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File Documents* at the 
District Court (D.C)

Type of Docs received:  * Notice of Appeal
Case Appeal Statement

$250 Filing Fee (Civil only)
D.C. Docket Entries

Judgment(s)/Order(s) appealed from
Notice of entry of judgment/ order

Certification order (Civil only)
D.C. Minutes
Exhibit List

D.C. Notice of Missing Fees or Documents
Request for transcript (FastTrack only)

Check off on 
CheckSheet 

docs received 
from D.C.

Mail receipt, blank 
docketing statement 
and instruction (not 
required for proper 
person cases); for 

FastTrack cases send 
FastTrack appeal 

notice

no

E1 
pg6

C2

Law Clerk 
drafts 
Bench 
Memo

Submitted for 
conference

Oral 
Argument 

Post Argument 
Conference

C4

Counsel is 
required to file 
a Fast Track 

Statement and 
Appendix 

within 40 days 
from the date 
the notice of 

Appeal is filed 
with the D.C.

D2
pg2

Screening
Central Legal Staff 
reviews the Fast 
Track statement, 

response, any 
appendices and  

rough draft 
transcript filed.

Send case for 
full briefing?

Counsel is 
required to file 
a rough draft 

transcript 
request form 

with D.C.

yes

no

 Identify if case 
qualifies for 

Settlement Program 
or Fast Track 

Program; Proper 
Person cases route 

to specific dept.

yes

Is it a Fast 
Track or 

Settlement 
Program 

case?

Clerk enters data 
into CMS; assign of 

docket# Clerks writes docket# 
on all documents 

received

Clerk labels 
folder with 
docket#

Clerk inserts all 
case related 

document into 
file.

Check 
Jurisdiction? yes

File folder 
in Record 

Room

D7 
pg2

D7 
pg2

no

B2 
pg5

Is it a 
Proper 
Person 
Appeal?

yes

C4 
pg1

Criminal

Civil

D1 
pg2

Draft Order 
or Opinion

Draft Order 
or Opinion

In the event that the rules are 
not being followed appropriate 

orders and notices directing 
compliance with the rules shall 

be issued.

No or not clear

No

Create order to show 
cause. This step will 
suspend briefing and 
ordering transcript.

Stamp Order 
(one Judge 
signature)

Have 
Jurisdiction?Receive and 

review 
response

Create 
Order for 

Dismissing 
Appeal

yes

Vote 
Determination

Order or Opinion is 
proofread by the 

authoring chamber

J3 
pg9

Bench 
Memo is 
circulated 

Submitted case 
conference

C3

Within 20 days from 
the date a Fast 

Track statement is 
filed with the 

Supreme Court, the 
respondent shall file 

a Fast Track 
response.

Prescreening

Schedule & 
Issue Notices 

of Oral 
Argument

C1
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Production of Order and Opinion 
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Briefing 
Complete

D2
D4 
pg2

Does the case 
merit oral 

argument?
Post Argument 

Conference

Attend Oral 
Argument 
Session

Draft 
Bench 
Memo

Submitted 
Case 

Conference
yes

Draft Bench 
Memo or memo 

or disposition
Bench Memo

Issue 
order 

setting 
briefing 

schedule

File required 
document

Memo or disposition

Type of Docs received: 
Transcript (from Court Reporter)

Docketing Statement
Briefs

no

Complete 
Screening Will Staff 

keep 
case?

Cluster or 
consolidate 
cases with 

related 
issues

Return case 
to Clerk’s 

Office to be 
assigned to 
Chambers

D4

yes

G1 
pg3D5 

pg2

D5 
pg2

Assign case 
to Chamber

C2 
pg1

Have 
Jurisdiction? 

Yes/Maybe

noOrder to 
Show Cause

Order 
Dismissing 

Appeal

Is there 
Jurisdiction? no

maybe

D1

Staff Attorney 
receive 

transcript and 
appendix 

from Clerk’s 
Office

Staff Attorney 
Draft memo 
and/or order/

opinion

Send 
document for 

review to 
team lead or 

deptl mgr

Require 
Edits?

yes

no

yes

Send 
document for 

review to 
primary 

attorney doing 
proofreading

Were 
changes 

made 
consider to 
be minor 

edits?

no

Require 
Edits?

yes

no

D6

K1 
pg4

Note:  Minor changes 
and style changes are 

not routed for 
proofreader’s review.

Proofread:  All oral 
presentation and one 
judge orders are sent to 
the team lead.   Three 
judge orders are sent to 
department manager.

yes

Generate 
screening 
memo and 
screening 

report

“Screening” means to review 
brief, review transcript, identify 
issues, make recommendation 
whether staff will keep the case 
or should case be reassigned to 

chamber.

For Enbanc cases – get 
approval of Chief 

Justice and panel that 
case should be sent to 
en banc track.  Death 
Direct Appeals and 
Ballot questions are 
automatic Enbanc.

D7
D7 
pg2

D7

no

D6 
pg2

D6 
pg2

Four cases per month 
are assigned to 

Chamber by the Clerk’s 
Office.

Send case to 
criminal or civil 
department for 

Screening

Prescreening

Schedule 
& Issue 

Notices of 
Oral 

Argument
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Production of Order/Opinion (continuation)
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yes

no

Send document 
for review to 
secondary 

attorney doing 
proofreading

Send 
document to 

Administrative 
Assistant to 

check format, 
etc

Send document 
for final review 
to team leader,   
dept mgr; Civil 

dept send 
document to  
Phaedra and 

Cay Oral Presentation

Portable Agenda

Draft Conference

J2 
pg8

G1

Is a 
secondary 
attorney 

required for 
proofreading?

Require 
Edits?

no

yes

Return edit 
comments 

to 
originator

J3 
pg8

Second proofreader is required for:  
oral presentation; portable agenda; 
and customized order that will not be 
distributed to the entire court.

J1 
pg8

yesRequire 
Edits?

Return edit 
comments to 

originator

no

D6 
pg2

D6 
pg2
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Complex Jurisdiction
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In CMS, login 

case as 
prescreening

Assign 
case to 

Staff 
Attorney

Fill out 
jurisdiction 
checklist

Update 
CMS

Return file 
to Clerk’s 

Office

When case is 
fully briefed the 
file is returned 
to the Civil or 
Criminal Dept

D2 
pg2

Have 
Jurisdiction? yes

No or not clear

Create order to show 
cause. This step will 
suspend briefing and 
ordering transcript.

Stamp Order 
(require one 

Judge 
signature)

Create 
Order for 
Dismissal

Send “Blue 
Packet” 

and 
docketing 
statement 

to dept

Receive and 
review 

response

Have 
Jurisdiction?

No

yes
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B2
Have 

Jurisdiction? yes
Generate Order 

requesting 
Record on 

Appeal

Send Order 
requesting Record 

on Appeal to Clerk’s 
Office

no

B4 
pg5

B4
Clerk’s Office files Order 

requesting Record on 
Appeal

Clerk’s Office receives 
and files Record on 

Appeal

Clerk’s Office notifies 
department that Record 

on Appeal has been 
received

D4 
pg2

Create order to show cause. 
This step will suspend 
briefing and ordering 

transcript.

Stamp Order (require 
one Judge signature)

Receive and 
review 

response

Have 
Jurisdiction?

No

yes

Prescreening

Create Order for 
Dismissal

D7 
pg2

Chamber 
Case C1 pg 1 
Staff Cases: 

D6 pg2
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Settlement Program
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Create/Mail 
Conflict 
Check 

Letter to 
Settlement 

Judges

Prepare 
Settlement 

Letter –
created 

from CMS

Issue Notice 
of 

Assignment 
(Action 

entered into 
CMS 

settlement 
screen.)

Settlement 
Conference 

Status Report 
required to be 
filed after 120 

days have passed 
and every 60 days 

thereafter up to 
one year.

File Settlement 
Agreement 
(optional) 

(Action entered 
into CMS 
settlement 
screen.)

Draft & Issue 
order 

dismissing 
appeal 
(Action 

entered into 
CMS 

settlement 
screen.)

Suspends the filing of a 
transcript request form, 

the preparation of 
transcripts, and briefing 

schedule

Settlement 
achieved? yes

Settlement Judge files  a 
settlement report showing that 

case was  unable to settle. 
(Action entered into CMS 

settlement screen.)

File Stipulation to 
dismiss appeal 

(Action entered into 
CMS settlement 

screen.)

D1 
pg2

Number of 
reports are 

received and filed 
(Action entered 

into CMS 
settlement 
screen.)

no

Make docket 
entry to show 

that documents 
have been sent 
(Action entered 

into CMS 
settlement 
screen.)

F1 
pg7

Enter data 
into the 

Settlement 
Conferenc

e CMS 
Screen

Create and 
issue tracking 

letter on a 
monthly basis 

Is report 
overdue?

yes

yes

Is report 
overdue?

Create and 
issue tracking 

letter on a 
monthly basis 

no

no
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Settlement Program - continuation
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Receive Settlement 
Conference Case 

Billing
F1

Enter Statement 
Bill Add/Edit in 

CMS

Send 
Statement to 

Program 
Admin for 
approval

Send 
Statement to 

AOC for 
payment

Receive results 
from exit polls

- - Annually - -
Compile exit polls into 
individual settlement 
judge summary, send 
exit polls summary to 

program admin for 
review and distribution to 

settlement judges.
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W1

Original 
Proceeding is 

routed to 
central staff

Order an 
answer

Determine 
if there is 

merit

The petition shall contain a statement of the facts necessary to an understanding 
of the issues presented by the application; a statement of the issues presented 
and of the relief sought; a statement of the reasons why the writ should issue; and 
copies of any order or opinion or parts of the record which may be essential to an 
understanding of the matters set forth in the petition.

File documents 
with the clerk of 

the Supreme 
Court

The clerk 
shall docket 
the petition 

yes

no

Review
Does the case 

merit oral 
argument?

no

Make 
decision

D6 
pg 2

Deny 
Petition

D6 
pg 2

Central staff will 
review the 

Original 
Proceeding

Will Staff 
keep 
case?

W2 
pg8

W2 yes

no

Return case to 
Clerk’s Office to 
be assigned to 

Chamber

yes
Attend Oral 
Argument 
Session

Post Argument 
Conference

D6 
pg 2

W3 
pg8

W3 
pg8

Clerk’s Office 
assign case to 

Chamber

W4 
pg8

W4 
Determine 
if there is 

merit
yes Order an 

answer Review

no

yes Post Argument 
Conference

Attend Oral 
Argument 
Session

C3 
pg 1

D3 
pg 1

Make 
decision

Does the case 
merit oral 

argument?
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Portable Agenda, Oral Presentation, and Draft Conference 
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no

yesHave oral 
presentation

Require 
Edits?

Document 
signed by 
Justices

File Opinion or 
Dispositional Order

yes
Send for 

review to team 
leader and/or 

supervisor

Make 
edits.

Have 
additions 

been made to 
docket 
sheet?

J3

yes

no

Opinion/
Order  is 
added to 

draft 
conference 
agenda by 
the Clerk’s 

Office
Require 
Edits?

Distribute 
Opinion/
Order  to 

distribution 
list (on DM 

system 
provide 

name drop 
down list) Hold draft 

conference  
Opinion/Order is 

signed by Justices 

Require 
Edits?

yes

no

J2

Opinion/Order 
is circulated for 

Justices’ 
signatures

J1

Executive Assistant 
checks for changes 

on docket sheet

Send for 
review to 

team leader 
and/or 

supervisor

Is this an 
Order?

Opinion is 
held for five 
days.  Final 

signed 
opinion is 

again 
distributed 

and is 
reviewed for 

any final 
corrections.

Person attending oral presentation 
makes changes; person returns to 

oral presentation with revised 
document or circulates document on 

a portable agenda

Have 
additions 

been made to 
docket 
sheet?

yes

no

no

Edits? yes

no

Opinion/Order 
is signed and 
returned to 
originator

Send docket info to 
supervisor and team lead 
to determine if changes 

are required

Edits? 

D6 
pg2

no

Requires full 
discussion; 

send to draft 
conference

yes

No – staff only

J3 
pg8

Chamber 
Case C3 pg 1 
Staff Cases: 

D6 pg2

no

Circulate 
opinion/order 
via a portable 

agenda?

yes J1 
pg9

Requires full 
discussion; 

send to draft 
conference

no

yes

D6 
pg2

J3 
pg8

R1
 pg 10

Schedule 
case for 

future draft 
conference

Return order/
opinion to 

current draft 
conference

yes

yes

no
yes

no

Chamber 
Case C3 pg 1 
Staff Cases: 

D6 pg2

J3 
pg9

yes On Portable 
Agenda, if it 

is an opinion, 
send to 

Phaedra for 
review. Hold 
for five days.

Chamber 
Case C3 pg 

1 Staff 
Cases: D6 

pg2

Chamber 
Case C3 pg 1 
Staff Cases: 

D6 pg2

No – chamber only

Only for 
Writ 

Petition 
– create 

the 
actual 
“writ”
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Rehearing and Closing the Case
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Was 
appeal or 
original 
petition 

resolved?

yes

no

Clerk will circulate 
copies of the 

petition to either 
Chamber and/or 

Staff Attroney

Schedule the 
petition for 

discussion at a 
conference no later 
than 45 days from 

the filing of the 
petition.

Criminal division 
will sometimes 

distribute an Order 
Denying Petition on 
a portable agenda.

Is 
petition 
denied 

by 
justices

yes

no

Order 
answer The clerk will circulate 

copies of the answer to each 
justice participating in the 

decision

Schedule the 
petition for 

discussion at 
the next 

conference

Is rehearing 
granted? yes

Clerk’s office will 
prepare for 

Chamber  (staff 
does this step for 

staff cases) an 
order granting 
rehearing and 
reinstating the 

appeal.

Is petition for en 
banc 

reconsideration 
filed within 10 

days after entry 
of the Petition 
Denied Order?

yes

A petition 
for en banc 
reconsidera

tion is 
reviewed 
by the full 

court.

Hold 
conference 

with 
justices

Is petition 
granted?

no

yes

no

Issue 
Remittitur 25 
days from the 

date of the 
final order

Issue 
Notice in 

Lieu 

Is it a 
Petition for 

Writ?
yes

no

Close CaseR1

Order 
granting 

reconsider
ation 

(optional)

Prepare Order 
Denying Petition

File Petition 
Denied 
Order

Is case a 
voluntary 

or 
stipulated 
dismissal?

yes

no

Party file petition  
for rehearing; filed 

within 18 days after 
the court’s decision 
is filed by the clerk 

of the court.

Is petition for en 
banc 

reconsideration 
filed within 10 

days after entry 
of the Petition 
Denied Order 
(only for panel 

rehearing)?

Prepare 
Order 

Denying 
Petition

File 
Petition 
Denied 
Order

File Petition 
Denied Order

Prepare Order 
Denying Petition

Re-
Open 

case in 
CMS

R2 
pg10

R2 
pg10

R2 
pg10

R2 
pg10

R3 
pg10

R2 
pg10

no

yes R3 
pg10

no

R2 
pg10

Chamber 
Case C3 

pg 1 Staff 
Cases: D6 

pg2Chamber 
Case C3 pg 1 
Staff Cases: 

D6 pg2

Was petition 
for 

rehearing 
filed?

yes
Crim. 
dept 

creates 
memo
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