UNITED STATES BANKRUPTCY COURT

FOR THE WESTERN DISTRICT OF VIRGINIA

Administrative Procedures for Filing, Signing, Retaining and Verification
of Pleadings and Papers in the
Case Management/Electronic Case Filing (CM/ECF) System



July, 2004

ADMINISTRATIVE PROCEDURES

DESIGNATION OF CASES, PASSWORDS AND REGISTRATION FOR THE CASE
MANAGEMENT/ELECTRONIC CASE FILING SYSTEM

A.

Desgnation of Cases

The provisons of these Adminigrative Procedures shdl apply to dl casesand proceedings
filed on and after September 7, 2004, and to any previoudy filed cases or proceedings
thereafter made subject to these provisons.

Passwords

Each attorney admitted to practice in this Court and currently ingood standing as defined
by L ocal Rule 2090-1 and limited registrants shd| be digible to receive loginand password
for participationinthe Internet retrieval and filing of petitions, motions, memoranda of law,
or other pleadings, documents and papers (hereafter filings) in accordance withthe Case
Management/Electronic Case Filing System (hereafter CM/ECF).

Regidration

Pursuant to L ocal Rule2090-1, those individuds digible for participationin CM/ECF shdl
complete one of the attached forms and file same withthe Clerk of Court, P O Box 2390,
Roanoke, VA 24010. Only those attorneys who have been certified by the Clerk tofile
eectronicaly may file documents dectronicaly  including petitions, motions, memoranda
of law, or other pleadings and documents required to be filed withthe Court inconnection
with a case assigned to the Electronic Filing System.

There are two (2) types of regigtration:

1. Full Regidration
Allowsful filingprivilegesfor filingand viewing documentsinthe CM/ECF system
inthe U S Bankruptcy Court for the Western Didtrict of Virginia A registered
paticipant will have the privilege to file documents via the Internet with the
Clerk’ s s Office, indudingdl documentswhichmay be filed by alimited registrant.

2. Limited Regidration
Allows limited privileges for filing documentsin the CM/ECF system, inthe U S
Bankruptcy Court for the Western Didrict of Virginia. Limited filing privilegesare
limited to the authorizationto: (i) file proofs of daim and amendmentsthereto, (i)
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file arequest to recelve notice in acase, and (iii) file anctice of transfer of claim.

FILING AND SERVICE OF DOCUMENTS

A.

Hling

Any petition, pleading, or other document filed eectronicaly shal be deemed filed as of
the date and time in effect at the Clerk’s Office of this court when the eectronic
transmission effecting such filing is received.

Conventiond filing is defined as a filing submitted in paper form.

Electronic filing is defined as afiling submitted ether viathe Internet or in disk form.

Accesshility for Fling Viathe Internet

If the filer cannot access CM/ECF viathe Internet to effect afiling, the filer shal contact
the gppropriate divisona office and speak with a deputy clerk to confirm that CM/ECF
is not accessible, to state why an immediate filing is necessary and to make suitable
arrangements with the Clerk of Court for the filing to take place. After submisson of the
filingto the Clerk of Court and when CM/ECF is accessible, a deputy clerk will effect the
electronic entry and docketing of thefiling.

Filing Documents with Exhibits and Attachments Under One Docket Entry Number

1. All documents with exhibits and attachments capable of dectronic imeging and
filing shal be dectronicdly filed together under one entry number.

2. Exhibitg/Attachments to Documents

Except asthe presding judge in acase may otherwise direct, exhibits/attachments
to documents, including but not limited to leases, notesand the like, whichare not
avalable in dectronic form, shdl be dectronicaly imaged/scanned and filed in the
format specified by the Clerk.

3. Large Documents

Electronic filings should not be more than one (1) megabytein Sze. Transmisson
time for effecting such filings istime sengtive. Filings thet take more than five (5)
minutesto tranamit, for security reasons, will time out. If afilingislarger thanone
(1) megabyte and if any portion of the filing has been scanned, the filing document
should be no morethan8 %2 by 11 inches, without color and the resolution should
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not exceed 300 DPI. If making these adjustments does not reduce the filing sze
to one (1) megabyte or less, the filer will make suitable arrangements with the
Clerk of Court to effect thefiling.

ORDERS

Pursuant to Local Rule 9072-1 any Order entered dectronicdly by the Court as provided by these
Adminidrative Procedures shdl have the same force and effect asif it had been entered by the
Court in the traditiond manner.

NOTIFICATION BY ELECTRONIC MEANS

All those who regigter to use this court’'s CM/ECF system must agree to receive service of
documents and any docket activity electronicaly pursuant to FRBP 9036, where service of
documents is otherwise permitted by first class mail, except withregard to a complaint initiating an
adversary proceeding or a motion initiating acontested matter which must be served pursuant to
FRBP 7004. All registrants are further required to maintain a current and active emall address
to receive said notifications in CM/ECF cases .

CONVENTIONAL FILING OF DOCUMENTS; EXCEPTIONS TO ELECTRONIC
FILINGS

A. Conventiond Hlings

The following documents may be filed conventiondly unless specificdly authorized by the
Court:

1. Documents to be Filed Under Sedl

A moation to file adocument under sedl shall be filed dectronicaly; however, the
actua document to be filed under sed may befiled conventiondly. If the motion
itsdf contains confidentia information, the movant shdl fileand serve eectronicdly,
aredacted versonclearly marked assuch. If requested by the Court, the movant
shall deliver hard copies of the documents proposed to be filed under sedl to the
presiding Judge for review. The Order of the Court authorizing thefiling of such
document under seal shdl indicatethat the motion to file document under sedl has
been so ordered.

2. Trid Exhibits
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Pursuant to Local Rule 9070-1 dl exhibits mugt be filed dectronicdly unlessthe
Court permits, upon proper motion, conventiond filing.

Transcripts

Transcripts must be filed eectronicaly unless the Court permits, upon proper
moation, conventiond filing.
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