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Foreclosure Cases in District Court  

 
COURT / DEPARTMENT / DIVISION AND USER   
This procedure is to be used by District Courts. 

 INTRODUCTION  

On August 2, 2021, the NM Supreme Court signed Order Number 21-8300-004 adopting new Rules 1-

003.3 and 1-054.2 NMRA of the Rules of Civil Procedure for the District Courts and Civil Forms 4-227 and 

4-712 NMRA for Pre-Filing and Pre-Judgment Requirements in foreclosure actions. The new Rules are 

effective for all cases filed on or after September 7, 2021.   

1-003.3 NMRA requires that a Certification of Pre-filing Notice, Form 4-227 NMRA, be submitted with any 

complaint initiating a foreclosure action The Rule also states that the clerk shall NOT accept for filing a 

foreclosure complaint that is not submitted with the certification. 

1-054.2 NMRA requires that a precondition to entry of a judgment, a Certification Concerning Loan 

Modification and/or Loss Mitigation Negotiations, Form 4-712 NMRA, must be filed.   

RELEVANT DATA STANDARDS 

Data Standards were approved by the Supreme Court on May 20, 2020.  Using the data standards will 

result in improved data collection and reporting; improved data quality; improved consistency in case 

processing; improved court efficiency; and improved ability to establish court staffing needs. Refer to the 

following data standards for any procedures that may or may not be specifically mentioned in this SOP:  

General  Case Specific  

1.15.0 Scanning  4.2.0 General Civil Data Standards – Case Initiation  

1.16.0 Service  4.3.0 General Civil Data Standards – Parties  

 4.4.0 General Civil Data Standards – Causes of Action  

 4.5.0 General Civil Data Standards – Pleadings  

 4.6.0 General Civil Data Standards – Case Management  

 4.7.0 General Civil Data Standards – Dispositions  

 4.8.0 General Civil Data Standards – Case Closure  
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NAVIGATION AND STEPS 
 
INITIATING A FORECLOSURE CASE 
 

Begin in Tyler File & Serve Review Queue.  

 Envelopes are separated by a red line with the case number, caption and judge 

assigned for pending cases, date and time the envelope was filed (submitted).   

 New cases appear with only the envelope number listed and date and time the 

envelope was filed (submitted) since the case has not been accepted by the court.     

 The Court File stamp will not appear on the documents or in Odyssey until they 

are accepted by the clerk and the date and time on the stamp will reflect the date 

and time the envelope was filed (submitted).   

 Some courts have review queues set to specifically hold new case filings.   

 You may be able to distinguish foreclosures cases on this screen if the attorney’s 

office put enough information in the description of the documents (the fourth 

column in the envelope).  This does not always happen.   

 You may also be able to distinguish foreclosure cases because the correct case 

type of Real Estate (the third column in the envelope) has been used by the 

attorney’s office.      

 Some courts have specific employees assigned to initiate all new cases submitted 

through File & Serve.  There may also be local procedures as to the sequence that 

submissions should be accepted in.  Follow your local procedures for processing 

submissions.      

 

1. Click on the play button to begin working the new case envelope.   
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2. Verify the case was submitted to the correct judicial district and court by 

3. Verify that the correct case type was selected.  All foreclosure cases should have a case 

category of Civil and a case type of Real Estate.   

 Note in our example, the fees appear as a Waiver account and there are no 

fees assessed.  This is not something you would typically see and is for 

demonstrative purposes only. If a filing fee was paid, it would  

 

4. Verify that the Certification of Pre-filing Notice was submitted.   

Under 1-003.3 NMRA, a Certification of Pre-filing Notice, Form 4-227 NMRA, shall be      

submitted with any complaint initiating a foreclosure action…  

 

 

In our example below, there is only one item in the envelope.  This envelope would be rejected 

because it does not comply with the new Rule.  
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5. If the case is rejected, select Rejected and type in the reason why the envelope is rejected in the 

comment space provided. 

6. Confirm Reject.  

 Since you are rejecting the case initiation, you must reject everything included in the 

envelope.   
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7. If the Certification of Pre-Filing Notice, Form 4-227 NMRA, has been submitted, continue with 

checking the filings for acceptance 

8. Click through the document to get to the signature page.  

 

9.  Check for signature.  If the attorney uses and electronic signature, it must be in approved format 

of “/s/” followed by the name of the person who signed the original document per 1-005.2(H)(2)(b) 

NMRA.    

10. Return back to opening page in document.  
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11. Compare the information on the complaint to the data entered by the attorney’s office.   

 Remember, attorneys or their staff have not been trained as clerks so, courts cannot rely 

on how data is entered by an external filer.  It is ultimately the clerk’s responsibility to 

ensure data is entered correctly into Odyssey.    

 If the information is incorrect in the File & Serve environment, it will carry into Odyssey 

incorrectly. Some of the data cannot be corrected by clerks and may require that a 

Service Desk ticket be created to request that JID correct the information.  

 The File and Serve environment is the best place to make changes to a Category, Type, 

Party or Document Description.     

 Special attention should be paid to party names.  Rules for how party names should be 

entered in File and Serve are attached as an appendix to this SOP.  
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12. To edit any entries made by the attorney’s office, click on the Edit button. Follow normal File and 

Serve editing procedures.   

 

 

 

13.  Work through all the sections and make any necessary changes.  
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14. After edits have been completed, Accept the documents in the envelope by clicking on each 

document and then the Accept button.   
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PROCESSING A FORECLOSURE CASE IN ODYSSEY 

 

Additional processing in Odyssey is required.  Work from the File and Serve Review History tab and the 

new case in Odyssey. We will work the Odyssey tabs from left to right. Not all cases will require additions 

to the Parties tab.    

 

 

15. To add to a party, do so by clicking into the parties tab and clicking on the party that needs to be 

updated.  For this example, we will add a dba for the plaintiff.  Follow normal procedures when 

working with parties.   
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16. In the Case Party Details, click on the plus sign to add a dba.  

 

17. If adding a business name, be sure to select the business button.  

18. Save.  
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19. Check the box for the name you added.  Using the drop down list, select the correct description.  

20. Continue.  

 

21. Verify the name appears correctly.    

22. Continue.  
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23. On the Events tab, verify images came over from Odyssey.  

 

 

24. Go to the Causes tab 

25. Click on the plus sign to add causes.  
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26. Using the drop down list, select Foreclosure.  Ensure that the date accurately reflects when the 

complaint was filed.   

 At a minimum, one cause of action must be added.  Some districts may have their own local 

procedures for adding Causes of Action. 

27. Save.  

 Note:  As a foreclosure case proceeds, a separate Cause of Action should be added when 

and if other claims are filed in a case (ex: counter-claim, cross-claim, third party claim).  The 

correct filing date should be reflected.  The description should provide more detail (ex: cross-

claim filed by XXX).   
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28.  Go back to File and Serve Review History and place a check mark in the box next to the caption 

of the case you just completed.  This indicates that all case initiation processing is done.  The 

envelope will be removed from the Review History.   
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DOCKETING CODES TO BE USED IN A FORECLOSURE CASE 

There are some very specific docketing codes to be used for Foreclosure cases.  Below is a table with 

those codes and usage notes.  

Note that courts with Foreclosure Settlement Projects may have additional codes available at their court 

node specific to their program.  Those codes are not included below.   

Code Description  Usage Notes 

1900 Foreclosure: Certification of Pre-Filing 
Notice 

Form 4-227 NMRA shall be submitted with any 
complaint initiating a foreclosure action per 1-
003.3 NMRA. Required for cases filed on or after 
September 7, 2021.   

1901  Foreclosure: Cert Absence Loan 
Mod/Loss Mitigation Neg  

Form 4-712 NMRA shall be filed as a pre-
condition to any entry of judgment of foreclosure 
per 1-054.2 NMRA.  Required for cases filed on or 
after September 7, 2021.   Note:  A CSOR should 
not be issued if this document has not been filed 
in cases filed on or after September 7, 2021.   

8371  Foreclosure: Affidavit Possession of 
Original Note 

To be used when an Affidavit or Certification of 
Possession of Original Note is filed indicating that 
the Original Note is in the possession of the 
Plaintiff’s attorney 

8372  Foreclosure: Affidavit/Verification  To be used when an Affidavit or Certification has 
been filed indicating that the amount of the 
outstanding debt has been verified and is correct.   

8420 FSP: Order of Referral to Foreclosure 
Settlement Project  

Only for use in Districts with Foreclosure 
Settlement Projects.  To be used when a matter is 
referred to the FSP program.  

8423  FSP: Order Lifting Stay Foreclosure 
Settlement Project  

Only for use in District with Foreclosure 
Settlement Projects.  To be used when a matter is 
no longer pending in FSP program and is ready to 
proceed in regular court process.   

 

 

 

CERTIFICATE AS TO THE STATE OF THE RECORD (CSOR) 

If the Plaintiff is seeking a default judgment in a foreclosure case, the clerk must ensure that Form 4-712 

NMRA has been filed with the court prior to issuing the CSOR.   
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DISPOSITION 

When judgments are received in foreclosure cases, the cases must be closed properly in the 

Disposition tab.  This includes deleting the judgment component and adding the foreclosure 

component. 

In our example, we are going to assume that the judgment has been e-filed using the correct 

codes and the clerk is now working their Review History.  We are also going to assume that all 

claims (including counter claims, cross-claims and third-party claims) are now closed.  When a 

judgment is correctly e-filed using a CLS (closing) code, the Case Status and Statistical Closure 

are updated automatically when the document transfers to Odyssey.   

 

29.  In the Disposition Tab, verify that the case status has been updated.  Click on Case 

Close.  

 

 

30.  Follow local procedures for dealing with hearings.  Save.   



State of New Mexico Administrative Office of the Courts   Standard Operating Procedures 
Judicial Information Division                                                                                                                              Updated 08/2021 

 

 

31. Click on Judgment.  
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32. Move cursor to the District Court Civil Judgment Component.  Right click on mouse to get the 

option to Delete Component.  Click to delete Civil Judgment Component.   

 

 

33. Left click on the Add button 
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34. Select the Foreclosure Component.  

35. Continue.  

 

 

36.  Select the appropriate Cause(s) of Action.  

 Our example is a simple case.  If there are multiple claims, you may have to enter 

multiple judgments until the case is fully resolved.  Add judgment components 

accordingly.     

37. In the comment section add other useful information.   

 An example of this could be whether the judgment in In Rem or In Personam  

 Other useful information could be who the Special Master is, if one has been 

appointed.   

38. Add the final judgment amount and interest rate.  

 Most final Orders provide the final judgment total, others may break down costs 

without a final total.  The clerk should add all costs to obtain the final judgment total.  

39. Save.      
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