ECF Account Management
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• Name

• Address

• Phone Number

• Primary Email Address

Update through your PACER account



Update Contact Information
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Login to your PACER Account. 

Select My Account/Manage My Account



Update Contact Information
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Click Maintenance Tab

Update name, prefix, & suffix
Update name, address & phone numbers

Update email & delivery method



Update Contact Information

Update firm name, address & phone numbers

Update primary email & delivery method

Update name, prefix, & suffix
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Update Address

• Enter reason for update.

• Select which cases to 
apply change.

• Select court to apply 
update.

• Click Submit to send 
update request
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Update Email
Address
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• Select the court to send 
request to update email.

• Update primary email

• Select email frequency 
and format.

• Click Submit to submit the 
update.



ECF Account Management
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Questions



U.S. Bankruptcy Court
Southern District of Mississippi
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Filing Documents in
CM/ECF



Filing Documents
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Filing Requirements
• All documents must be 8 ½ x 11 

including all attachments.
• Pay filing fees by midnight through 

Pay.Gov.
• Redact all personal identifiers.
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U.S. Bankruptcy Court
Southern District of Mississippi

PDF Documents



PDF Documents
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• The ECF system only accepts PDF format 
documents.

• All PDF documents must be locked or “flattened” 
before uploading in the court’s ECF filing system.

• Flattening ensures that a document can be viewed 
on all devices. 

• Flattening also prevents a user from saving a 
document offline and editing the information. 



U.S. Bankruptcy Court
Southern District of Mississippi
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Saving a WORD Document 
as a flattened PDF file



WORD to PDF
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The easiest and most reliable method to convert a 
WORD document to a “flattened” PDF document 
is to save using a PDF printer.



WORD to PDF
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Open Word document and Click on “File”



WORD to PDF
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Click on “Print” & Select “Microsoft Print to PDF”



WORD to PDF
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Name and Save the File



U.S. Bankruptcy Court
Southern District of Mississippi
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PDF – Fillable Forms



Fillable Forms

2024 Rules and Filing Procedures 97

• The easiest way to flatten a fillable PDF form is to 
save the form using a “PDF printer.”

• Same method used to save a WORD document as 
a flattened PDF file.



Flatten Fillable Form
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Flatten Fillable Form
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Flatten Fillable Form
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Flatten Fillable Document
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Name file and Save



Flattened vs. Un-Flattened
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Questions

Fillable Forms
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U.S. Bankruptcy Court
Southern District of Mississippi
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Docket Events



Docket Events
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How to Find an Event

Click Search from main menu bar
Type term or word in search field
Click search icon



How to Find an Event
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Search Results 
Menu Item
Bankruptcy Events     Claim Actions

Docket Events



How to Find an Event
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Questions

Fillable Forms
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Filing Documents
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Personal Identifiers

Fed. R. Bank. P. 9037



Personal Identifiers
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Documents & attachments must show 
only
•  Last 4 digits of an individual’s 

– social security number
– tax identification number
– financial account number

•  Year of any person’s date of birth. 

•  Initials of a minor child.



Personal Identifiers
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The filer is solely responsible to redact 
sensitive and personal information before 
filing the document with the court.

The clerk does not review filings for proper 
redaction. 



Personal Identifiers
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Failure to Redact  

The creditor must retain counsel to file a 
motion seeking permission to file a 
redacted version of the document.



U.S. Bankruptcy Court
Southern District of Mississippi
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Certificate of Service



Certificate of Service
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Requires Certificate of Service: 

• Creditor’s Request for Notice

• Notices
• Change of Address
• Mortgage Payment Change
• Postpetition Mortgage Fees, Expenses, and 

Charges
• Withdrawal of a Proof of Claim

• Response to a Notice of Final Cure Payment Rule 
3002.1



Certificate of Service
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Certificate of Service must include: 

• Name of the party served

• Method of service

• Filer’s name and signature



Certificate of Service
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Example: Service by regular mail: 

Notice Provided via First Class U.S. Mail: 

Jim Jones
5 State Street
Laurel, MS 39443-5807

ABC Company
P.O. Box 566
Jackson, MS 39225-0566



Certificate of Service
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Example: Service by ECF: 

Service provided via Notice of Electronic Filing (NEF) 
through ECF system: 

John Doe, Esq.
Office of the US Trustee

John Smith, Trustee
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Title

Party served 
by mail

Parties served by ECF 

Signature
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U.S. Bankruptcy Court
Southern District of Mississippi
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Common Filings
By Limited Filers



U.S. Bankruptcy Court
Southern District of Mississippi
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Proofs of Claim



Proofs of Claim
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Requirements
• Claim form – Official Form B 410

• Supporting Documents

Docket Event
Bankruptcy > File Claims



Proofs of Claim
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Filing a proof of claim constitutes a filed 
request to mail notices to that address.  

The noticing address on a proof of claim 
substitutes any previous address 
provided in the schedules or list of 
creditors. 

Fed. R. Bank. P. 2002(g)(1)(A)
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Creditor’s name & address does not match 
name & noticing address on the claim form

Click Add Creditor

Proofs of Claim
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Address to
receive 
notices



Proofs of Claim
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Amended Proof of Claim
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Requirements
• Claim form – Official Form B 410

• Supporting Documents

Docket Event

Bankruptcy > File Claims

Amended Proof of Claim
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Do not amend a claim to:
• Change claim owner

– File a Transfer of Claim

• Change notice or payment address.
– File a change of address in the case.

Amended Proof of Claim
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On line 4, include the claim number and file date 
for the claim being amended.

Amended Proof of Claim



Amended Proof of Claim
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Select creditor filing amended claim.  
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Amended Proof of Claim

Find previous claim - Click “Find”



Amended Proof of Claim
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Select the proof of claim being amended.  



Amended Proof of Claim
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The creditor filing the amended claim should be 
the same creditor who filed the previous claim.



Proofs of Claim
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Withdraw Proof of Claim

Fed. R. Bankr. P. 3006



Withdraw Proof of Claim
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A creditor may file a notice to withdraw a proof of 
claim, except when:

• party objects to the claim;
• party files adversary proceeding against that creditor; or
• creditor accepted or rejected the plan or significantly 

participated in the case.

When an exception exists, the withdrawal requires a court 
order.



Withdraw Proof of Claim
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Requirements
• Withdrawal of Claim (no official or local form)

• Certificate of Service

Docket Event
Bankruptcy > Claim Actions > Withdrawal of Claim



Proofs of Claim
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Questions



Proofs of Claim
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Transfer of Claim

Fed. R. Bankr. P. 3001(e) 



Transfer of Claim
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Transfer of Claim changes the 
owner of the debt.



Transfer of Claim
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Terms

Transferee - Buyer 

Transferor - Seller aka claim owner



Transfer of Claim
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Transfer of Claim with 
Waiver of Notice

Transfer of Claim without 
Waiver of Notice



Transfer of Claim with Waiver
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Requirements

• Transfer of Claim (Official Form B2100A)
– Waiver signed by Transferor (attachment)

• Filing Fee $28

Docket Event
Bankruptcy > Claim Actions > Transfer of Claim (with 
Waiver of Notice)



Transfer of Claim without Waiver
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Requirements
• Transfer of Claim (Official Form B2100A)

• Filing Fee $28

Docket Event
Bankruptcy > Claim Actions > Transfer of Claim (no 
waiver)



Transfer of Claim without Waiver
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Clerk gives notice of the alleged transfer 
to the alleged Transferor.

Transferor has 21-days to file a response 
or objection.



Transfer of Claim without Waiver
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No Response – Transferee becomes the 
claim owner.

Response – Court sets a hearing.



Transfer of Claim
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Questions
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U.S. Bankruptcy Court
Southern District of Mississippi

Notice of Mortgage 
Payment Change
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Requirements

• Notice – Official Form 410S1
• Certificate of Service

Mortgage Payment Change
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Proof of Claim on File

Docket Event

Bankruptcy > Claim Actions > Notice of 
Mortgage Payment Change

Mortgage Payment Change
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No Proof of Claim on File

Docket Event

Bankruptcy > Claim Actions > Notice of 
Mortgage Payment Change (No Proof of 
Claim Filed)

Mortgage Payment Change
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Certificate of Service filed after notice

Docket Event

Bankruptcy > Claim Actions > Certificate of 
Service (Use Only for Rule 3002.1 Events)

Mortgage Payment Change



Mortgage Payment Change
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Questions



U.S. Bankruptcy Court
Southern District of Mississippi

2024 Rules and Filing Procedures 154

Creditor’s Request for Notice

Fed. R. Bankr. 2002(g)(1)



Creditor’s Request for Notice
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Creditor may file a request designating 
where notice to the creditor should be 
addressed.



Creditor’s Request for Notice
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When a creditor files a proof of claim and 
a separate request designating a mailing 
address, the last paper filed determines 
the proper address.



Creditor’s Request for Notice
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Requirements
• Request for Notice (No Official or Local Form)

• Certificate of Service

Docket Event
Bankruptcy > Claim Actions > Creditor Request 
for Notices
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Creditor’s Request for Notice
Notice filed by Servicer

Correct Party 
Exeter Finance LLC
c/o AIS Portfolio Services, LLC
4515 N. Santa Fe Ave. Dept APS
Oklahoma City, OK 72118

Incorrect Party 
Exeter Finance LLC, c/o AIS Portfolio Services, LLC
Account: XXX1234
4515 N. Santa Fe Ave. Dept APS
Oklahoma City, OK 72118



Creditor’s Request for Notice
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Questions
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U.S. Bankruptcy Court
Southern District of Mississippi

Change of Address



Change of Address
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Requirements

Notice of Change of Address for Creditor
– Local Form MSSB-NCAC

Docket Event

Bankruptcy > Claim Actions > Notice of Change 
of Address



Local Forms - New
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Change of Address

2024 Rules and Filing Procedures 163

Questions



U.S. Bankruptcy Court
Southern District of Mississippi
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Reaffirmation Agreement



Reaffirmation Agreement
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A written agreement between the 
debtor and creditor in which the 
debtor agrees to pay a dischargeable 
debt.



Reaffirmation Agreement
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For a reaffirmation to be enforceable, the 
agreement:

• Must be made before the debtor receives a 
discharge.

• Filed with the court.

• Not rescinded before discharge or within 60 days 
after filing the agreement with the court.



Reaffirmation Agreement
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• Debtor or Creditor may file the 
agreement.

• The agreement must be filed within 60 
days after the first meeting of creditors.



Reaffirmation Agreement
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Requirements 

Debtor represented by Counsel

• Reaffirmation
• Cover Sheet



Reaffirmation Agreement
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Debtor Unrepresented in Negotiation Process

When a debtor is not represented by counsel during the 
negotiation of the agreement, the agreement is not 
effective unless the court approves it.

Exception: Agreements for consumer debt secured by 
real property.



Reaffirmation Agreement
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Requirements when debtor is not 
represented by counsel

• Reaffirmation
• Cover Sheet
• Motion for Approval



Reaffirmation Agreement
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Reaffirmation Forms:

Reaffirmation Documents - Form 2400A (7 pages)

Motion for Approval – Form 2400B (if applicable)

or

Reaffirmation Agreement - Form 2400 A/B Alt (9 pages)

– motion for approval incorporated in the agreement.



Reaffirmation Agreement
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Reaffirmation Agreement

Docket Event
Bankruptcy > Claim Actions > Reaffirmation Agreement 



Reaffirmation Agreement
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Cover Sheet – Official Form 427

Must file the cover sheet as an attachment to the 
agreement or as a separate filing.

Docket Event
Bankruptcy > Claim Actions > Reaffirmation Agreement 
Cover Sheet



Reaffirmation Agreement
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Questions



U.S. Bankruptcy Court
Southern District of Mississippi
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Online ECF training:
Jackson: 601-608-4600

Gulfport: 228-563-1790



Contact Information
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Jackson Office

Clerk, U.S. Bankruptcy Court
Southern District of Mississippi

Thad Cochran U.S. Courthouse
501 East Court Street, Suite 2.300

Jackson, MS 39201

601-608-4600

Gulfport Office

Clerk, U.S. Bankruptcy Court
Southern District of Mississippi

Dan M. Russell, Jr. U.S. Courthouse
2012 15th Street, Suite. 244

Gulfport, MS 39501

228-563-1790
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