
 

 

GETTING STARTED GUIDE 

This guide explains the first steps to begin your case. You do not need to complete 
everything today — simply start with Step 1, and we will help you through each stage of 
the process. 

For a quick overview of your quote and payment information, please refer to the Soft 
Quote Page included with this guide. Your Soft Quote explains your payment options 
and quote timeline, while this guide focuses on the first steps to begin the process. 

 
STEP 1 — Complete Your Questionnaire (Required First Step) 
• Open your Client Questionnaire 
• Answer every question as thoroughly and accurately as possible 
• If you are unsure how to answer something, write a note 
• Clear photos or scans are acceptable 
 
Submit your completed questionnaire using: 
Email: dspringerlaw@gmail.com 
Fax: 815-226-3583 
Drop-off/Mail: 
Springer Law Firm 
5301 E State Street, Suite 216D 
Rockford, IL 61108 
 
STEP 2 — Begin Gathering Your Documents 
(These can be collected now or over time — they are not required before our firm is retained.) 

Please begin gathering: 

• 7 months of income (paystubs or income documentation) 
• Most recently filed tax return 
• Photocopy of ID & Social Security card 
• Most recent 2 months of bank statements (including Cash App/online accounts) 
• Optional: additional creditors list 

Only your completed questionnaire is required before we prepare your Pre-Review 
Retainer. You may continue sending documents after our firm is retained. 

STEP 3 — Do NOT Take the Credit Counseling Course Yet 
This certificate expires after 6 months. We will let you know when it is time to take the 
course — usually right before your attorney review appointment. 
 



 
LOOKING AHEAD — What Happens After You Send Your Questionnaire 

Once we receive your completed questionnaire: 

1. We review your questionnaire and request any clarifications needed. 
2. Once clarifications are completed, we prepare your Pre-Review Retainer. 
3. You will receive your Pre-Review Retainer to review. Please let us know if you 

have any questions or need clarification before signing and returning it. 
4. After the forms are signed, we will email your retainer invoice and can discuss 

other payment options if needed. 

Once your retainer is paid and our firm is retained: 
 • Your case is officially opened. 
 • You receive your next steps, which include: 
  – finishing remaining documents 
  – when to take the credit counseling course 
  – how to submit any additional creditor information 
  – preparing for your attorney review appointment 
 • We guide you through the final steps needed to prepare for your attorney review 
and filing. 

Timing Reminder: 
To secure your quoted fee, you must complete the questionnaire, sign the Pre-Review 
Retainer, and pay the retainer within your 60-day window. If you choose to pause the 
process and return later, your first step will be completing (or updating) your Client 
Questionnaire so we can reassess eligibility and help you move forward. After your case is 
opened, you must continue showing progress every 60 days until review and filing. 
 
STEP 4 — Support If You Need It 
We can help by email, phone, Zoom, or an in-office appointment. Most questions can be 
handled quickly. 
 
You Do Not Need Everything at Once 
Completing your questionnaire is the only required first step. We will guide you 
through each stage after that. 
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