UNITED STATES BANKRUPTCY COURT
DISTRICT OF ARIZONA

CASE MANAGEMENT/ELECTRONIC CASE FILING
(CM/ECF) SYSTEM
LIMITED USE/UNCLAIMED FUNDS REGISTRATION FORM
This form is to be used to register for LIMITED FILING PRIVILEGES for filing
APPLICATIONS FOR PAYMENT OF UNCLAIMED FUNDS TO CLAIMANT and related
documents via the Internet component of the Case Management/Electronic Case Filing System
(hereafter CM/ECF), in the United States Bankruptcy Court for the District of Arizona.
The following information is required for CM/ECF registration:
Name (First, Middle, Last): ________________________________________
Agency/Company:

_________________________________________

Mailing Address:

_________________________________________
__________________________________________

Voice Phone Number:

(_____)____________________________________

Fax Number:

___________________________________________

E-Mail Address:

___________________________________________

By signing and submitting this registration form, I agree to abide by the following requirements:
1.

I understand that use of my Limited Use password to file a document in the record
of a bankruptcy case or proceeding will constitute my signature for all purposes
authorized and required by law, including, without limitation, the United States
Code, Federal Rules of Civil Procedure, Federal Rules of Bankruptcy Procedure,
Federal rules of Criminal Procedure and any applicable non bankruptcy law.

2.

All filings with the court, including attachments, must comply with Federal Rule
of Bankruptcy Procedure 9037: Social Security or taxpayer-identification
numbers; dates of birth; names of minor children; and financial account numbers
may NOT appear except as allowed by the rule.

3.

The login and password for filing via the Internet shall be used exclusively by me
or by any of my employees to whom I give authorization.

4.

I understand that it is my responsibility to maintain in my records all documents
bearing original signatures that are filed using my password for the longer period
of one year after the case or proceeding in which the papers are filed has been
closed or all appeals are finalized unless the court orders a different period.

5.

I understand that it is my responsibility to protect and secure the confidentiality of
my password. If I believe that my password has been compromised, it is my
responsibility to notify the court in writing, immediately. I understand that it is
my responsibility to notify the court, immediately, of any change in my address,
telephone number, fax number, or e-mail address.

6.

I agree to abide by all of the requirements set forth in Local Bankruptcy Rule
5005-2 and the ECF Administrative Procedures for Electronically Filed Cases
currently in effect, and posted at www.azb.uscourts.gov, and any changes or
additions that later may be made.

________________________________
Applicant Signature

Please submit by fax or mail to:

_______________________
Date

602-682-4901
U.S. Bankruptcy Court
Attn: Data Quality Administrators
230 N. First Ave., #101
Phoenix, AZ 85003-1706

UNITED STATES BANKRUPTCY COURT
DISTRICT OF ARIZONA
UNCLAIMED FUNDS FILING INSTRUCTIONS
(4/11/2006)
A.

Pursuant to the April 11, 2006, amendment to General Order Number 87, a claimant or
agent for a claimant, who files more than five applications for payment of unclaimed funds with
this court in any one year period, is subject to the General Order Number 87 requirement that
all their filings must be made electronically and paper filings will not be accepted. A limited use
password will be issued to the claimant or agent that can be used to make their electronic
filings. A person subject to the requirement to make their filings electronically are also required
to submit proposed orders electronically and not on paper.

B.

The Limited Use/Un-Claimed Funds Password has access to the following menu items on the
Bankruptcy Events Menu.

C.

Under the Unclaimed Funds option, the following documents are to be electronically filed.

D.

To file an Application for Payment of Unclaimed Funds, first select the Unclaimed Fund option
and then input the case number. Be sure to include all numbers and letters as shown. If the
system tells you the case number is not valid and the case number is prior to 1986, the case is
not on the system and you need to call the court at 602-682-4130.

Then select the Payment of Unclaimed Funds to Claimant (Application for) entry.

On the next screen, you need to select the party on whose behalf you are filing the application. If that
person is on the list (If you are filing for the debtor, his or her name will be on the list. If filing for both a
husband and wife, select both of them from the list.), if the person you are filing for is not the debtor, but
a claimant whose distribution check was paid into the court as unclaimed funds, then the claimant most
likely will not be on the list of parties and you will need to click on Add/Create New Party. You are
not adding yourself or your company to this list, you are to add the person who gave you the power of
attorney to seek the unclaimed funds for them.

If you are filing on behalf of the debtor, you can simply highlight the debtor’s name and click on Next.

If the person you are filing for is not on the list, then click on the Add/Create New Party link. You will
first be prompted to search the court’s database to find if that person is already in the overall list. The
search is not case sensitive. Enter the last name or first few letters of a business name and click on
Search. (The SSN and Tax Id searches will only work for debtor names as those numbers are not
maintained for persons other than debtors.)

If your client’s name is on the list displayed, click on the name to highlight it and a pop-up window will
display any address for that name. If the name selected is your client, then click on the Select name
from list box. If you are not sure that the name you selected is in fact your client (for instance the
address displayed in the pop-up box is not the current address of your client) instead click on the
Create new party box. If in doubt, it is always best to Create a new party than to pick a listed name
that you are not sure is your client.

When Creating a new party, you will be prompted to input the following information.
You should only input the name and mailing address. Do not input any SSN, Tax ID, County, Country,
Phone, Fax or E-mail for your client. A Role type must be selected. Either Interested Party or
Creditor would be correct. Click on Submit.

The party, your client, that you created will now be on the party list of filers, already highlighted and you
can simply click on Next.

You will next be asked to upload the application you are filing in pdf format. The power of attorney or
other instrument used to give you authorization to file the application on behalf of the person who is due
the unclaimed funds can either be filed as one document with your application (Adobe Acrobat
Exchange can be used to combine pdf documents, whether scanned to pdf or directly converted to pdf
from a word processing application) or as a separate attachment to the application. If combined into
one pdf document, the attachments to document can be left at No. If they are separate pdf files, then
you will need to place the dot in the Yes circle.
Any documents you are filing to show the identification of the claimant, such as copies of bank
accounts, drivers license or social security card or any other document that contains account
numbers, SSN’s, or other identifiers should not be filed as part of the application or included
in the authorization instrument filed with it. Identification documents need to be filed as a
separate filing using the Identification Document entry shown above. Documents filed using
that entry will not be viewable by the public, only court employees will be able to view them
thus protecting the privacy of that information.

If filing an attachment to your application, upload the attachment in pdf format and enter a description.
Add to List. You may repeat the process if you have more than one attachment and then click on
Next. Again do not file any document that contains privacy information as an attachment to the
application.

Continue until the final submission is made. You will then receive a Filing Receipt showing that the
application was filed and assigned a document number. You may want to print or save this receipt in
electronic format as it is your confirmation that the filing was completed.

E.

Identification Documents. If you are filing any documents to prove that your client is the person
entitled to the unclaimed funds and those documents contain the following types of information,
then you will want to file them as a separate document from the application and authorization
using the Identification Documents entry. Documents filed using this entry will not be part of the
record accessible by the public, they will only be accessible to the bankruptcy judge and other
bankruptcy court employees.
financial account numbers
dates of birth
social security numbers
names of minor children
Personal identifying number, such as driver’s license number
medical records, treatment and diagnosis
employment history
individual financial information
proprietary or trade secret information.
death certificates

The filing process will be the same as outlined above, except you will also be requested to refer this
filing to the application which should have been filed first. Place check mark in box.

Select the type of lmtdunfd.

Place a check mark in the box for the application you filed.

The entry for the Identification Documents filed will be related to the application to which the
documents apply.

F.

Exhibit. This entry may be used to file separately from the application any exhibits that do not
have any privacy information since the documents filed using this entry will be accessible by the
public. The process for filing is the same as above and you will be requested to refer the filing
to the already filed application.

G.

Orders. After you have filed the Application, you should electronically submit any proposed
order to the court using the Order Upload option on the Menu. The order must also be in
Adobe Acrobat pdf format. The top three inches of the first page of the order must be left
blank for the judge’s electronic signature.

Select Order Upload and then Upload Single. Input the full case number as shown.

Insert the document number assigned to the Application you filed.

Select the following Order Type. No hearing date is needed. Upload your order in pdf format.

You will receive a confirmation that the order was submitted.

You will be able to obtain a copy of the signed order after it has been docketed and filed by the clerk’s
office from the electronic docket at ecf.azb.uscourts.gov using a PACER login and ID. If you do not
have a PACER account, you can obtain one at pacer.psc.uscourts.gov.

H.

Utilities Menu. Under the Utilities Menu, you can maintain your account (change address, etc)
and view a log of all your transactions.

