Bankruptcy Paperwork 101
Help!! I received bankruptcy paperwork
and I don’t know what to do with it!
In an attempt to assist our clients, we have put together a compilation of the most common
forms received from the bankruptcy court and an explanation of each form and its
requirements. If you have additional questions, please contact us at 800-540-9011.

www.fcnetwork.com • 800-540-9011
Disclaimer: The information provided by Financial Credit Network is not to be construed as legal advice. Although we go to great lengths to make sure our
information is accurate and useful, we recommend you consult your attorney if you want professional assurance that our information, and your interpretation of it, is
suitable to your particular situation.

Voluntary Petition:

The voluntary petition is the official bankruptcy form used by a debtor when

he/she wants to voluntarily seek relief under one of the bankruptcy chapters. The filing of the petition
automatically invokes the automatic stay. The automatic stay means all active collection on the debt
must cease, including
sending letters, phone calls
or filing a lawsuit.

Compare the date filed
against the date of service on
the account:
• If the date of service is
prior to the file date the
account is included in the
bankruptcy. Place the
account on “hold” and wait
for the Notice of Meeting of
Creditors and Deadline (see
sample form on page 3/4) or
if your organization has
access to Pacer (Public
Access to Court Electronic
Records – www.pacer.gov)
check to see if you should file
a claim. If you do not have
access, you can apply online
at the website listed above.
• If the date of service is
after the date filed, it is a post-petition debt, and not included in the bankruptcy. Place the account
on hold until the bankruptcy case is discharged or dismissed and then resume collection activity on the
account.
If the account has been assigned to a third party collection agency, forward the bankruptcy information
to your agency.
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Notice of Chapter 13
Bankruptcy Case,
Meetings of
Creditors, &
Deadline: The notice
provides the bankruptcy
court location, date and
time for where the debtor
(both spouses in a joint
case) is required to attend
and be questioned under
oath by the trustee and
creditors about his/her
financial affairs.

Check the deadline to file a
proof of claim, review the
Chapter 13 plan and file
your claim with the
bankruptcy court before
the deadline.

If the account has been sent to a third party collection agency, forward the bankruptcy information to
the agency.
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Notice of Chapter 7 Bankruptcy Case, Meetings of Creditors, & Deadline:

The

notice provides the bankruptcy court location, date and time for where the debtor (both spouses in a
joint case) is required to attend and be questioned under oath by the trustee and creditors about
his/her financial
affairs.
Check to see if it is an
“asset” or “no asset”
case.
• If it is an asset case,
file a proof of claim
(see sample form
on page 6) for your
account with the
bankruptcy court.
• If it is a no asset
case, write
off/cancel the
account.

If the account has
been sent to a third
party collection
agency, forward the
bankruptcy
information to the
agency.
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Chapter 13 Plan:

The Chapter

13 Plan is the repayment plan
proposed by the debtor(s) to pay
back the debts over the committed
time period of either three or five
years. The plan is submitted to the
bankruptcy court for approval.
Usually under a Chapter 13 Plan,
unsecured claims are not
paid in full as long as the
debtor will pay over the
committed period and as
long as the unsecured
creditors will receive at
least as much under the
plan as they would receive
if the debtor’s assets were
liquidated under a Chapter
7 or 11.
Review the unsecured
claims section under the
Chapter 13 plan to see
how much the debtor is
proposing to pay and
determine if you will file a
claim (see sample Proof of
Claim form on page 6).
If the account has been
sent to a third party
collection agency and the
agency files claims on your
behalf, forward the plan to
the agency.
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Proof of Claim Form:

If you have determined a claim should be filed, you must complete and
submit a proof of claim to the bankruptcy court to show the amount of debt owed by the debtor on the
date of the
bankruptcy filing.
The creditor must file
the proof of claim
form with the clerk of
the same bankruptcy
court in which the
bankruptcy case was
filed.
You can submit the
proof of claim by
paper or
electronically by
visiting the individual
district court’s web
site.
• If you submit via
paper, will receive a
copy of the claim
form from the court
with a court stamp
indicating the claim
has been filed.
• If you submit
electronically, you
will need to utilize
PACER to print the
form once it has
been filed. The
example provided is
a copy of a
completed claim
submitted
electronically. This form provides a claim number (see top of form). If you do not have access to
PACER, you can communicate with the bankruptcy trustee to obtain this information. The trustee is
listed on most bankruptcy paperwork, but can specifically be found on the Notice of Meeting form
(see page 3/4)
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Report of No Distribution:

The notice of filing report of no distribution means the trustee is
stating there are no available funds from the estate for distribution to creditors and if there are no
objections, the court will proceed to close the bankruptcy case.
If a claim was filed with the bankruptcy court, you can now write off/cancel the account. There are no
funds to disburse for the case.
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Notice of Trustees’ Final Report and
Account: The trustee’s final report and
account is filed by the trustee to show that
the estate for the bankruptcy case has been
fully administered. All income received from
the debtor, any refunds to debtors, all
administrative expenses
paid out, and all amounts
paid to “allowed claims”
are reported on the final
report.
If a claim was filed with
the bankruptcy court,
review the report to see if
the claim was allowed and
how much of the claim will
be paid. In some cases,
your claim will receive no
distribution and you can
now write off/cancel the
account.
It can take a considerable
amount of time to be paid
for a claim. If you receive
a Final Report and it shows
your organization is
entitled to a payment,
hold the account for up to
60 days to wait for
payment. If you have not
received payment within
60 days of receiving the
report, contact the
bankruptcy trustee to
determine the status of
the payment.
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Discharge of Debtor:

The discharge notice means the debtor has completed the requirements

from the bankruptcy court and the discharge order eliminates a debtor’s legal obligations to pay for
certain specified types of debts. Under a Chapter 13 discharge, the debts are discharged if the debt is
provided for by the Chapter 13 Plan or is disallowed by the court.
The debtor has successfully completed the bankruptcy process and is no longer legally obligated to pay
for the debts that were included in the bankruptcy case. If you have not already done so, close/cancel
the account.
If you have accounts that were not included in the bankruptcy case and were placed on hold, you can
now resume collection activity on the accounts.
If the account has been assigned to a third party collection agency, forward the bankruptcy information
to your agency.
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Dismissal:

The dismissal notice is a court order dismissing the bankruptcy case for the debtor (joint

debtors) for failing
to meet certain
requirements from
the bankruptcy
court. This could
be due to failing to
appear in a
required meeting,
failing to timely file
required court
documents or in a
Chapter 13 case,
failing to make plan
payments. If the
bankruptcy case
has been dismissed
due to debtor’s
failing to meet the
court’s
requirement, you
can resume
collection effort on
the debt again.

The debtor did not
complete the
bankruptcy process.
You can reactivate
your account and
resume active
collection activity.
If the account has been assigned to a third party collection agency, forward the bankruptcy information
to your agency.
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