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                                  How to File a Chapter 13 Plan and Plan Summary 

 
Rules: 

 

 
• You will need to know the case number to file the plan so the plan and 

certificate of service may only be filed after the Chapter 13 case is open and 
the number assigned. 

 
The Chapter 13 Plan and Certificate of Service may be filed: 

 
• Together as one pdf document 

 
•       With the Certificate of Service as an attachment 

 
•      After the plan is filed, linking the Certificate of Service back to the plan 

 
 
Step 1 Click Bankruptcy on the Main Menu Bar. 

 

 

Step 2 Select the Plan Category 

 

 

 

 

 

 

 

 
 
Step 3 Check your case number and click Next. 
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Step 4 Click on Chapter 13 Plan event and click Next. 
 

 
 
 
 
Step 5 Click Next at the Joint Filing with Other Attorney screen 
 

Step 6 Select the Party Screen will open. Highlight the debtor(s) and click Next.  
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Step 7 Click on the Browse  button to locate your document. Once verified, 

highlight it and click Open.  

 
 

Step 8 Modify the text using the drop down boxes to indicate whether you have 
included the required certificate of service and click Next. 

 
 
 
Step 9 Proofread your entry and click Next. 
 

 
 
 

Step 10 Final Text.  Proofread this screen carefully and click Next. 
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Note:   This is your final opportunity to review the docket text and make any 
corrections necessary. Click the browser Back button at the top of the 
screen to return to the needed screen to make corrections or click on 
Bankruptcy and start over. 

Clicking Next commits the transaction to the database and can no 
longer be modified by you.  

 
 
Step 11  The Notice of Electronic Filing screen displays. This Notice of Electronic 

Filing screen verifies the filing has been sent electronically to the court’s 
database. 

 

 
 

 


