
 

 
GRAHAM & ASSOCIATES LAW OFFICES, LLC 

CHAPTER 13 CLIENT INSTRUCTIONS/CLIENT CHECK LIST  
The following information provides a summary of the steps that you need to take so that we can successfully assist you in filing your 

Chapter 13 Bankruptcy.  Please review all of the information provided at your consultation thoroughly and call us with any questions at 1-

866-529-9010, email us at clientqs@grahamoffice.com or visit our website at ohioattorneynow.com. 

 

IMPORTANT: If you have an “emergency” situation, such as:  (1) your home is in foreclosure and is set for a “sheriff’s sale”;  

(2) your vehicle is in immediate danger of repossession or has been repossessed; (3) your wages are about to be or are being 

garnished; (4) your utilities are shut off or about to be; or (5) any other emergency collection issue, notify us as immediately. 

 

Step One: Send in your Retainer Fee and/or payments towards your full Bankruptcy Fees 
If you have not already done so at your consultation, you should send in your initial retainer fee of $100.00 so that we may start processing 

your file and take care of creditor harassment for you.  Also, continue to send in payments every month towards the balance of your fees to 

keep your case active.  You do not have to wait for a billing letter/invoice to make payment(s).  Payments can be made by cash (in person 

by appointment), check, money order or debit/credit card by telephone or online at our website Ohioattorneynow.com, click on “Pay Now”. 

  

 

Step Two: Review the Client Checklist 
You will have been given a “Client Checklist” at your initial consultation (In your “Client Folder” given at your in-person consultation or 

via email if you met with us via telephone or video conference).  The list contains certain documents and other items that we will eventually 

need to file your case.  You should start gathering this information or requesting copies from your employer, tax preparer, or the IRS, etc.  

Save all this information in your client folder and/or send it (copies only) to us immediately via mail or email (to jerrielaw@att.net).  

 

Step Three: Order your credit reports/Fill out and send us your Debt List (“Green Sheet”) and/or bills 
In your folder is a form that explains how to get all three major credit reports for free. You need to use your credit reports, bills and/or 

memory to fill out each section (if it applies) of your debt list.  If more than one collection agency is collecting for a particular debt, list 

each separately and indicate that with a note next to the creditor.  Don’t worry about getting the amounts owed or account numbers perfect, 

and  if you don’t know all the information, list as much as you can.  Please copy and mail or email us the list/reports/bills and any lawsuit 
documents you may have.  You may also include a photocopy or PDF of one or more of your credit reports and/or billing statements as 

well. 

 

Step Four: Pay remaining Balance of your Bankruptcy Fees 
We cannot file your case in Court until your full Up-Front fees are paid off.  In most cases, the faster you file, the faster we can fully protect 

you from your creditors and you can start to rebuild your credit.  You do not need to continue to pay creditors that will be included in your 
bankruptcy but you should continue to pay any creditor (such as mortgages, car loans, etc.) that you either want or have to keep. 

 

Step Five: Obtain your Credit Counseling Certificate 

You have been provided with a list of approved credit counseling services.  The recommended online course can be obtained at 
Debtoredue.com.  You should complete this immediately after sending your final attorney fee payment.  There is an additional fee to this 

service, paid directly to the credit counseling agency. (Certificate is good for 180 days).  Call our office if you need assistance with this 

step. 

 

Step Six: Setting your petition signing appointment 
Once we have received your final Up-front fee payment, you will normally receive a telephone call and/or letter or email from our office 

within two (2) to three (3) weeks indicating that your paperwork is ready.  Contact us immediately if you are facing any of the “emergency” 

situations listed at the top of this form. You will need to bring the following to your signing (or provide it ahead of time to us): 

 

1. Your “Client Checklist” Information (see Step Two, which will likely include some of the same information listed below, but 

ALWAYS includes the last two (2) years State and Federal Tax Returns and the last sixty (60) days of paystubs for anyone 
employed in your household, even if it is your spouse who is not filing bankruptcy). 

2. Your Credit Counseling Certificate 

3. Your Photo ID AND Social Security card. 

4. Creditor Information:  Any and all information that you have regarding who you owe money to.  (especially if you have not 

already provided this information to us).  This includes any lawsuit information that you may have that your creditor(s) have filed. 

5. A fax number and/or email address to your payroll department or bank if your wages are being garnished or your bank 

account attached. 

6. Any information listed on your “Client Checklist” (provided after  your consultation) whether mentioned above or not.  



 

 

Step Seven: Signing your petition/Filing in Court 
Your attorney will review your paperwork, make copies of the necessary document and answer any questions that you may have in detail at 

your petition signing appointment.  Assuming you have all of the items listed in Step Six (and/or at the bottom of this form in the “Client 

Checklist” section), we can then file your case with the Court. 

 

Step Eight: After your Chapter 13 Case has been filed in Court: 
1. Within ten (10) to thirty (30) days from the date of filing, you must make your first Chapter 13 Trustee Payment   

2. Pay your current monthly rent or mortgage payments, auto lease payments, current taxes and insurance, utility 

bills, and all other necessary current expenses, starting the day your Chapter 13 is filed in court (unless your 

current payments are included in your chapter 13 trustee payment...ask your attorney if you are unsure).  All other debts 

that you owed and listed at the time of fling your bankruptcy will be paid by your Chapter 13 payment.   

3. If you do not make your Chapter 13 payment, your case will be dismissed:  No excuses.  The Chapter 13 trustee 

does not care why you did not make your payment(s).  Also, you must also make your current monthly mortgage 

payment(s), including 1st and 2nd mortgages, (unless it is being made through your chapter 13 plan…ask your 

attorney if you are unsure) starting the day your case is filed, or the mortgage company(s) may be able to 

foreclose on your home.  Again, no excuses, either the payment(s) are made, or you may lose the home. 

 

Step Nine: Things you should not do (before or after the filing of your Chapter 13 Case):  
Do not pay any one creditor more than $500 (other than regular monthly mortgage/rent/car payments).  Do not transfer any money or 

property, especially to family or friends.  Do not liquidate any Financial or Investment accounts or other personal property  

 

Step Ten: Complete your Post-filing Credit Counseling 

Before you can receive a final discharge, you must complete a telephone or internet session with an approved credit counseling agency. 

This is normally completed at the same website you did your first certificate with, Debtoredu.com.  Make sure you forward a copy of this 

certificate to our office once completed.  Please have this Certificate done prior to your Meeting of Creditors (hearing). 

 

Step Eleven: Attend your Meeting of Creditors 
One to Two weeks after your case has been filed, you will receive a notice from the court and an email from our office detailing the date 

and time of your hearing.  You must attend this hearing.  The hearing will be conducted remotely, either via telephone or video 

conference, and the instructions for said hearing will arrive either via email from our office or via USPS from the court, or both.   You 

should have your photo ID AND Social Security card as well as any additional information that your attorney may have requested  ready 

and available prior to the hearing.  An attorney from our office will also be present (remotely, via telephone or video appearance) at this 

hearing. 

 

 Step Twelve: Discharge 

Assuming all of the above steps are completed, as well as any additional requirements set forth during your case by the Bankruptcy Court 

or our office, you will normally receive your discharge once your chapter 13 plan is completed..  A plan will usually last for three to five 

years.  Once your case has discharged, you should have the Financial “Fresh Start” you deserve and be able to begin to rebuild your credit. 

 

“CLIENT CHECKLIST” 

You must provide the following information by the time we file your case.  Failure to do so will result in delays with the filing of 

your bankruptcy case.   Please also see the “Client Checklist” form in your client folder or the email sent to you from our office.  

1. Two months of pay stubs (most recent)from each job you worked in the last two months, including your spouse’s pay stubs, even 
if your spouse is not filing bankruptcy.  If you/spouse receive other sources of income, we will need proof of this as well. 

2. Titles/memorandum of titles, or leases for all cars, boats, motorcycles, and Mobile Homes, as well as proof of insurance for 

each. 

3. Federal and state tax returns for the last two years..   

4. Recent mortgage statement(s) and a copy of homeowner’s insurance policy (if you own real estate that you are keeping). 

5. Life insurance policies other than policies through your employer.  This should include evidence of cash surrender value.  

6. Copies of any divorce decrees and/or separation agreements that have occurred in the last five (5) years. 

7. Any lawsuits, garnishment or repossession information. 

8. Certificate of completion from Credit Counseling Agency.  This can be obtained at Debtoredu.com.   

9. Bank Account/Investment Account statement(s) for the three months prior to filing on all financial accounts.   

10. Copy(s) of your Photo Identification (Drivers License or State ID) and Social Security Card(s). 
11. Documentation of each and every debt that you owe, regardless of whether you intend to keep the debt or not.  This can include 

credit report(s), the actual bills, a completed Debt List Form (included in your original consultation materials), your own 

spreadsheet or list, or a combination of all of the above.  If you do not provide us with the debt(s), there is no way we will know 

about them.  An additional fee of not less than $150.00 will apply to add creditors after your case has been filed, so be sure to do 

everything possible to find all your debts prior to your case being filed. 

12. Any other Information specifically requested for your particular case at or after your consultation with your attorney. 



 

If you are unsure of any of the above requirements or procedures, please contact our office at 866-529-9010.      Rev10/2022 


