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Startup Activities
· Receive Order of appointment from Proth (Angie Hairston)
· Create folder in dropbox
· Create case file
· Create Table of Contents
· Obtain pro se  motion and any memo of law (Angie Hairston)
· Obtain case docket and Affidavit of Probable Cause (Angie Hairston)
· Send introductory letter to client (Dropbox/PCR forms)
· Look for any scheduling order.  Send request for extension if needed.

Building the File
· Obtain trial counsel file  (if PDNCC, Tricia Pressey patricia.pressey@state.de.us) Otherwise, send letter to trial counsel.
· If file is at Supreme Court, make arrangements to go there and select documents for copying
· Review docket and circle all items needed.
· Send circled docket to Proth with request for documents (NCC: Angie.  Kent: Annette Ashley/Pamela Quail-Brummell. Sussex: ___________)
· Review docket and note all transcripts needed 
· Send transcript request form to court reporters.
· Request PSI from ISO
· If there was an appeal, send email to Supreme Court Clerk requesting all appeal documents and the docket.
· As documents come in, note on Document Request Log
· When most documents are in, build case binder and table of contents.


Review and Claim Analysis
· If judge is waiting for word from PCR counsel, let Court know documents are in and propose briefing schedule.
· Review and annotate all documents in case binder.
· Identify any missing items (witness statements, expert reports, etc.)
· Hire investigator/PFE/experts as needed.
· Determine what, if any, claims present themselves.
· Meet with client to discuss progress and potential claims.
Draft Initial Document
· If no claims, draft motion to withdraw and memorandum of law.
· If claims, draft amended motion for Postconviction relief. Request evidentiary hearing if warranted.


