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Client: _______________________      ID No. _____________
Pro se motion file date: _______________________
Judge/Commissioner:_____________________
Defense Lawyers (List all lawyers at the trial, appeal, and PCR levels): _____________________
Prosecutors: _______________________________________
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5]This case had a |_|plea  |_|trial |_|direct appeal |_|PCR case |_|PCR Appeal

STARTUP PROCEDURES:
	ACTIVITY
	Date
Completed
	NOTES

	Create computer file in dropbox/pcr cases
	
	

	Create physical file
	
	

	Obtain pro se motion
	
	

	Order docket from prothonotary
	
	

	Set up contact in Outlook
	
	

	Check for scheduling order. Calendar
	
	

	Request extension if necessary. Calendar
	
	

	Write to client to explain procedure 
	
	

	Set up client visit or teleconference
	
	

	Obtain trial counsel’s file by letter request
	
	

	Go to Proth and copy file
	
	

	Obtain all relevant transcripts
	
	

	Obtain all appeal briefs and decisions
	
	



CASE HANDLING:
	DATE
	ACTIVITY

	
	Summarize all discovery/pleadings/notes/transcripts/decisions

	
	Create list of PCR claims

	
	Retain experts as needed

	
	Meet with client re PCR claims

	
	Meet with trial counsel re PCR claims

	
	Draft amended motion and request for evidentiary hearing

	
	Or if no PCR claims, draft motion per 61(e)(2) (client gets 30 days to respond)



DEADLINES:
	DATE
	ACTIVITY

	
	

	
	

	
	

	
	



