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New Hourly Public Defender Checklist: 
 
☐ Review the OPDC contact information for your home county’s Unrepresented 
Persons Analyst and Resource Counsel, these will be your primary contacts at the 
agency.  
 
☐Review the Attorney Qualification Requirements. 
 
☐ Apply for attorney certification. 
 
☐ Review the applicable OPDC Contract Terms. 
 
☐ Contact OPDC procurement department for a contract. 
 
☐ Sign and return the contract listing the counties where you are willing to practice 
and the case types for which you are willing to accept appointments. 
 
☐ Complete the process for obtaining a vendor number from DAS and getting set 
up for payments from OPDC. 
 
☐ Contact PLF Practice Management. 
 
☐ Review the OPDC billing and invoice submission policy and rates. 
 
☐ Review the OJD Unrepresented Persons Dashboard for cases you would be willing 
to accept. 
 
☐ Contact your OPDC Unrepresented Persons Analyst when you are ready to accept 
appointment in a case or cases. 
 
☐ Review the OPDC Pre-Authorized Expense (PAE) policy and submission 
procedure. 
 
☐ Once you are prepared to bill (either monthly or at the end of the case) review the 
OPDC invoice process. 
 
☐ Submit your invoice.  

http://www.oregon.gov/OPDS
https://www.oregon.gov/opdc/general/Pages/roster.aspx
mailto:unrepresented@opdc.state.or.us?subject=Ready%20to%20Accept%20New%20Cases
mailto:unrepresented@opdc.state.or.us?subject=Ready%20to%20Accept%20New%20Cases
mailto:%20Resource.Counsel@opdc.state.or.us
https://www.oregon.gov/opdc/Forms/PDSC%20Attorney%20Qualification%20Standards.pdf
https://www.oregon.gov/opdc/Forms/Certificate%20of%20Attorney%20Qualification%20and%20Supplemental%20Questions%20-%20TRIAL%20LEVEL%20(Rev%20July%202022).pdf
https://www.oregon.gov/opdc/provider/SiteAssets/Pages/contract-terms/OPDC%202025-27%20Hourly%20Attorney%20Svcs.pdf
mailto:ContractDistribution@opdc.state.or.us?subject=New%20Attorney%20Contract%20Requested
https://www.osbplf.org/services/practice-management-assistance.html
https://www.oregon.gov/opdc/SiteAssets/Lists/General%20Accordions/Policies/404.600.03.006%20Billing%20and%20Invoice%20Submission%20Policy%20ED%2020250801.pdf
https://www.oregon.gov/opdc/SiteAssets/Lists/General%20Accordions/Policies/404.425.01.002%20Hourly%20Service%20and%20Expense%20Rates%20ED%2020251001.pdf
https://app.powerbigov.us/view?r=eyJrIjoiNDQ2NmMwYWMtNzhiZi00MWJhLWE3MjgtMjg2ZTRhNmNmMjdmIiwidCI6IjYxMzNlYzg5LWU1MWItNGExYy04YjY4LTE1ZTg2ZGU3MWY4ZiJ9
mailto:unrepresented@opdc.state.or.us?subject=Ready%20to%20Accept%20New%20Cases
https://www.oregon.gov/opdc/SiteAssets/Lists/General%20Accordions/Policies/404.425.01.001%20Pre-Authorized%20Expenses%20ED20251001.pdf
https://www.oregon.gov/opdc/provider/Pages/PAE.aspx
https://www.oregon.gov/opdc/provider/Pages/PAE.aspx
https://www.oregon.gov/opdc/provider/Pages/invoice-submission.aspx
https://oropdefense1.workflowcloud.com/forms/c4c66bad-c17b-4a69-ada3-c93c3662c5f1
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☐ When the case is resolved complete your case closing procedures and submit 
your final bill.  
 
☐ Contact your OPDC Resource Counsel if you have questions.  

http://www.oregon.gov/OPDS
https://oropdefense1.workflowcloud.com/forms/c4c66bad-c17b-4a69-ada3-c93c3662c5f1
https://oropdefense1.workflowcloud.com/forms/c4c66bad-c17b-4a69-ada3-c93c3662c5f1
mailto:%20Resource.Counsel@opdc.state.or.us

