
UNITED STATES BANKRUPTCY COURT
DISTRICT OF ARIZONA (8/14/06)

INSTRUCTIONS FOR BATCH FILING OF NOTICES OF APPEARANCE/REQUESTS FOR
NOTICE 

1.  If you have more than one to file, instead of filing Notices of Appearance/Requests for Notice
on the bankruptcy case docket one document at a time as outlined in the Claims filing
instructions, you may file them on the bankruptcy case docket using the Batch Filing process. 
(Claims and Assignments or Transfers of Claims may not be filed using the Batch Filing
process).

2.  To file Notices of Appearance/Requests for Notice using the Batch filing process, Select
Batch filing under the Bankruptcy Events Menu.  Also, if you only want to be added to the
creditor list for the case so that you will receive future notices, you may make an entry for a
Request for Notice without filing any document at all.

3.  Insert a list of case numbers using the full case number as shown below:

Click on Next.

4.  Select only one of the two CREDITOR filings show below: (If you are filing more than one
type of creditor filing, you will need to repeat the batch filing process for each type of filing).  
All filings in a batch process must also be for the same creditor.  The 11 CREDITOR - Request
for Notice (batch)(no documentation) is the one to use if you want to receive notices in the
bankruptcy case and do not want to file a document.  If you prefer to file a document in each
case, select the 1 CREDITOR - Notice of Appearance/Request for Notice (batch) entry.



5.  Use the browse boxes displayed on the next screen to upload your Notice of
Appearance/Request for Notice which must be in adobe acrobat pdf format.

If docketing a Request for Notice (no document), the browse boxes for loading the pdf document
will not be displayed since you will not be filing any documents as part of the entry.  Instead you
only need to click on Next.

6.  You will be prompted to add your company as a party to the case.  This is done once and will
add your company to the mailing lists for all the cases which you have input for the Batch filing. 
This will eliminate the need for you to add your company as a creditor to each case as you had
been doing.  Enter your company name.



The first time your company is added, you will likely not receive any match and will need to
create the party.  Click on Create new party.

On the next screen, you will be prompted to complete the name and address of your company. 
Input the address to which you want notices in the cases sent to you.  Also, you must select an
appropriate party role, which most likely is credit.  After completing the mailing address
andparty role, the other information does not need to be filled in and may be left blank.  Click on
submit.



On the next screen, click on End party selection as you only need to add your company once to
add your company to the mailing list for all the case numbers you input at the beginning of this
batch entry.  



The next time you make a batch filing for this company, when you search, you will get a match
and you can select your company from the list.  A pop up box will display the address so that if
your company is listed more than once, you can select the listing that has the correct address to
which notices are to be mailed.  

   

You may also change the address on the next screen.  If the address is correct, be sure to select
creditor for party role and Click on Submit.



At the next screen click on End party selection.

Then click on Next.



The next screen will be the Docket Text: Final Text.  You can review you entry before you Click
on Next, or you can click on Clear to abort this entry.

At the conclusion of the filing process, you will receive a Notice of Electronic Filing that will
list the cases in which the filing was made with the individual docket entry numbers and a
hyperlink to each case.




