GUIDELINESTO ATTORNEYS
RE: PRIVACY-RELATED RULESCHANGES

On December 1, 2003, amendments to the Federd Rules of Bankruptcy Procedures and
the Officid Bankruptcy Forms will become effective. These amendments will implement the
Judicid Conference’ s policy on privacy and public access to dectronic case filesthat require
the court to collect adebtor’sfull socia security number but display only the last four digits.

Our court plansto convert to CM/ECF Version 2.3 on December 1, 2003. This
verson complieswith the privacy requirements. The following is offered as guidance to
attorneys practicing in our court.

PRIVACY COMPLIANCE DATE: DECEMBER 1, 2003

The changes to the Federal Rules of Bankruptcy Procedure 1005, 1007, and 2002
and the Official Bankruptcy Forms 1, 3,5, 6, 7, 8, 9, 10, 16A, 16C, and 19 take effect on
December 1, 2003. Y ou should ensure that you begin to use these revised forms and
ensure that you are in compliance with the changes to the Rules on and after December 1,
2003. If atorneys use old forms that include the debtor’ s socia security number, the
clerk’ s office will send to the attorney a Notice of Deficiency. The forms have been
changed to comply with the Judicid Conference’ s policy on privacy and public access by
redacting certain “ persond dataidentifiers’ (socid security numbers, deates of birth,
financid account numbers, and names of minor children). Filers, not the derk, are
respongble for redacting this information.

DEBTOR'SSTATEMENT OF SOCIAL SECURITY NUMBER

A new subdivision (f) has been added to Rule 1007 which requires an individua
debtor to “submit” to the court a statement under pendty of perjury setting out the
debtor’sfull socia security number, (Officid Form 21 available on the courts website) or
dating thet the debtor does not have asocid security number. Because the statement is
“submitted” not “filed,” it will not be part of the case file available for viewing. The
statement must be “ submitted” with the petition to ensure that the clerk’ s office can
include the debtor’ s full socia security number on the 341 meeting of creditors notice.
The clerk’s office will contact you either in the form of anotice or order if the verified
gatement is not submitted with the petition. If not corrected, this could lead to dismissal
of the case.

ELECTRONIC SUBMISSION OF SOCIAL SECURITY NUMBER

Electronic filerswill enter the full nine-digit socia security number in thefiler's
petition software and/or the CM/ECF case opening screens. Even though nine digits are
entered, only the last four digits will be displayed in CM/ECF to non-court users. The



debtor’ s attorney will also be required to docket the verified statement of socid security
number as a separate entry in CM/ECF. The statement should contain an image of the
debtor’sorigind sgnature. The event to docket the statement electronicaly islocated
under Bankruptcy; Miscellaneous and titled Statement of Socia Security Number. By
using this event, the scanned image will not be viewable except to a court user. Pursuant
to Adminigtrative Order 2003- 3 the attorney will be required to retain a verified satement
of socid security number signed by the debtor for 4 years past closing.

PAPER SUBMISSION OF SOCIAL SECURITY NUMBER

Non-dectronic filerswill be required to submit a signed verified statement of the
debtor’'s socid security number (Officia Form 21) with the petition. The clerk’ s office
will scan and docket the verified statement but only a court user will be able to view the
gtatement in CM/ECF-.

AMENDED/LATE STATEMENT OF SOCIAL SECURITY NUMBER

If the debtor amends hisher verified statement of socid security number, the
clerk’ s office will scan and docket the amended statement but only a court user will be
able to view the statement in CM/ECF. An eectronic filer will docket the amended
statement but only a court user will be able to view the statement. The event to docket
the amendment dectronicaly islocated under Bankruptcy; Miscdlaneous and titled
Statement of Socid Security Number. The E-filer should include the word “ Amended”
in the suffix box. Regardless of whether the amended statement isfiled in paper or
eectronicdly, the attorney must dso serve the amendment on dl creditors, the trustee
and the U.S. Trustee in accordance with Federal Rule of Bankruptcy Procedure 1009(a).
A Notice of Deficiency or an Order Striking will be issued if serviceis not made.

341 MEETING NOTICE

The 341 meeting notice will provide the debtor, creditors, case trustee, and the
U.S. Trustee with the debtor’ s full socid security number. Through anew dud noticing
procedure implemented by the BNC, the file copy of the notice aswell as the certificate
of service from the BNC, will show the redacted number.

ATTACHMENTSAND OTHER DOCUMENTS

As mentioned earlier, the court is not responsible for redacting persond data
identifiers. Attorneys should ensure that these identifiers are redacted from any
attachments submitted with a pleading. They should aso ensure that only the last four
digits of awage clamant’s socia security number, the debtor’ s socid security number, or
the debtor’ s account number gppear on a Proof of Claim. In compliance with the E-
Government Act of 2002, you may file a document containing the persona data
identifiers under seal. However, you must <o file aredacted copy for the dectronic
caxefile,



CREDITOR(S) ADDED

Rule 1009(a) requires the debtor to serve the added creditor with a copy of the
amendment that added the creditor. The court will enter aloca rule requiring that the
debtor aso serve the added creditor with a copy of the origina 341 notice so that the
creditor is given the debtor’ s full socid security number.



