
LUNCH & LEARN
Albert Russo, Trustee

Monday, October 30, 2023 @ 12PM



AGENDA

• NEW UST Zoom 341 Procedures

• NEW Trustee 341 Procedures

• Debtor Email Collection Project

• Debtor Attorney Email Collection Project

• Calendar Disposition List



NEW UST Zoom 341 Procedures



NEW UST 341 Zoom Procedures

THE OLD WAY ….
• Individual meeting invitations from the Trustee’s office in 15-

minute blocks

• Debtor photo ID and proof of SSN provided during the meeting



NEW UST 341 Zoom Procedures

THE NEW WAY ….
• Single Zoom meeting ID and password printed on the Notice of 

Bankruptcy Case



NEW UST 341 Zoom Procedures

THE NEW WAY ….
• 341 Hearings scheduled on the hour just like in-person hearings



NEW UST 341 Zoom Procedures

THE NEW WAY ….
• Debtor photo ID and proof of SSN must be provided  10 DAYS 

PRIOR to the hearing and uploaded via BKDocs.us in SEPARATE files 
for each type of document (i.e. 1 file for debtor and co-debtor 
photo ID, 1 file for debtor and co-debtor proof of SSN)

• See the USTP Acceptable ID and SSN Documents List on our 
website, www.russotrustee.com



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• New document types at BKDocs.us



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• New document types at BKDocs.us



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• When joining the meeting you will be placed in the waiting room

• Trustee staff will admit you to the ‘Main Session’ with all of the 
other participants for that hour

• All participants will be muted upon entry to the ‘Main Session’



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• Participants must agree to the terms of the pop-up box when 

joining the meeting



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• ALL PARTICIPANTS should make sure they enter their first and last 

name so we can easily identify them

• Relay this to your clients, as this is going to be the most difficult 
part of this new process and will slow things down if we have to 
try to identify debtors



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• Trustee staff will begin calling cases at the top of the hour and 

continue throughout the hour as new participants arrive

• We will ask “Please use the raise your hand function if you are 
here for case number 23-12345”

• Once debtor(s), attorney, and any creditors are identified, they 
will be moved to a break-out room where the meeting will be 
conducted



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• When participants are moved to a break-out room, they will be 

asked to join the room.  Participants must click the JOIN button to 
join the room.



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• The 341 hearing will be conducted in the break-out room with only 

those participants in the room able to hear one another.  
Participants in the ‘Main Session’ cannot hear what happens in a 
break-out room.  

• When the hearing is completed, the debtor(s) will be asked to 
click the LEAVE ROOM at the bottom of the window.  This will 
prompt another button to LEAVE MEETING.  



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• Once the debtor has left the meeting, if you have other hearings, 

you will be moved back to the ‘Main Session’.  Otherwise, you will 
leave the meeting in the same manner as the debtor(s).

• You will get another pop-up box confirming that you are being 
moved to the ‘Main Session’.  Click the JOIN button to accept.



NEW UST 341 Zoom Procedures

THE NEW WAY …. 
• When you return to the ‘Main Session’, the process starts over 

with Trustee staff calling cases



NEW UST 341 Zoom Procedures

THINGS TO REMEMBER
• There may be up to 30 people in the ‘Main Session’ at any time.  

As such, everyone will remain muted unless we ask them to un-
mute.

• You need to devise a way to communicate with your clients 
without talking to one another in the ‘Main Session’

• See the USTP Best Practices for Debtors and Attorneys document 
on our website, www.russotrustee.com



NEW UST 341 Zoom Procedures

THINGS TO REMEMBER
• The telephone number that is included with the Zoom meeting ID 

on the Notice of Bankruptcy Case is meant to be used by creditors.  
Debtors and attorneys are required to join the meeting with video 
enabled unless an order has been entered to allow a telephone 
meeting.  PLEASE RELAY THIS TO YOUR CLIENTS.

• Debtors who join only via telephone without an order allowing a 
telephonic hearing will be given a few minutes to re-join with 
video enabled.  If they cannot, their 341 Hearing will be 
adjourned.



NEW Trustee 341 Procedures



NEW Trustee 341 Procedures

• Documents required prior to 341, including Proof of Photo ID and 
Proof of Social Security Number, are required 10 days prior to the 
341 Hearing date

• If documents are not received, the Trustee will docket an 
adjournment of the 341 Hearing to the Thursday before 
confirmation, or some other date in the future, which will go out 
on electronic notice to all parties in interest

• We will no longer be using the status of ‘341 Will Not Be Held – 
Missing Docs.’ on our Calendar Disposition List



Debtor Email Collection Project



Debtor Email Collection Project

• In order to more effectively communicate with debtors, we are 
attempting to collect debtor email addresses

• When you file a new case, your office will get an email from the 
Trustee with a link to a form on the Trustee’s website

• You do not need to wait for the email with the link.  If you have 
the debtor’s email address, go to the Trustee’s website and 
complete the form:

 https://www.russotrustee.com/debtor-email



Debtor Email Collection Project

• Providing the debtor’s email address will allow us to reach out to 
them with information about registering for the NDC where they 
can track their case in real time and, hopefully, reduce calls to 
your office and ours



Debtor Attorney Email Collection Project



Debtor Attorney Email Collection Project

• If you have not done so already, please use the link below to 
provide our office with your email address

 https://www.russotrustee.com/email-registration



Calendar Disposition List



Calendar Disposition List

• The Calendar Disposition List is located on the Trustee’s website 
and provides information about upcoming hearings

• Confirmation hearings that are marked ‘HONOR ROLL’ do not 
require an appearance by counsel

• Use the buttons next to the matter to email us questions about 
that matter, let us know that the matter has been resolved, or link  
directly to the Adjournment Request Form on the court’s website



Thank you for joining us.  This slide deck will 
be available at www.russotrustee.com
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