UNI TED STATES BANKRUPTCY COURT
FOR THE DI STRI CT OF COLUMBI A

I N RE CLERK' S OFFI CE OPERATI ONS:

STANDI NG ORDER ( EFFECTIVE JULY 1, 2002)

This standi ng order replaces all prior standing orders
and adm nistrative orders, effective July 1, 2002.

8 1. Definition. As used in this order, the term
“clerk” includes nenbers of the clerk’s office who have been
del egated fromthe clerk of court authority to handle the
matter invol ved.

Exanple: In the case of a reference to a form prescri bed
by the clerk, this means a form prescribed by the Cl erk of
Court or by a Deputy Clerk who has been del egated the
authority to prescribe the formto be used: it does not
i nclude every Deputy Clerk who utilizes that formin the
course of the Deputy Clerk’s work.



8§ 2. Verification and Recordation of ldentity of Entity
Presenting Petition for Filing. Upon the filing of a
bankruptcy petition by a debtor not represented by an
attorney, the clerk is authorized to request, fromthe
i ndi vi dual presenting the petition for filing, production of:

(a) a picture identification (preferably a driver's
i cense) of the individual; and

(b) in the case of a nessenger service, a copy of
t he nmessenger | og showi ng for whomthe nessenger is
acting,

and, based on exam nation of the materials produced and the
clerk’s other inquiries, the clerk is authorized to make a
notation on the petition regarding who presented the petition
for filing and on whose behal f the individual was acting. The
clerk shall notify the court in the event that it appears that
the petition was filed wi thout the debtor’s authorization or
that the petition was prepared by a petition preparer (as
defined in 11 U.S.C. 8 110) who has failed to note such
capacity on the petition.



8 3. Ganting and Denying Applications to Pay Filing Fee
in Install ments.

(a) The clerk is authorized to prepare, sign, and enter
an order granting an application filed by an individual debtor
(or joint individual debtors) under F.R Bankr. P. 1006(b) to
pay the filing fee (in such installnments as the clerk
prescribes shall be routinely utilized in cases under the
appl i cabl e chapter) provided that:

(i) the application conplies with Rule 1006(b) and
with the formof application prescribed by the clerk (see
definition of clerk in 8 1 (Exanple)),

(ii) the order requires paynent at filing of:

(A) the m scell aneous adm ni strative fee inposed
by 8 8 of the Bankruptcy Court Fee Schedule that is
an Appendix to 28 U S.C. § 1930, and

(B) regardl ess of the chapter of the case, an
amount equal to the fee inposed in a chapter 7 case
by 8 8.1 of the Bankruptcy Court Fee Schedul e that
is an Appendix to 28 U S.C. 8 1930 for paynment “to
the clerk of the court for paynent to the trustee
serving in the case as provided in 11 U S.C. 8§
330(b)(2);”

(C) an additional anmobunt prescribed by the
clerk, provided that:

(1) in a chapter 7 or 13 case, the
prescribed additional anount is the sanme anmount
in both a chapter 7 and a chapter 13 case, and

(2) in a chapter 11 case, the prescribed
ampunt is at |east as nmuch as the additional
amount required in a chapter 7 or 13 case;

(iii) the application is acconpanied by the fee that
must be paid at filing under the precedi ng paragraph; and

(iv) the clerk is unaware of any prior case in which
the debtor failed fully to pay the filing fee, and is
unawar e of any bar against the debtor filing a new
bankruptcy case.



(b) Denying Application. The clerk is authorized to deny
any application that the clerk is not authorized to grant
pursuant to paragraph (a).

(c) Order to Show Cause Based on Denial of Application
and Non- Paynment of Fee. Upon denying the application, the
clerk shall promptly issue an order to:

(i) the debtor,

(ii) the debtor’s attorney,

(iii) any trustee, and

(iv) in a chapter 7 or 11 case, the U.S. Trustee,
directing the debtor and any other party in interest to show
cause, by the specified calendar date that is 7 days after the
date the order is entered, why the case ought not be dism ssed

with prejudice for 180 days for failure to pay the filing fee.

(d) Order Dism ssing Case After |Issuance of Order Under

Paragraph (c). |If no one files a response to an order to show
cause under paragraph (c), and if the filing fee has not been
paid in full, the clerk is authorized to prepare, sign, and

i ssue an order dism ssing the case with prejudice for 180 days
and providing that the debtor will not be allowed in any
future case to pay the filing fee in installnments unless the
filing fee in the dism ssed case has been paid in full.



§ 4. Rejecting or Accepting Petition for Filing;
Accept ance of Other Papers for Filing Despite Absence of
Filing Fee.

(a) Lack of Filing Fee and an Application to Pay the

Filing Fee in Installnents. |If a petition submtted for
filing is unacconpanied by the filing fee in an acceptable
formand by an application to pay the filing fee in

install ments, the clerk may not mark a petition as filed, and
must reject the petition as set forth in paragraph (e).

(b) Acceptable Forns of Paynent of Filing Fee. The
filing fee may be paid only by:

(i) U S. currency; or

(ii1) a cashier’s check (or certified check) or noney
order made payable to “Clerk, U.S. Bankruptcy Court”; or

(iii) if an attorney has not been given notice under
par agraph (c) below, a check drawn on the account of the
attorney for the debtor or on the account of a law firm
of which the attorney for the debtor is a nenber, partner
or associ at e.

(c) Notification of an Attorney Whose Checks WIIl no
Longer Be Accepted. The clerk, in the exercise of the clerk’s
di scretion, is authorized to notify an attorney (and is
aut horized to do so by letter, or by a notice or order
prepared, signed, and entered by the clerk in a particular
bankruptcy case) that the clerk will not accept for paynent of
filing fees (and other fees) in any bankruptcy case:

(i) a check drawn on the account of the attorney;
and

(ii) a check drawn on the account of the law firm of
which the attorney is a nenber, partner or associate.

At the clerk’s office’ s intake counter, the clerk wll
mai ntain a | og, available for public inspection, of al
notifications issued under this paragraph.



(d) Rejection of Petition Based on Unacceptabl e
Application to Pay the Filing Fee in Installnments. The clerk
must reject a petition submtted for filing (w thout the full
filing fee in an acceptable form, and an acconpanyi ng
application to pay the filing fee in installnments, if:

(i) the debtor is not an individual;
(ii) the petition is not a voluntary petition;
(iii) the application was not signed; or

(iv) the application did not state that the debtor is
unable to pay the filing fee except in installnents.

(e) Marking and Retaining Rejected Petition. When the
clerk rejects a petition for filing, the clerk shall

(i) mark on the rejected petition and any rejected
application to pay the filing fee in installnments the
date and time the petition was submtted for filing;

(ii1) mark the petition and any acconpanyi ng
i nstal | ment payment application as rejected,;

(ii1) retain but not file or docket the petition and
any acconpanying installnment paynment application; and

(iv) deliver by hand or by mail a photocopy of the
pages of the petition and any acconpanyi ng install nent
paynment application bearing the foregoing marks regarding
subm ssion and rejection to the person who tendered the
petition and application.

(f) Accepting Petition for Filing; Marking Tinme of Filing
of Petition Accepted for Filing. Unless the clerk is required
to reject the petition for filing under paragraph (a) or
paragraph (d), the clerk nust accept the petition for filing
even if it is defective for:

(i) if the debtor is not an individual, |lack of a
signature by an attorney who is a nmenber of the bar of
the United States District Court for the District of
Col unbi a;

(i1) lack of a list of creditors signed under
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penalty of perjury (or notarized);

(iii) lack of a mailing matrix or a mailing matrix
in proper form



(iv) lack of a list under F.R Bankr. P. 1007(d) in
a chapter 11 case of the 20 | argest unsecured creditors;

(v) an order of dism ssal of a prior case with
prej udi ce;

(vi) lack of the debtor’s signature;

(vii) lack of any of the details required by the
petition (for exanple, the debtor’s tax identification
nunber); or

(viii) any other defect.

The clerk shall mark the accepted petition as filed as of the
time it was submtted for filing with the filing fee or with
an application to pay the filing fee in installnments in a form
that could not be rejected. But the clerk shall pronptly
address any defect in the petition or in the application to
pay the filing fee in install nents.

(g) Accepting O her Papers for Filing. Except for a
paper authorized to be rejected under paragraph (a) or (d),
the clerk shall not reject any other paper submtted for
filing in the clerk’s office (as opposed to the courtroom for
| ack of an associated fee, including:

(i) a notice of conversion;
(ii) an adversary proceedi ng conpl aint;
(iii) a notice of appeal; and

(iv) an anended schedule, mailing matrix, or |ist of
creditors that adds creditors.



8 5. Oder Upon Commencenent of Case To File Unfiled
Chapter 13 Plan or Rule 1007 Papers Not Yet Filed; Follow Up
Order When Debtor Fails Tinely to Conmply. The clerk is
aut horized to prepare, sign, and enter:

(a) an order (including an order using Bankruptcy
Noticing Center-issued notice of the order) issued to:

(i) the debtor,
(ii) the debtor’s attorney,
(iii) any trustee, and

(iv) in a chapter 7 or 11 case, the U. S
Trust ee,

directing the debtor to file:

(A) any unfiled chapter 13 plan (including
a certificate of service of the plan); or

(B) unfiled papers required by F.R Bankr.
P. 1007,

within 15 days after the filing of the petition, and
warning that the case may be dism ssed with prejudice if
t he debtor does not conply; and
(b) an order issued to:
(i) the debtor,
(i1) the debtor’s attorney,

(iii) any trustee, and

(iv) in a chapter 7 or 11 case, the U S.
Trust ee,

to show cause, within 14 days after entry of the order to
show cause, why the case ought not be dism ssed with

prejudice for 180 days for any failure tinmely to file any
paper as required by an order issued under paragraph (a).
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§ 6. Oders Striking Appearances. The clerk is
authorized to enter an order striking the attenpted appearance
of an attorney in any case or proceeding (by filing of a paper
bearing that attorney’s name and signature) unless:

(a) the attorney is a nenber in good standing of the
bar of the district court,

(b) the attorney is enployed or retained by the
United States or one of its agencies to represent the
United States or the agency as a party,

(c) the attorney is a State Attorney CGeneral or that
official’s designee representing the State or any agency
of the State,

(d) the attorney has filed a certificate that the
attorney is providing representation w thout
conpensation,

(e) the attorney has joined of record a nmenmber in
good standing of the bar of the district court who has
signed the paper in question on behalf of the client (in
whi ch event, the clerk shall treat the attorney who is a
nmenber of the bar of the district court as the attorney
entering an appearance),

(f) the paper is a notice of appeal (in which event,
the clerk shall notify the district court of any inproper
attenpt ed appearance when the clerk transmts the notice
of appeal to the district court), or

(g) the paper is one of the follow ng types of paper
(whose signing shall not be treated as an attenpt to
enter an appearance):

(i) a proof of claim

(ii) an assignment of a claim

(iii) a request under F.R Bankr. P. 2002(g) to
receive notices in the case, or

(iv) a notice to perfect, or to maintain or
continue the perfection of, any interest in property
pursuant to 11 U.S.C. 8 362(b)(4) and 8 546(b)(1),
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and if the clerk prepares and enters such an order, and
determ nes that the entry was in error, the clerk is
authorized to enter an order vacating the erroneous order.
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8§ 7. Notices of Deficient Filings.

(a) The clerk is authorized to prepare, sign, and enter a
notice directing an entity filing a paper to cure, within a
stated time, any specified deficiency regarding that filing.

(b) The notice may include a warning, if appropriate,
that failure to cure the deficiency will result in the paper
bei ng stricken. (Wen the deficiency is a failure of an
attorney who has entered an appearance for the debtor tinely
to file a Rule 2016(b) statenent, the warning should be that
failure to file the statenent may result in a hearing at which
the attorney nust appear to explain the failure and to show
cause why fees ought not be disgorged).

(c) Upon failure of the entity tinely to cure the

deficiency, the clerk shall submt the matter to the court for
appropriate action.
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§ 8. Bar Date for Filing Proofs of Clainms in Chapter 11
Cases. In chapter 11 cases, the clerk shall set the deadline
for the filing of clainms as (1) 100 days after the date first
set for the neeting of creditors in the case of creditors who
are not governnental units, and (2) 180 days after the date of
the order for relief in the case of creditors who are
governnmental units. The clerk shall give notice of such bar
dates with the notice of the first neeting of creditors.

8§ 9. Oder Setting Disclosure Statenent Hearing. The
clerk is authorized to prepare, sign, and enter an order
setting the date and time for hearing on a disclosure
statenent, including the tinme for objections to the disclosure
st at ement .
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8 10. Enforcing Paynment of Filing Fees. For failure of
t he debtor to nmake tinely paynent of an installnent of the
filing fee (or, if the case has already been di sm ssed, why
t hat di sm ssal ought not be made with prejudice), the clerk
may prepare, sign, and enter the follow ng orders:

(a) an order (mailed to the debtor, the debtor’s
attorney, the U S. Trustee, and any trustee in the case)
directing any party in interest to show cause within 14
days after entry of the order why the case ought not be
di sm ssed with prejudice for 180 days, and warning that
the debtor will not be allowed in any future case to pay
the filing fee in installnents if the debtor fails to pay
the filing fee in this case;

(b) an order of dism ssal (dism ssing the case with
prejudi ce for 180 days, and providing that the debtor may
not pay the filing fee in any future case in installnments
if the filing fee in the instant case has not been paid
in full), if

(i) the debtor (or any other party in interest):

(A) fails to nmake even partial paynent of

the filing fee installment that was the subject
of an order to show cause under paragraph (a),
and

(B) fails tinely to respond in witing to
t hat order to show cause (including making a
partial payment of the m ssing installnment or
requesting nore tine to nake the paynent), and

(i1) the clerk is unaware of sufficient paynents
hel d by the standi ng chapter 13 trustee under a
chapter 13 plan to be a source for naking paynent
within 180 days after the filing of the petition.

The clerk may transmt to the court any case in which the
debt or nmakes only a partial paynent of the delinquent
install ment of the filing fee and the clerk does not
believe that is sufficient cause to justify not
di sm ssing the case.

(c) at the outset of a chapter 13 case (or upon
conversion of a case to chapter 13), an order directing
the standi ng chapter 13 trustee in due course to pay to
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the clerk, fromfunds paid to the trustee under the
debtor’s plan, the unpaid bal ance of the filing fee
required by F.R Bankr. P. 1006(a) (even if the debtor is
not in default in making tinmely paynent of an

install ment); and
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(d) an order partially or fully vacating an order
under paragraph (c) above to the extent that the debtor
makes paynent of the filing fee.
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8§ 11. Certain Orders re Dism ssal or Conversion. The
clerk is authorized to prepare, sign, and enter imrediately
upon filing of the paper pronpting the order:

(a) with respect to a chapter 13 case:

(i) an order granting a debtor’s notion to
dism ss a chapter 13 case that was not converted to
chapter 13 from anot her chapter, except when the
noti on seeks to condition the dism ssal (for
exanpl e, by requesting that the dism ssal be w thout
prejudice), and the order may direct that if the
debtor fails to pay any unpaid filing fee in full
the debtor will not be allowed in any future case to
pay the filing fee in installnents, and

(ii) an order vacating any order entered under
paragraph (i) if the clerk determ nes that the order
was entered in adm nistrative error,

(b) the following orders relating to conversion,
including directives to the debtor regarding filing
papers necessitated by the conversion:

(i) an order reflecting the conversion of a case
fromchapter 13 to chapter 7 effective as of the
date of a debtor’s filing the notice of conversion
to chapter 7 (or of a debtor’s filing a motion for
conversion (which shall be treated as a notice of
conversion)),

(i1) an order granting a debtor’s notion to
convert fromchapter 11 to chapter 7, with the
conversion being effective as of the entry of the
or der,

(iii) an order granting a debtor’s nmotion to
convert to chapter 13 a chapter 7 case that was not
converted to chapter 7 from another chapter, with
t he conversion being effective as of the entry of
t he order, and

(iv) an order vacating any of the foregoing

orders if the clerk determ nes that the order was
issued in adm nistrative error.
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8 12. Mscellaneous Orders of Discharge or Closing Case.
The clerk is authorized to prepare, sign, and enter:

(a) an order closing a chapter 13 case and
di scharging the trustee upon the trustee’s filing a final
report after the conpletion of plan paynents or the
di sm ssal of the case,

(b) in a case pending in chapter 7 in which the
trustee has filed a report that insufficient assets are
avai l able to nake a distribution to creditors, an order
closing the case and di scharging the trustee,

(c) an order granting the debtor a discharge upon
t he debtor becoming entitled to a di scharge, and

(d) an order vacating any order entered under the
par agraphs above if the clerk determ nes that the order
was entered in admnistrative error (e.g., vacating a
di scharge that was entered before the tine for objections
had expired or before a ruling on a pending objection to
di scharge).
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§ 13. Returned Mail. Any mail returned to the clerk
shall be maintained in a sleeve in the file for the case or
adversary proceeding in which the paper was issued and nail ed.

Dat ed: June 20, 2002.

S. Martin Teel, Jr.
United States Bankruptcy Judge
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