Electronic Case Filing Instructions Ch. 7 Trustee Final Report &
Commission Request; UST Review

Chapter 7 Trustee Final Report & Account
& Commission Request

The Find Report & Account is prepared by a Chapter 7 Trustee when an asset case has been
liquidated. It includes the Trustee’s Commission request, Estate Property Record Report, Cash
Rece pts and Disbursements, and the proposed distribution of funds for adminigrative expenses and
creditors.

The Chapter 7 Trugtee files the origind Application for Commission with the court. The
Chapter 7 Final Report and Account (including a copy of the commission request) is forwarded to the
US Trustee for review. If thefind report is gpproved, the US Trustee files the Final Report with the
court dong with their Certificate of Review. Trustee files completed Notice of Final
Report/Commission with the court within 10 days of the filing of the approved Find Report.

Application for Commission
Filed by Chapter 7 Trustee

STEP1 Click the Bankruptcy hyperlink on the ECF main menu.
STEP 2 Click the M otions/Applications hyperlink.
STEP 3 The Case Number screen displays.

é Enter case number;

é Click [NEXT]
STEP4 The Events screen displays.
é Select Commission Request.
- Tip: Typing the 1* letter of the name of the motion/agpplication will bring you to that

placeinthelis. For example, typing “c”’ brings you to dl pleadings beginning with the
letter “C”.
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STEPS

STEP 6

STEP7

STEP8

e Click [NEXT]
The Joint Filing Box displays.

é Check this box if the pleading isajoint filing with ancother attorney. Click
[NEXT] Sdect attorney (joint filer).

Tip: If thejoint filer snameis not listed in the pick ligt, they will need to file anotice of
gppearance in the case. Their name will then appear in the pick list.

&  If thepleading isnot ajaint filing, dick [NEXT].

The Party Filer screen displays.

ée Sdect Trustee as party filer;
é Click [NEXT]

The Attor ney/Party Association displays.

é Do NOT make this association; leave box ‘unchecked';
&  Click [NEXT]

Attach the PDF documen.

é Click [Browssg], then navigate to the directory where the PDF fileislocated in
your computer.

Tip: If you are using Netscape as your browser, Filesof type: defaultsto HTML
Files. Click the arrow to theright of the Files of type box and choose All Files(*.*) -
PDF documents will now display.

e Oncethefileislocated, verify the accuracy prior to uploading:

. Right-click the document name.
. Select Open from the drop down ligt.
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. Verify the contents of the document.
. Click the X in the upper right corner of the document screen

é Double click the PDF fileto select it.
é Click [Next].
STEP9 The Certificate of Service prompt displays, answer 'y’ or ‘n'.

- Note: Answer ‘n’ will create a two day deadline for filing certificate of service
to the US Trustee and I nterested Parties.
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é Select Trustee Chapter 7 from the Type drop-down list on theright;
é Insert the time period in the From/To boxes displayed on the screen;

é Enter the amount of the Fee Requested and the Expenses Requested. Do
Not Include Any Previously Allowed Interim Payments or Expenses.

&  Click [Next].

STEP 11 Docket Text screen: Sample Docket Text: Application for Commission for
[Trusteg], Trustee Chapter 7, Period: 11/1/2002 to 5/5/2003, Fee: $357.00,
Expenses: $35.50, Less any Previously Allowed | nterim Payment and Less any
Previously Allowed Expenses. Filed by [Trusteg].
é Modify text as appropriate;

é Click [Next].

STEP 12 Final docket text displays
é Click [Next]

STEP 13 Notice of Electronic Filing screen displays.
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STEP1

STEP 2

STEP3

STEP4

STEPS

Chapter 7 Final Report
Filed by US Trustee

Click the Bankruptcy hyperlink on the ECF main menu.

Click the Trustee/US Trustee hyperlink.

The Case Number screen displays.

é Enter case number;

é Click [NEXT]

The Trustee/US Trustee Events screen displays.

é Sdlect Final Report/Account - Asset;

Tip: Typing the 1* letter of the name of the motiorvapplication will bring you to that
placeinthelis. For example, typing “f” brings you to al pleadings beginning with the
letter “f”.

&  Click [NEXT]

The Party Filer screen displays.

é Sdlect Chapter 7 Trustee as party filer;
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STEP 6

STEP7

STEP8

STEP9

é Click [NEXT]

The Attor ney/Party Association displays.

é Do NOT make this association; |eave box ‘unchecked';
é Click [NEXT]

Attach the PDF document.

ée Click [Browse], then navigate to the directory where the PDF fileislocated in
your computer.

Tip: If you are usng Netscape as your browser, Files of type: defaultsto HTML
Files. Click the arrow to the right of the Files of type box and choose All Files(*.*) -
PDF documents will now display.

e Oncethefileislocated, verify the accuracy prior to uploading:

. Right-click the document name.

. Select Open from the drop down ligt.

. Verify the contents of the document.

. Click the X in the upper right corner of the document screen
é Double click the PDF fileto select it.
é Click [Next].

Docket Text Appears. Sampletext: Trustee's Final Report and Account
and Proposed Distribution Order filed by [ Trustee].

é If required, edit text now;
e Click [NEXT].

Final docket text appears.
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&  Click [NEXT].

STEP 10 Notice of Electronic Filing screen appears.

Trustee Follow-Up
Completed Notice of Final Report/Commission

Within ten days of thefiling of the approved Find Report by the US Trustee, the Chapter 7 trustee files
a completed Notice of Fina Report/Commission with the court. The Noticeislocated under Trustee
Events category. The court will serve the Notice on al interested parties.

US Trustee Certificate of Review

STEP 1 Click the Bankruptcy hyperlink on the ECF main menu.
STEP 2 Click the Trustee/US Trustee hyperlink.
STEP 3 The Case Number screen displays.
é Enter case number;
e Click [NEXT]
STEP 4 The Trustee/US Trustee Events screen displays.
é Select US Trustee's Certificate of Review;,
Tip: Typing the 1% letter of the name of the motion/application will

bring you to that place in the list. For example, typing “u” brings you
to al pleadings beginning with the letter “u”.
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STEP 5

STEP 6

STEP 7

é Click [NEXT]

The Party Filer screen displays.

é Select US Trustee as party filer;

é Click [NEXT]

The Attor ney/Party Association displays.

é Do NOT make this association; leave box ‘unchecked';
é Click [NEXT]

Attach the PDF document.

é Click [Browsg], then navigate to the directory where the PDF
fileislocated in your computer.

Tip: If you are using Netscape as your browser, Files of type:
defaultsto HTML Files. Click the arrow to the right of the Files of
type box and choose All Files(*.*) - PDF documents will now

display.

e Once thefileis located, verify the accuracy prior to uploading:

. Right-click the document name.

. Select Open from the drop down list.

. Verify the contents of the document.

. Click the X in the upper right corner of the document
screen
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STEP 8

STEP9

STEP 10

é Double click the PDF file to select it.
é Click [Next].
The Related Recor ds screen displays.

é Link the US Trustee Certificate of Review to the Chapter 7

Trustee Final Report by clicking the box to the left of Final
Report entry.

é Click [Next];
e Click [Next] again.

Final Docket Text Appears, Sample Text: Certificate of Review
authorizing Chapter 7 Trustee to make final distribution after
approval of commission and fees filed by US Trustee [related

document].

é Click [Next].

Notice of Electronic Filing screen appears.
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