
We have created this guide to provide practitioners with a 

tool that lists services and information available from the clerk’s

office.  Additionally, it will provide practitioners with helpful 

information to enable your offices and ours to work together more 

efficiently.  We hope that this guide will help make any 

interaction you may have with the clerk’s office a more satisfying 

experience.

U.S. Bankruptcy Court



DISCLAIMER

This Guide is not intended as a substitute for good legal
advice.  The Clerk is prohibited by law from offering any legal
advice.  Please do not ask us to answer legal questions.

The user of this Guide is responsible for compliance with all
applicable laws, rules and filing requirements.

The information in this Guide is believed to be accurate as of
the day of printing, but is not intended as a substitute for the
Bankruptcy Code and Rules.

Fee schedules, references to the Bankruptcy Code and Rules,
Local Rules and this Guide are subject to change without
notice.

(06/13/00)  



Table of Contents

General Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1

Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4

District Court Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

Filing Requirements . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7

Quick Reference . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10

Helpful Reminders . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11

Forms . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 12

Clerk’s Services Directory, Albany Division . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13

Clerk’s Services Directory, Utica Division . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15

Appendices

(06/13/00)

IMPORTANT NOTE:
Once you have clicked on a link in the Table of Contents, DO NOT use your web browser's 'Back' button to return to the Table of Contents.  Rather, use the page buttons in the Adobe Status Bar at the bottom of the screen.

(To close this note, click in this window, then click the '-' in the upper left hand corner)



1

General Information

� Public Office Hours - 9:00 AM to 4:00 PM, Monday - Friday.

**Emergency filings outside of regular business hours may be arranged in            
   accordance with Local Bankruptcy Rule 5005-1.

� Clerk’s Office Phone Numbers - Albany 518-257-1661    Utica 315-793-8101

� Clerk’s Office Fax Numbers - Albany 518-257-1650    Utica 315-793-8128

**Fax transmissions are not acceptable for filing.

� Clerk’s Office Locations

ALBANY UTICA
U.S. Bankruptcy Court U.S. Bankruptcy Court
James T. Foley U.S. Courthouse Alexander Pirnie Federal Building
445 Broadway, Suite 330 10 Broad Street, Room 230
Albany, NY 12207 Utica, NY 13501

Serving Counties of:  Serving Counties of:
Albany, Clinton, Columbia, Essex, Broome, Cayuga, Chenango, Cortland,
Franklin, Fulton, Greene, Jefferson, Delaware, Hamilton, Herkimer, Lewis,
Montgomery, Rensselaer, Saratoga, Madison, Oneida, Onondaga, Oswego,
St. Lawrence, Schenectady, Otsego, Tioga and Tompkins
Schoharie, Ulster, Warren and
Washington

**Map of county assignments included as Appendix 1.

� Case Assignments - based on county of residence of debtor.  See Local Bankruptcy
Rule 1073-1.

� Case Numbering - after the two digit year identifier (XX-),
Albany Cases begin with “1"
Utica Cases filed prior to 8/92 begin with “0" 
Utica Cases filed on or after 8/92 begin with “6"

� Chambers Suites/Courtroom Locations*

ALBANY UTICA
Reception Area: Room 310 Reception Area: Room 220
Courtroom: Room 306 Courtroom: Room 236

BINGHAMTON SYRACUSE
Courtroom: First Floor Courtroom: Third Floor

*See: www.nynd.uscourts.gov @ Court Information for directions to all
courthouse locations.

http://www.nynd.uscourts.gov
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INSTRUCTIONS FOR PROOF OF CLAIM FORM
The instructions and definitions below are general explanations of the law. In particular types of cases or circumstances, such as bankruptcy cases
that are not filed voluntarily by a debtor, there may be exceptions to these general rules.

–––– DEFINITIONS ––––

Debtor

The person, corporation, or other entity
that has filed a bankruptcy case is
called the debtor.

Creditor

A creditor is any person, corporation,
or other entity to whom the debtor
owed a debt on the date that the
bankruptcy case was filed.

Proof of Claim

A form telling the bankruptcy court
how much the debtor owed a creditor
at the time the bankruptcy case was
filed (the amount of the creditor’s
claim).  This form must be filed with
the clerk of the bankruptcy court
where the bankruptcy case was filed.

Secured Claim

A claim is a secured claim to the
extent that the creditor has a lien on
property of the debtor (collateral) that
gives the creditor the right to be paid
from that property before creditors
who do not have liens on the property.

Examples of liens are a mortgage on
real estate and a security interest in a
car, truck, boat, television set, or other
item of property. A lien may have been
obtained through a court proceeding
before the bankruptcy case began; in
some states a court judgment is a lien.
In addition, to the extent a creditor
also owes money to the debtor (has a
right of setoff), the creditor’s claim
may be a secured claim. (See also
Unsecured Claim.)

Items to be completed in Proof of Claim form (if not already filled in)

Court, Name of Debtor, and Case Number:
Fill in the name of the federal judicial district where the bankruptcy
case was filed (for example, Central District of California), the name
of the debtor in the bankruptcy case, and the bankruptcy case
number. If you received a notice of the case from the court, all of this
information is near the top of the notice.

Information about Creditor:
Complete the section giving the name, address, and telephone
number of the creditor to whom the debtor owes money or property,
and the debtor’s account number, if any. If anyone else has already
filed a proof of claim relating to this debt, if you never received
notices from the bankruptcy court about this case, if your address
differs from that to which the court sent notice, or if this proof of
claim replaces or changes a proof of claim that was already filed,
check the appropriate box on the form.

1. Basis for Claim:
Check the type of debt for which the proof of claim is being filed. If
the type of debt is not listed, check “Other” and briefly describe the
type of debt. If you were an employee of the debtor, fill in your
social security number and the dates of work for which you were not
paid.

2. Date Debt Incurred:
Fill in the date when the debt first was owed by the debtor.

3. Court Judgments:
If you have a court judgment for this debt, state the date the court
entered the judgment.

4. Total Amount of Claim at Time Case Filed:
Fill in the total amount of the entire claim. If interest or other charges
in addition to the principal amount of the claim are included, check
the appropriate place on the form and attach an itemization of the
interest and charges.

5. Secured Claim:
Check the appropriate place if the claim is a secured claim.  You must
state the type and value of property that is collateral for the claim, attach
copies of the documentation of your lien, and state the amount past due
on the claim as of the date the bankruptcy case was filed.  A claim may
be partly secured and partly unsecured.  (See DEFINITIONS, above).

6. Unsecured Priority Claim:
Check the appropriate place if you have an unsecured priority claim,
and state the amount entitled to priority.  (See DEFINITIONS, above).
A claim may be partly priority and partly nonpriority if, for example,
the claim is for more than the amount given priority by the law.  Check
the appropriate place to specify the type of priority claim.

7. Credits:
By signing this proof of claim, you are stating under oath that in
calculating the amount of your claim you have given the debtor credit
for all payments received from the debtor.

8. Supporting Documents:
You must attach to this proof of claim form copies of documents that
show the debtor owes the debt claimed or, if the documents are too
lengthy, a summary of those documents. If documents are not
available, you must attach an explanation of why they are not available.

Unsecured Claim

If a claim is not a secured claim it is an
unsecured claim. A claim may be partly
secured and partly unsecured if the
property on which a creditor has a lien is
not worth enough to pay the creditor in
full.

Unsecured Priority Claim

Certain types of unsecured claims are given
priority, so they are to be paid in bankruptcy
cases before most other unsecured claims (if
there is sufficient money or property
available to pay these claims). The most
common types of priority claims are listed
on the proof of claim form. Unsecured
claims that are not specifically given
priority status by the bankruptcy laws are
classified as Unsecured Nonpriority
Claims.

FORM B10 (Official Form 10) (9/97)


