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Checklist for Asylum Cases before the Immigration Court
Master Calendar Hearing (MCH): one of two types of hearings before the Immigration Court. The purpose of the MCH is to 1) take pleadings on the charges of removability listed in the Notice to Appear; 2) state what type of relief application (asylum) your client is making; 3) set a hearing date for an Individual hearing to hear testimony. MCH may also be used after an individual hearing to check on the status of background checks, overseas investigations, or to deliver a decision. 

· File Form EOIR-28 
· If you have not appeared before the immigration court before, you will need to register and obtain an EOIR number and open an EOIR account for e-filing.  Information can be found on the EOIR website: http://www.justice.gov/eoir/engage/eRegistration.htm
· Electronically submit your EOIR-28 on the EOIR portal: https://portal.eoir.justice.gov. If the EOIR-28 is submitted close to the date of the master calendar hearing, bring a copy of the electronically-filed EOIR-28 to the hearing (on light green paper).
· Motion to Substitute Counsel: If the client was previously represented by another attorney, or by an Advocates staff member, you will need to file a Motion to Substitute Counsel with the Court before you will be recognized as counsel of record.* 

· Review Notice to Appear. 
· Defensive Filing Only: Prepare I-589 and all supporting documents for submission at the hearing, in person. 
· Original of entire packet for IJ
· Copy of entire packet plus all original documents for OCC 
Post-Master Calendar Hearing

· Biometrics. Follow the instructions on the biometrics form provided in court or with your transmittal packet. 
· Original documents should be turned over to OCC shortly after the MCH or as soon as they become available. Please refer the The Advocates asylum manual for more information about how to do this. Original documents include the passport, national ID, birth certificate, marriage certificate, letters from overseas, medical reports, photos, arrest warrants and other documents from your client’s home country. 

At least sixty days before the Individual Hearing

· Biometrics: Biometrics must be completed and current for your client to be granted asylum. You may need to request a new biometrics appointment if they are expired. Judge Castro generally will not proceed with an individual hearing if biometrics are not current. E-mail your request for new fingerprints to SPMFingerprints.EOIR.Proceed@uscis.dhs.gov. With your request, you must submit the following:
1. Client’s complete name as indicated on NTA;

2. Client’s complete mailing address;

3. Client’s phone number;

4. Alien registration number;

5. Application/petition type with receipt number;

6. Hearing date;

7. Attorney name, address and phone number

NOTE: Failure to obtain updated biometrics could result in abandonment of your claim.

Fifteen days before the Individual Hearing

· Red-line I-589 should be submitted. Use the original filed I-589 and using a red pen, mark and number all corrections or updates, including address changes and employment updates.* 

· Witness list should be submitted, following the Immigration Court Practice Manual.* 

· Supplemental filings of any country conditions information or other documents that you wish to be considered as part of the record.* 

While the Case is Pending
· Change of Address: if your client moves, you must file a change of address form with the Court within five days of the change. You may find this form here: http://www.justice.gov/eoir/eoirforms/eoir33/EOIR33ICBloomington.pdf.* File a change of address form with USCIS within 10 days of moving. (Can be done online by representative at www.uscis.gov) 
· Supplemental filings can be submitted before the 15 day deadline. Follow the Immigration Court Practice Manual for filing formatting guidelines.* 
· Information: you can call the Immigration Court information system phone line if you want to confirm hearing dates or find out how many days have elapsed on your client’s work permit clock. The number is 1-800-898-7180. 

*An identical copy of all filings with the Immigration Court must be served on the Office of Chief Counsel. 

Refer to the Immigration Court Practice Manual for filing deadlines, filing rules, formatting guidelines and other rules for practice before the Immigration Court. You can find the Practice Manual here: http://www.justice.gov/eoir/vll/OCIJPracManual/ocij_page1.htm. 

Please read The Advocates Asylum Manual for further guidance about what documents to submit, preparing your client to testify, witnesses, proving your case and other practical tips and further explanation. You can find the Asylum Manual here: http://www.theadvocatesforhumanrights.org/asylum_manual_2.html.

Contact your consulting attorney or The Advocates staff if you have additional questions about practice in Immigration Court, strategy, or filing. This checklist should not replace your own research, review of the relevant manuals, and legal judgment in representing your client. Rules may change, so please consult with the Immigration Court Practice Manual, practice updates from The Advocates via www.probono.net/asylum, e-mail messages and your consulting attorney. 
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