Quick Notes for the Certificate Program

Taken (with Permission) from the UGA website

After logging in the first time, you will be prompted to change your password 

At the top, there is a tab “Debtor Education Services” From here, you can issue, view, or cancel a certificate.

To Issue a Certificate:

· Enter a Name of Debtor

· Enter Bankruptcy Case Number

· Enter Date Debtor Education was Completed

· Enter Judicial District/Division where the debtor resides (if you do not know, you can use www.uscourts.gov/courtlinks/.  There is a search tool to look up this information by zip code or county)

· Under Sign this Certificate –select “Sign by Hand”

· Press “Save”

To Print a Certificate:

· Follow the instructions for issuing a certificate

· After you press “Save”

· Click “Create Certificate”

· Adobe Acrobat should open.  If a dialog box appears, select “Save it to Disk”

To Reprint a Certificate:

· Under the Debtor Education Tab, select “View Certificates”

· A list of certificates you have issued will appear

· Click “Reprint” next to the certificate you want to reprint

· Type in the name of the Debtor

· Click “Save for Reprint”

· Click “Create Certificate”

· Adobe Acrobat should open.  If a dialog box appears, select “Save it to Disk”

To Cancel a Certificate:

· Under the Debtor Education Tab, select “Cancel Certificate”

· Enter Certificate Number (the last 9 digits)

· Click “Continue”

· Click “Yes, Cancel Certificate”

Additional Information

· Cooperative Extension cannot directly file certificates with the court.  Instead, certificates are given to the debtor or to his/her attorney if requested.

· All certificates should be signed by hand, in ink.  The typed name of the educator alone is not sufficient.

· IN A JOINT CASE, A CERTIFICATE MUST BE ISSUED SEPARATELY TO EACH SPOUSE WHETHER THE COUNSELING/EDUCATION IS COMPLETED SEPARATELY OR JOINTLY.

· All debtors who attend the course should be issued a certificated, even in the even of failure to pass a post-test.  While we are allowed to give a post-test, it is for internal use only.  If the debtor fails to pass the post-test, he/she must still be issued a certificate because he/she met the requirement of the program attendance.

· Certificates must be given immediately upon completion of the course.

· Be sure to verify the name and spelling.  This is the only identifying information on the certificate and therefore should be double-checked for accuracy.

· Be precise about the judicial district.

· Please refrain from giving any advice.  You cannot tell debtors what bankruptcy can or cannot do for their individual situation.  Direct him/her to discuss the matter with a lawyer.

Oklahoma Cooperative Extension Educators have been approved by the Department of Justice as providers of the financial literacy education workshops mandated by the Bankruptcy Abuse Prevention and consumer Protection Act of 2005 (for a complete list of approved providers please see the website at http://www.usdoj.gov/ust/bapcpa/ccde/de_approved.htm).  BAPCA requires individuals in bankruptcy to provide a certificate of completion to the court as evidence that they have completed the requirement for financial literacy education.  Our current approval is for a six-month probationary period, ending September 10, 2006.  Absent any problems, we can reapply for an additional one-year period and for successive one-year periods thereafter requirements:

· If mentioning our status as an approved entity in any marketing, the following language MUST be used: “Approved to issue certificates evidencing completion of a personal financial management instruction course in compliance with Bankruptcy Code.  Approval does not endorse or assure the quality of a Providers’ services.”

· Sign-in, proof of ID, and Bankruptcy Case # are required.

· You may charge up to, but no more than, $30 per participant for the workshops or $50.00 per couple.  Receipts should be provided to participants, especially if paid in cash.

· We are required to provide services without regard to debtor’s ability to pay.  Proof of current receipt of public benefits (i.e., Food Stamps, TANF, Medicaid, etc.) has been identified as the appropriate indicator of inability to pay.

· Participants will complete a pre-test prior to the start of the workshop and sign a consent form.

· Use of pre-approved curriculum for a 4-hour (minimum) workshop.  “Money Management in Challenging Times” has been approved for use in Oklahoma as well as Materials approved for use by Extension in other states (complete listing available at: http://www.csrees.usda.gov/nea/economics/in_focus/security_ebe.html).  

· A completed post-test must be provided to the Educators for the participant to receive a certificate of completion.  Certificates must be provided within three business days after completion of the course.  You should always accommodate those debtors who need the certificate sooner than that as it is required for them to receive their discharge.

· A copy of the pre-test and post-test must be sent to Sissy Osteen within 14-days of the workshop.  Maintain a file in your office for each workshop to include any marketing materials used, sign-in sheets, consent forms, and completed evaluations.  Files are subject to review by the Department of Justice.

