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ADMINISTRATIVE PROCEDURES

ELECTRONIC CASE MANAGEMENT/ELECTRONIC CASE FILING

1. Electronic Case Management System (CM)

The United States Bankruptcy Court for the Northern Digtrict of 1owa (hereinafter “court”) has
assigned dl of its pending and future cases to the Electronic Case Management System. This system
is abrowser-based (Graphic User Interface) replacement for the BANCAP case management and
docketing system.

2. Electronic Case Filing (ECF)

The Electronic Case Filing system, asintegrated with the Case Management component, allows,
accepts and routes remote filing(s) via Internet access to the court’ s Case Management system and
electronic court file,

SCOPE OF ELECTRONIC FILING

1. Designation of Cases

The court has designated that al chapters and proceedings shall be assigned to the Electronic Case
Filing System (hereinafter “ System”). Except as otherwise provided by these procedures, dl
pleadings or other papers required to be filed with the court in connection with a case assigned to the
Electronic Filing Sysem must be dectronicdly filed. Paragraph I11-A. of these procedures
specifically identifies those documents that will be accepted through conventional means only.

2. Participation in Electronic Filing Initigtive

1. Attorneys admitted to the bar of this court (including those admitted pro hac vice)
who file, on the average, in excess of deven (11) pleadings or other papers within a
caendar year (excluding Proofs of Claim), shall register as Filing Users of the court’s
Electronic Fling System.

2. Attorneys meeting the criteriaas set forth in paragraph 2-1 of this section, who are
experiencing exigent circumstances that preclude ther effectivelefficient use of the
court’s Electronic Filing System, may petition the court for relief from participation as
aFiling User. The court will address these petitions/'requests on a case-by-case
basis.

3. Attorneys admitted to the bar of this court (including those admitted pro hac vice)
who file, on the average, eleven (11) or less pleadings or other papers within a
cdendar year, are excused from mandatory participation as a Filing User of the
court’s Electronic Filing System.



Pursuant to the Court’s Standing Order #2, attorneys who meet the criteriafor
required participation in eectronic filing, but continue to file pleadings and other
papers conventionally (over the counter or viaU.S. Mail), and attorneys who are
registered Filing Users of the system who continue to file pleadings and other papers
conventiondly (over the counter or viaU.S. Mail) will be sanctioned at a cost of $25
for each pleading filed conventionaly.

Once regigtered, an attorney may withdraw from participation in the System only for
cause, on order of the court.

United States trustees and their assistants, private trustees, and others as the court
deems gppropriate, shdl register as Filing Users of the court’ s Electronic Filing
Sysem.

3. Passwords

1.

Filing User Passwords - Those individuas required to participate in the System, as
identified in paragraphs 2-1 and 2-4 of this section, shdl register as Filing Users of the
court’s Electronic Filing System. Regidration shdl be on aform prescribed by the
clerk, requiring the Filing User’ s name, address, telephone number, Internet e-mall
address, and, in the case of an attorney, a declaration that the attorney is admitted to
the bar of this court. Regigtration for a password is governed by paragraph 4 of this
Section.

Creditor Filing User Passwords - Creditor representatives that the court deems
gppropriate and attorneys for creditors may register as Creditor Filing Users of the
court’s Electronic Filing System. Regidration shdl be on aform prescribed by the
clerk requiring the Filing User’ s name, address, telephone number, and Internet e-mail
address. System access for this password type will be limited to filing of papers
for which no filing fee is assessed (including claims and transfer of claims).
Regidration for apassword is governed by paragraph 4 of this section.

4. Regidration

1.

A regidration form, as approved by the Clerk of the Court, shal be submitted for
each atorney or other user of the System. The blank form may be duplicated for use.

All regigration forms shdl be mailed or ddlivered to the divisond office which
processes most of the casesin which the attorney appears.

After completion of training with a derk’s office employee, each regitering attorney
will obtain from the clerk’ s office alive system password.
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Attorneys have been afforded access within the System to change tharr initid live
system password to a password of their choice/convenience. Thisis accomplished by
the attorney/registered Filing User accessing the “Maintain Y our ECF Account”

option of the System’s Utilities Menul.

Once regigtered, an attorney may withdraw from participation in the System only for
cause and on order of the court. The registered attorney shall provide a copy of the
court order to the ECF Help Desk. Upon receipt of the court order, the ECF Help
Desk will initiate a procedure approved by the clerk governing the withdrawd of the
registered atorney from participation in the System. Once the registered attorney has
met al of the requirements set forth in the procedure, the ECF Help Desk will
immediately cancel the registered atorney’s password and will delete the registered
atorney from any applicable dectronic serviceligt. The regigtered attorney ill must
follow the procedure set out in LR 2091-1 to withdraw as counsel of record in any
case or proceeding.

1. ELECTRONIC FILING AND SERVICE OF DOCUMENTS

1. ling

1.

a Except as expresdy provided for in paragraph IVA. below or where
exceptiond circumstances prevent an attorney from filing eectronicaly, al
papers required to be filed with the court in connection with a case assgned
to the system shdl be dectronicdly filed on the System.

b. Commencing January 1, 2005, sanctions will be imposed, at a cost of $25 per
pleading for each occurrence of a conventiond filing (over the counter or via
U.S. Mall ddivery), by aregistered Filing User of the System, of any pleading
or other paper not expressy provided for in paragraph IVA.

C. Filing Users shdl serve one copy each of the petition, statement, schedules,
and dl atachments on the U.S. trustee and case trustee within three (3)
business days after filing the papers with the court.

d. Every paper filed dectronicdly in the System will generate a* Notice of
Electronic Filing,” in aform approved by the clerk. Papersfiled in the System
which initiate the case opening process will generate a“Notice of Electronic
Case Filing,” in aform gpproved by the clerk.

e. When a paper has been filed dectronically, the officid record is the eectronic



recording of the paper as stored by the court, and the filing party is bound by
the paper asfiled. Except in the case of papersfira filed in paper form and
subsequently submitted eectronicaly under Rule 1, a paper filed dectronicdly
is deemed filed at the date and time stated on the Notice of Electronic Filing
from the court.

Filing a paper dectronicaly does not change the filing deadline for that paper.
Unless notice has been given of an earlier time deadling, filing must be
completed before midnight in order to be congdered timely filed that day.

Parties without legd representation are not required to eectronicaly file
pleadings or other papersin a case, but they must adhere to the requirements
et forth in the notice deding with conventiond filings.

All papers should be separately filed, shown and related to the pleading to which they
refer, with the exception that exhibits may be dectronicaly filed together as an
attachment under the docket number of the supported document.

Exhibits/Attachments to documents

a

Attachment(s) to Papers - Filing Users must submit in eectronic form al
papers referenced as exhibits or atachments, unless the court permits or
requires conventiond filing. A Fling User must submit as exhibits or
attachments only those excerpts of the referenced documents that are directly
relevant to the matter under consideration by the court. Excerpted materid
must be cdlearly and prominently identified as such. Fling Userswho file
excerpts of documents as exhibits or attachments under this rule do so without
pregjudice to their right to timely file additiona excerpts or the complete
document. Responding parties may timely file the complete document or
additional excerpts which they believe are rlevant.

Trid Exhibits- Trid exhibits shal be submitted, maintained, and exchanged
outsde of the System in a manner which comports with Local Rules and the
Federal Rules of Bankruptcy Procedure.

Electronic transmission of a paper to the Electronic Filing system consstent with these
rules, together with the transmission of aNotice of Electronic Filing from the court,
condtitutes filing of the document for dl purposes of the Federd Rules of Bankruptcy
Procedure and the Loca Rules of this court, and is the equivalent of entry of the
document on the docket kept by the clerk under Fed.R.Bankr.P. 5003.

Expedited Matters



a Pursuant to L.R. 9073-2, an attorney shal immediately notify appropriate
court saff by telephone when arequest for an expedited hearing or relief is
filed on the System.

B. Savice

Whenever a pleading or other paper isfiled eectronicaly in accordance with the
electronic filing procedures, the System will automatically generate a*Notice of
Electronic Filing” at the time of docketing. Electronic service of the “Notice of
Electronic Filing” upon afiling user condtitutes service or notice of the filed document.
Parties not deemed to have consented to eectronic service of notice are entitled to
service of apaper copy of any dectronically filed pleading or other paper. Service
must be made by thefiling party according to the Federal Rules of Bankruptcy
Procedure and the Local Rules.

Immediately upon the entry of an order or judgment in an action assigned to the
Electronic Filing System, the system will transmit to Filing Usersin the case, in
electronic form, aNotice of Electronic Filing. Electronic transmission of the Notice of
Electronic Filing condtitutes the notice required by Fed.R.Bankr.P. 9022. The clerk
must give notice to a person who has not consented to eectronic servicein paper
form in accordance with the Federa Rules of Bankruptcy Procedure.

C. Sanatures, Affidavits of Sarvice

1.

The user log-in and password required for submission of documents to the Electronic
Filing Sysem serve as the Filing User’ s Sgnature on al dectronic documents filed
with the court. They aso serve asasignature for purposes of Fed.R.Bankr.P. 9011,
the Federa Rules of Bankruptcy Procedure, the Loca Rules of this court, and any
other purpose for which asignature is required in connection with proceedings before
the court. Electronicaly filed papers must include a signature block and must st forth
the name, address, telephone number, internet e-mail address, and the attorney’s
lowa bar regidtration number, if gpplicable. In addition, the name of the Filing User
under whose log-in and password the document is submitted must be preceded by an
“/9" and typed in the space where the signature would otherwise gppear. The
pleading or other paper dectronicdly filed shdl dso indicate a Sgnature with the
party’ s name typed in full, eg. /9 Jane Doe.

Pursuant to the privacy revison of Rule 1007(f), enacted on December 1, 2003,
eectronicaly filed papers which commence a bankruptcy case shdl not include the
debtor'sfull nine digit socid security number. NOTE: Only the last four digits of the



debtor's socia security number shdl be displayed in any PDF attachment
electronically submitted to the court. As part of the case opening process, attorney
filers shdl enter the debtor’ s full nine digit socid security number(s) directly into the
system, but this information will not be available for public access.

3. The attorney filer’ s electronic signature on these papers serves as certification that
he/she has received a signed paper copy of the Statement of Socid Security Number
from the debtor, and shdl retain such signed statement in accordance with Paragraph
[11 D of these procedures.

4, A Filing User or other person shdl not permit aFiling User’ s password to be used by
anyone other than an authorized agent of the Filing User.

5. Papers requiring Sgnatures of more than one party must be eectronicaly filed by
ether (1) submitting a scanned paper containing al necessary sgnatures, (2)
representing the consent of the other parties on the paper; (3) identifying on the paper
the parties whose signatures are required and by the submission of a notice of
endorsement by the other parties no later than seven (7) business days after filing; or
(4) in any other manner approved by the court.

D. Retention
A paper that is eectronicdly filed and which requires an origind signature other than that of the Filing
User must be maintained in paper form by the Filing User until five (5) years after the case is closed.

The Filing User must provide origina papers for review upon request.

E Fees Payable to the Clerk

All gpplicablefiling fees shal be paid by approved credit card, viathe CM/ECF internet credit card
payment module.

F. Orders

In order to facilitate the entry of an order, the party presenting a proposed order shal e-mail said
order as an attachment in Portable Document Format (PDF) to designated clerk’s or chambers staff,
together with any attachment, exhibit or related paper to be eectronicaly entered in connection
therewith. All signed orders (including, without limitation, orders to show cause) shdl be entered
eectronicdly by the clerk’ s office or presiding judge in the case. Any order filed dectronicaly by the
court without the original signature of a judge has the same force and effect asif the judge had affixed
the judge' s Sgnature to a paper copy of the order and it had been entered on the docket in a
conventional manner. All requirements under L.R. 9036-1 with regard to the list of parties, copies of



orders, and envelopes must be followed, unless the party to be served is aregistered user of the
System. For registered users of the System, no envelopeis required as eectronic notice will
condtitute service.

G. Docketing of Pleadings or Other Papers

The person dectronicdly filing a pleading or other paper shall docket the pleading or paper by
selecting the gppropriate event from the categories contained in the System.

PAPERS WHICH MUST BE CONVENTIONALLY FLED

A. Convertiond Flings

The following papers shdl be filed conventionaly and not eectronicaly unless specificdly authorized
by the court:

1. Papersto be filed under sed
A moation to file paper(s) under sed shdl be filed eectronicaly, unless prohibited by
law; however, the actua papers proposed to be filed under sedl shall be filed
conventiondly. The order of the court authorizing the filing of such paper(s) under
sed shdl be entered dectronicdly by the clerk’ s office or the presiding judge and it
ghdl indicate that the motion to file papers under sedl has been granted or denied in
accordance with Paragraph |1.E above. The proposed order shal be attached to the
papers under sedl and be delivered to the Clerk of Court.

2. Transcripts
Transcripts shal befiled conventiondly.

3. Involuntary Petitions
Involuntary Petitions must be filed conventiondly unless otherwise authorized by the
clerk.

B. Savice of Conventiond Flings

Pleadings or other papers which are filed conventionaly shal be served on those parties entitled to
notice in accordance with the Federal Rules of Bankruptcy Procedure and the Loca Bankruptcy
Rules except as otherwise provided by order of the court.



V.

PUBLIC ACCESSTO THE SYSTEM DOCKET

A.

| nternet Access without a Password

Internet access to the System at the court’ s Internet web Ste is not available without a
PACER login and password. A PACER login and password can be secured by contacting
the PACER Service Center to establish an account. Registration may be made online at
http://pacer.psc.uscourts.gov or by calling the PACER Service Center at (800) 676-6856 or
(210) 301-6440. Such access to the system through the Internet web site will permit retrieva
of the docket sheet and documents, but will not permit filing of papers. Accessto the System
will be on a“read-only” basis.

In connection with the filing of any papersin a case or proceeding assigned to the Electronic
Filing system, any person may apply by motion for an order limiting eectronic accessto or
prohibiting the eectronic filing of certain specificdly-identified materids on the grounds that
such materid is subject to privacy interests and that eectronic access or eectronic filing in the
action islikely to prgudice those privacy interests.

Information posted on the System must not be downloaded for uses inconsstent with the
privacy concerns of any person.

Public Access a the Court

The public will have éectronic accessin the clerk’ s office for viewing the documents and
docket record filed in the System during regular business hours, Monday through Friday.

Technicd Falures

1 In the event of atechnica fallure of the sysem, a Filing User shdl contect the
gppropriate divisona office and speak with a deputy clerk to confirm that the System
is not accessible, and state why an immediate filing is necessary. The Filing User will
make suitable arrangements for the filing to take place.

2. A Filing User whosefiling is made untimely as the result of atechnicd falure may seek
gppropriate relief from the court.

Certified Copies

Certified copies of ectronicdly filed papers may be obtained at the clerk’ s office during
regular business hours Monday through Friday. The fee for copying and certification will bein
accordance with the fee charged by the copy service and/or 28 U.S.C. § 1930.



UNITED STATESBANKRUPTCY COURT
NORTHERN DISTRICT OF IOWA

ELECTRONIC CASE FILING SYSTEM
FILING USER REGISTRATION FORM

Live System

Thisform shall be used to register for an FILING USER ACCOUNT on the U.S. Bankruptcy Court
for the Northern Didrict of lowa's (IANB) Electronic Case Filing (ECF) System. A registered user
will have privileges both to submit documents eectronicaly, and to view and retrieve docket sheets
and documents for al cases assigned to the IANB ECF system (NOTE: a PACER account is
necessary for access to files and documents in the IANB ECF system. Y ou may register for a
PACER account either online at http://pacer.psc.uscourts.gov/ or by caling 1-800-676-6856.) The
following information is required by IANB ECF regidtration.

Frs/Middle/Last Name:

Bar ID#.

Sae of Admisson:

Frm Name

Mailing Address

V oice Phone Number:

Fax Phone Number:

Internet E-Mail Address;

Access Requested: 9 General Filing User 9 Creditor Filing User



By submitting this regigtration form, the undersigned agrees to abide by the following rules:

1.

Thisaccessisfor use only in ECF casesfiled in the U.S. Bankruptcy Court for the Northern Didtrict of lowa
It may be used to file and to view eectronic papers, docket sheets, and reports. Note: A PACER account is
necessary for this access (see above for regigration information).

At thistime, the hardware and software requirements for filing, viewing, and retrieving case papers are: a
persona computer (486 minimum) running a standard platform (such as Windows 95, 98, 2000 or
Macintosh), an Internet provider using Point to Point Protocol (PPP), Netscape Navigator software (verson
4.6 or 4.7), and Adobe Acrobat 4.0 Reader and Writer software to convert documents from aword
processor formet to a portable document format (pdf). Filing attorneys are responsible for ensuring
system/software compatibility with the ECF system. Updated software requirements are available at
WWW.ianb.uscourts.gov.

Pursuant to Federa Rule of Civil Procedure 11, Federa Rule of Bankruptcy Procedure 9011, and Loca
Bankruptcy Rule 5005-1(C)(4), every pleading, motion, and other paper (except lists, schedules, stlatements
or amendments thereto) shal be signed by at least one attorney of record. Signatures on papers submitted to
the court that do not contain the arigind/facamile sgnature shal be indicated by “/s” and the typed name of
the person signing. For example, atorney Jane Smith’s sgnature would be noted by “/</ Jane Smith” on the
sgnatureline. Additiondly, the ECF user’s password shdl condtitute the user’ s Sgnature. Therefore, a user
must protect and secure the password. If thereis any reason to suspect the password has been
compromised, it is the duty of the user to immediatdly change his’her login and/or password. After doing so,
the user should contact the ECF Help Desk at (319) 286-2203 to report the suspected password
compromise.

Regidration shall congtitute a request and an agreement to receive service of pleadings and other papers
electronically pursuant to FRBP 9036, where service of pleadings and other papers is otherwise permitted by
first-class mail, postage prepaid.

| understand that by making application for apassword, | agree to abide by dl of the rules and regulaionsin
the Adminigtrative Procedures for Filing, Signing, Maintaining and Verifying Pleadings and Papers currently in
effect, and any changes or additions that may be made to such Adminigtrative Procedures in the System.

Applicant’s Signature Clerk/Deputy Clerk of U.S. Bankruptcy Court

Lagt 4 Digits of SS# (for security purposes)



Please return this form to the divisond office where the atorney most frequently practices:

Cedar Rapids

U.S. Bankruptcy Court
Attn: DQA Team

PO Box 74890

Cedar Rapids, 1A 52407

Sioux City

U.S. Bankruptcy Court
Attn: DQA Team

PO Box 3857

Sioux City, |A 51102



