Petition Creation & Client Communication Work Instruction
Guiding Principles
· Use only the approved petition template - This is Rizwans petition template. 
· Every claim must be supported by evidence.
· Maintain regular communication with the client.
· Upload all work products to the client portal daily 
· Seek peer feedback throughout the process every time you complete something
· Focus on proving why evidence is extraordinary, not simply describing it.
Step 1: Send the Client the Initial Evaluation Sheet
· Send the initial evaluation worksheet to the client.
· Confirm receipt and expected turnaround time.
· Upload the sheet on the client’s petitioning service dashboard from Pending Drafts, once received.
Step 2: Review the Worksheet & Assess Eligibility
· Review all information provided by the client.
· Identify which criteria the client appears to meet
· Verify claims through independent analysis and research (Feel free using AI tools or consulting with Yash or me (fem)
· Determine which evidence is usable, insufficient, or missing.
Step 3: Create & Upload the Criteria Overview
· Fill in the “Initial Criteria Review & Evidence Request Sheet”
· Identify criteria requiring strengthening. 
· List missing evidence and opportunities to strengthen the petition.
 I’ve created “Initial Criteria Review & Evidence Request Sheet” which you can use to list the missing evidences
· Review with peers.
· Upload to the portal and discuss with the client and set up a meeting with client
Important note to consider: This is the time where you can upsell the client and gain commission.
You can upsell them with membership opportunities, more research papers, materials about you. Please review all materials about these services before you make a sale. 

Step 4: Start Petition Drafting
· Use only Rizwan's approved template.
· Maintain the exact structure and formatting. Please do not refer to other previous sent out petitions 
· Draft sections supported by existing evidence.
· Focus on demonstrating why achievements meet the legal standard.
· Don’t backup claims with just LORs. Always have additional evidence.
· Send the client the newest version after every time you’ve worked on the petition
Step 5: Request Additional Evidence
· Use the “Initial Criteria Review & Evidence Request Sheet” to request further evidence, 
· Specify what evidence is needed and why.
· Send the request list to the client and set it up 
This is more or less a loop until you finalize most criteria and rest of the body of the petition - see rizwan’s petition to understand more. 
Step 6: Draft Recommendation Letters (IT IS IMPORTANT YOU DO THIS MID-WAY, NOT IN THE INITIAL STAGES TO ENSURE YOU CREATE A COHESIVE LOR
· Identify appropriate recommenders.
· Determine which criteria each recommender supports.
· Draft recommendation letters aligned with current  petition arguments.
Step 10: Finalize Petition & Create Exhibit List
· Perform a final review of the petition.
· Verify formatting, citations, and exhibit references.
· Create the exhibit list including client evidence, recommendation letters, supporting documentation, research sources, and cited websites.


