Attorney set up Sheet
	Attorney Name
	

	Law Firm Name
	

	Address
	

	Phone
	

	Fax
	

	Email
	

	Bar Number
	
	State

(bar #  issued)
	

	ECF Number
[] No ECF
	
	Password
	


Attorney Preferences
Client contact
Would you like us to contact your client to obtain additional or missing information?

[] yes
[] no

-We never contact your client without your prior consent.-

Filing fees (for ECF user only)
Would you like us to keep your payment information on file for processing filing fees?

[] yes
[] no, if the Attorney will process filing fees, we will notify your office upon filing so that payment can be made. Please keep in mind that the Trustee Assignment cannot be completed until filing fee have been processed.
Filing fee payment method (for ECF users only)
Credit card:
[] Visa

[] MasterCard

[] other _______________________

Exp. Date: ______________________
3 digit code: _________________________

Name on card: ___________________________________________________________

Billing address: __________________________________________________________

   Street



City


State

Zip

All information is kept confidential and destroyed at the Attorney’s request.

Payment method
How would you like to pay for services:
1. Email invoice via Google checkout?
[] yes
[] no

2. Online at www.crystalibarra.com?
[] yes
[] no

3. Submit payment via mail?

[] yes
[] no


(Case will be started once payment is received)
Process
Process in a nutshell

a. Attorney submits case via email attachment or fax;

b. Our office reviews petition;

c. We submit payment request;

d. Payment is received;

e. We start case preparation;

f. Data entry starts;

g. Case is submitted to Attorney for review;

h. Attorney submits changes, if any;

i. We make necessary changes, file or resubmit to Attorney.
Process

Detailed

a. Review: We review your case for any missing information;

b. Payment: Our office will start preparation and data entry on your case once payment has been received.

c. Prep and data entry: We gather real and personal property values, verify pending lawsuits (if any), obtain prior BK filing information (if any), obtain additional missing information from your client (or your office), we start data entry;
d. Submission of case: Once the case is complete, we will forward the petition to you via pdf, email attachment. The attorney reviews, obtains client signature on the Social Security Statement and Electronic filing declaration.

e. The attorney submits signatures pages and any changed to our office for ECF filing. If the Attorney does not have an ECF, our office will make any necessary changes and resubmit the petition to your office for window filing.

Please review or terms and agreement page for complete information on fees and process. Please sign below to agree with the above information, terms and agreement.

Crystal Ibarra, dba;, Crystal Ibarra & Associates (associates, employees and contractors of Crystal Ibarra & Associates) will keep all client files in secure, locked filing cabinets, we never share information obtained from the Attorney or the Attorneys office with anyone, we will destroy client files, ECF and/or credit card information upon the Attorney’s request. We never contact your client with consent and we never under any circumstances give your client legal advice. Any and all questions asked by your client will be referred back to your office.

The below electronic signature is provided as Crystal Ibarra’s acknowledgment and acceptance of the above information.

	/s/ Crystal Ibarra


Crystal Ibarra (Signature)
	
	Date:
	


Attorney Signature[image: image1.png]
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