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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring and management
of all Criminal Justice Act (CJA) functions. The eVVoucher program will allow for:

e Online authorization requests by attorneys for service providers.
e Online voucher completion by the service provider or by the attorney acting for the service provider.
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e Online voucher review and submission by the attorney.
e Online submission to the court.

Panel Management

Allows attorneys to manage their own account information including address, phone,
firm associations, and applicable CLE credits.

Voucher & Authorization Request Submission

Authorization requests by attorneys for expert services.

Submission by attorneys for interim payment vouchers. (Upon authorization by the Court.)
Supporting document uploads to vouchers or authorization requests.

Reports for attorneys to take an active part in monitoring costs.

Automatic e-mail notification to attorney of approval or rejection of vouchers and
authorization requests.

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57, Internet Explorer 10.1 with Compatibility
Mode, Internet Explorer 11
o Apple Macintosh: Safari 10.1

Compatibility View Setting — If you are using an approved browser and cannot access
eVoucher, go to Tools and Compatibility View Setting. A new window will open allowing
you to add a website address. Add uscourts.gov in the website box, click add and close.
This should allow you access to log into eVoucher.
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Court Appointment

When an appointment is made in eVoucher, an email will automatically be generated by the
program and sent to the appointed attorney. The email confirms the appointment and provides a
link to the CJA eVoucher program.

Accessing the CJA eVoucher Program

You may access the CJA eVoucher program several ways:

e Click on the link provided in the appointment email,

e Bookmark the web address (http:/tned.uscourts.gov/cja.php) and use your internet browser to
access the system, or

e Click on the CJA eVoucher link on the Court’s web site at tned.uscourts.gov.

Logging In

STEP RESULT

The user name has been set by the Court as
last name, first initial of your first name.

Electronic Voucher Management System

| CJA eVoucher

The password will be set initially by the
Court. After the first login to the system, the
attorney should change the password to a

unique and secure password. S
e I—
See “My Profile” on page 8.

Notice: This is a Restricted Web Site for Official Court
Business only, Unauthorized entry is prohibited and
subject to discipline by the Court andjor prosecution
under Title 18 of the U.5. Code. All activites and access
attempts are logged.

You are required to change your password within 30 days of the first time you log on to
eVoucher. Passwords must be at least eight characters in length and contain:
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e One lowercase character.

e One uppercase character.

e One number.

e One special character.

e Cannot be a password used in the past 365 days.

You are required to change your password every 180 days. If you access eVoucher on a
daily/regular basis, you should receive a notification message when your password is about to
expire. A good practice is to set a personal reminder every 180 days to change your password.

If you have three failed attempts at logging into the database or your password has expired, your
access to the database will be locked. You must contact the CJA eVoucher administrator to have
the lock released. A password reset e-mail message will be sent to you for creating a new
password.

If you forget your user name or password, click the Forgot your Login hyperlink.

Enter your user name or email address, and click Recover Logon to retrieve your information.
You will receive an email offering help. The link provided in the password reset email is valid
for 15 minutes and can only be accessed one time.

Forgot your Login? Flease tell us your username and/or email address. We will
send you an email to reset your password.

An email with instructions on how to reset your password was sent to the email
address stored on our system,

IMPORTANT: The link provided in the password reset email is only valid for 15
minutes and can only be accessed one time,

Username: || | andjfor

Email: | |

| Recover Logon |
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Home Page

Your home page provides access to all of your appointments and vouchers. Security provisions
prohibit you from viewing information for any other attorney.

Welcome Ancrew Anders: My Frofie
My Appontments:  View
Search Exaling Apporitments:  Search

2.ty actve O T T
o group by a particular Header, drag the cotum Search;
Case Drbendant Tywe Status

Representaton Type: Crimngl Case

ETS T “Jebediah Bramon “oAm Voucher Entry Oréer Trpe:
GO Claimed Amount; 0,00 Archew Anders L Order Dote:
Erd OWO22064 Pres. Judge: Abert Albertson
Li13-CR-08805-44 Jebediah Branson (= AUTH-24 Voucher Entr Adm. Mag Judge:
S Climed Amount; 0,00 il

Page 10f 1 (L items)

1 Page 10f 1 (2items) [——

R || Tocrow by partade teader, dreg the
e Case
LISSROAM05AA Jebedeh Bransan [+ 1 ™ ‘Submitted o Court
ase: 1 14LR G A M%M:I::?o 02014 Clamed Amount: 1,000.00 Ohenist, Toscologist F 01010000002
Defendant #: 1 ormempinspodd i spontrnd o100
Case Tite: LSA v, Branson g‘;: ;a'ﬁjmf.‘;‘j‘“(w
Attomey: Andrew Anders Wi, Mg bt A
Adm, Mag Judge:
et 1:14.CROMOG 0 udmhnummswm‘m
e Representaton Type: Criminal Case
L i Ordes Type: Appoining Counsel
sharhibal Order Date: 030314 o groun by a partiuer Header, drag B cokuer o s ares. Soweh
Attomey: Andrew Anders Pres, Jucge: Barmey Bal
Adn, Mag Jucge: Case Defendant Type Status
Defendant: Thomas Howell Mz ey Rt been recorded on the datsbane
e = Representaton Type: Crininal Case
rder Type: Appointing Counsel
ey e r e Dale 314
Pres, Judger Abert Abertson
Adm. Mg Judge:
aet: 12 14CR-08800 Defendant: Al Perez = e - EE—
e Representation Type: Criminal Case T
?:Zi”%i:’ﬂé.’y . Order Typat nting C 5 group by & parbeular Header, drag the column to #vs ares, Search
Attomey: Ancrew Anders g:;.r Mk:.'f&:l:.,,,w Case Defendant Type Status
Adm,Mag Judge! Ho rows have been recordsd on the database
e 1R R Defendant: Eddie Lrzard G
ey o, Representation Type: Crininal Case s
Deiesii % ¢ Grdes Tye: Appeinting Counsel
Case Tite: LSA v lzzard Foire it yovg
Attomey: Andrew Anders Pres. udget Abert Abertson
Adm, Mag Judget

1 Page 1of 1 (Sitems)

H10% -

Folder Descriptions | |

My Active Documents Contains pending documents that you are currently working on or have been submitted
to you by an expert services provider. These documents are awaiting action by you.

Appointments Quick reference to all of your appointments.

My Proposed Cases will appear in this folder if an appointment has been proposed and you have not

Assignments accepted/rejected the appointment. (Not used by the Eastern District of Tennessee.)

My Submitted Contains vouchers for you or for your service provider, which have been submitted to

Documents the court for payment. Expert authorization requests or interim payment requests will
also appear in this folder.

My Service Contains all the vouchers for your service providers which include:

Provider’s Documents e Vouchers in progress for the experts

e Vouchers received by attorney for certification/submission to court
e Vouchers certified/signed off by attorney and submitted to court for payment

Closed Documents Contains documents that have been paid or approved by the court.
Closed vouchers will only be displayed for open cases. Closed documents are displayed
until they are archived and/or 60-90 days after the appointment is terminated. They will
still be accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation Menu Bar

Attorney login
confirmation

\Ngme Attorney Jackson (Attomey)

/

/

Welcome Attorney Jackson; W/

My Appoinments:  View

T

Home The eVoucher home page.

Operations Allows you to search for specific appointments.

Reports Selected reports you may run on your appointments.

Links Hyperlinks to CJA resources: forms, guides, publications, etc.
Help Provides:

e Another link to your Profile
e “Contact Us” e-mail
e Privacy Notice

e eVoucher help documentation for attorneys and experts

Logout Logs user off the eVoucher program.

Customizing the Home Page

Customizing your home page allows you to alter the manner in which your information is

displayed in the folders.

Expanding/Collapsing Folders: Click the plus sign m to open a folder. Click the minus

sign g to close a folder.

Moving Folders

You may rearrange the set up/position of the folders on your screen.

B Place your mouse pointer on the top edge of the folder you wish to relocate.

A crosshair icon “‘?F will appear.
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B Drag the folder to the new location and release the mouse.

Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or
descending chronological order.

Resizing of Column

B Along the folder headings, move your cursor to the line between the columns until a
double arrow < appears.

Drag the line in the desired direction to enlarge or reduce the column size.

Note:

The folder size does not increase; therefore, some columns may move off the screen.
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Customizing the Home Page (continued)

Group by Column Heading: You may sort all the information within a folder by grouping
documents by the column heading. All folders displaying the group header bar may be sorted in
this manner.

To group by a particular Header, drag the column to this areal

Case Defendant Type T Status

Click and drag the header to the Group by: bar.

B Click the header for the column you wish to group.

Ta gru:wmdrag the column to this area.
C
Ca endant Type T Status

B Release the cursor and all the information in that folder will be grouped and sorted by
that selection.

Group by: Case N
Case Defendant Type T Status
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My Profile

Welcome Attorney Jackson: My Profile

A.ITORNEY My Appointments:  View

In the My Profile section, the attorney can:

e Change password (Login Info section)

e Edit contact information, phone, physical address, e-mail address, or add additional email
addresses for staff members (Attorney Info section)

e Update Social Security number (SSN) or employee identification number (EIN) number
and any firm affiliation (Billing Info section). Any changes to the SSN after the first login
must be made through the Court. If you change from SSN to an EIN, you must add a new
payee record under the Billing Info section and must submit an updated W9 to the Court
for our records. After the new record has been added, notify the Court that the original
payee record should be deactivated.

e Document any CLE attendance (Continuing Legal Education section). Not monitored or
tracked by the Court.

Click the My Profile link from either the Home screen or the Help menu bar to open the My
Profile page.

Home Operations Reports CMECF Links Help  [agaut

ety s

My Apporiments:  Vew
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Home Operations Reports CMECF Links Help logout

> Help > Veicome fndre Anper Aty

Logheisie Usertiame Anders Click Editto change | —7

matior CM/ECF Access is NOT validated

your password

Attoi Info Bar Number: 12345
) = four Mame: Andrew Anders

FYour Contact Info:
Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fan:
deadmail @support. sotx . uscourts.gov
deadmail Bsupport. aobx.uscourts.gov
deadmail @support, aotx uscour ts, gov

Your Address:
110 Main Strest
San Antonio, TX 78210

Usa

Andrew Anders

D TeCoros SSN/EIN; ===-*=.5739
123 Legal Bivd. South
AmyTown, DC
12345 - USA
Phone: B38-555-4000
Fax: B88-555-9001

Biling Info Your default biling info is:

L]

Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored. =
Education Please didk VIEW to type your info.
Changing My Profile Username and Password
Under the Login Info section, click Edit to change your Password.
= Help = My Profile Welcome Andrew Anders {(Attorney)
Login Info UserMame Anders
Your Login information CMJECF Access is MOT validated
To change your Username, type the new Username and click change.
The EDTN requests that you DO NOT change your user hame.
> Help = My Profils
Login Info Username |Anders | change
Your Login information Pt ek

CM/JECF Username |

CM/ECF Password |

CM/ECF Access is NOT validated
To reset your password, click reset.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Type the new password and retype it in the confirm field.

NOTE: passwords must have upper and lower case alpha, numbers, and a special character.

= Help = My Profile

Login Info Username |Anders

| change

Your Login information

Password | sessngl

| = Strength:Strong

Confirm |

| =

CM/ECF Username |

CM/ECF Password |

CM/ECF Access is NOT validated

Press the Reset button to save.

Click the Close button to exit the login Info section.

> Help > My Profile

Welcome Andrew Anders (Attorney)

Login Info Username change
HAE OO Password ==== reset

CM/ECF Access is NOT validated

Attorney Info

Under the Attorney Info section, click the Edit button to access your
personal information.

Attorney Info Bar Number: 12345
Your Mame: Andrew Anders

four personal info

Yowr Cantact Info:

Phone: 210-533-5623 | Cell Phone: 702-555-1212

Fax:

deadmail @support. aotx, uscourts. gov
deadmail @support. aotx, uscourts. gov
deadmail @support. aoty, uscourts, gov

Your Address:
110 Main Street
San Antonio, TX 73210

LISA

CJA eVoucher for Attorneys — Eastern District of Tennessee




Make any necessary changes.

Attorney Info

Your personal info

Click Save.

Note:

Bar Number
[12345 *®
First Mame Middle Last Name
|Andrew | | | |Anders |
Main Email
|deadmail @support.aotx.uscourts.gov |
2nd Email
|deadmail Esupport.aotx.uscourts.gov |
3rd Email
|deadmail @support.aotx.uscourts.gov |
Phone Cell Phone Fax
[210-833-5623 | [702-555-1212 | |
Address 1 City
[110 Main Street | [san Antonio |
Address 2 State Zip

| b =
Address 3 Country

|| [usa |‘

e Each attorney (except associates) must enter his or her SSN into the user
profile or they will not be paid.
e The Country field will automatically populate UNITED STATES, unless
otherwise indicated.

e You may list as many as three email addresses. Notifications from

eVVoucher will be sent to all email addresses.

Billing Info

Under the Billing Info section, click Add if no billing information

is available.

Biling Info

ist all &

o
i

silable billing in

i

Your default billing info is:
Andrew Anders

y records SSN/EIN: ***-**_5739

123 Legal Blvd. South
AnyTown, DC

12345 - LUSA

Fhone: 888-555-4000
Fax: 888-555-4001

Click Edit if you wish to change the information already entered.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Note:
e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.

13

e You may use the Copy Address from Profile checkbox if your billing address is the same as

your Attorney Info address.

e Attorneys are responsible for ensuring that their billing information (address, SSN/EIN) is

up-to-date.

Make any necessary changes and click Save.

Biling Info Mame SSM/EIM
A |andrew Anders X | |123-45-6789 |

List all available bil

m
a
g
a

L

[] Copy Address fram Profile

Phone Fax
|383-555-4000 | |338-555-4001

Address 1
| 123 Legal Blvd, South |
Address 2

Address 3
| |

City State ZipCode
|anyTown |lpc ||123e5 |
Country

usa |

If applicable, add billing information for a firm or an associate by clicking the
corresponding radio button.

iling Info Biling Type:
List all available biling info records ':_:'Sel-Errphyed
® Firm

() Associate

Tax Identification Nurrber:

EIN/TIN:

Confim:
vl Copy Address from Profile

Note:

e Attorneys with preexisting agreements must enter the firm’s EIN and name.

|

e Associates do not need to enter an SSN. When you click the Associate radio button for the billing

type, no information is required in the Billing Code field.
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Continuing Legal Education

Under the Continuing Legal Education section, click the View button to access your CLE

Cont'lnuing Legal Mo info has been stored.
Education Please click WIEW to type your info.

To add CLE information, click Add.

‘Continuing Legal [ ] ‘ | [ 2| [
Education

Search: |

Files Credit Date Hours Subject

No Continuing Legal Education

No data

Click the Credit dropdown menti to select CLE categories.

Continuing Legal B ] [sae |
Education
Credit [Sentencing-rel V|
Date ps01s |2
HoursEl
Description

Document After you save the information about this Continuing Education, you will be able to upload related documents.

Enter the Date, the number of Hours, and a Description.

Click Save.

Note: After information is saved, you’ll be able to upload related PDF documents.

e Click Browse, to upload and attach a PDF document.

Click Save.

CJA eVoucher for Attorneys — Eastern District of Tennessee ‘ ‘

14



15

All entries will be appear in the grid and can be accessed, edited, or deleted by selecting the entry and choosing

an action button.

Continuing Legal
Education

Appointments’ List

| Back |

Edit | [ add ] | [ pelete |

Search: “

Files_

Credit

Date

Hours

Subject

Sentendn. ..

05/15/2014

0

Page 1of 1 (1items)

Your appointment list should include an appointment for every defendant/representation type
assigned to you. If a case/appointment record is missing from your appointment list, please email
or phone the CJA eVoucher clerk to have the appointment added. Notice of new appointments
Is received by the eVoucher clerk through the docketing the CJA20 appointment event. Please

do not hestitate to contact us to have an appointment added.

Locate the Appointments section under the Appointments’ List on your home page.

Appointments

Defendant ‘

Case: 1:14-CR-08305-AA

Defendant #: 1

Case Title: USA v. Branson
Attorney: Andrew Anders

Case: 1:14-CR-08305-AA

Defendant #: 1

Case Title: USA v. Branson
Attorney: Andrew Anders

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appainting Counsel
Order Date: 03/03/14

Pres. Judge: Albert Albertson

Adm. Mag Judge:

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 12/21/10

Pres. Judae: Albert Albertson

Adm. Mag Judge:

CJA eVoucher for Attorneys — Eastern District of Tennessee

B Click the case number hyperlink to open the Appointment page.



Home Operatiol Reports Cl

Help

logout

Appointment Info

View 1 CIRDIST/DIV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER
101 [ebediah Branson
Representation 3.MAG. DKT/DEF NUMEER 4. DIST. DKT/DEF NUMBER 5. AFPEALS. DKT/DEF NUMBER, 6. OTHER. DKT.DEF NUMEER
P 1:14-CR-08803-1-A4
7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
_ [Felony (including pre-trial diversion g
[USA v. Branson 3 |4 dult Defendant |Criminal Caze
lof alleged felony)
11. OFFENSE(S) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES
Expert Se rvices 12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER.
p eate Ne D = |Andrew Anders - Bar Number: 12343 []A Associate []€ Co-Counsel
110 Main Street ki
Request Template create [l ls.n v Ts 76210 [JF Subs for Federal Defender [7] 0 Appointing Counsel
Authorization for Expert and other Phone: 210-833-5623 []® Subs for Fanel Attorney || R Subs for Retained Attorney
Services : [[]¥ Standby Counsel
Attorney CJA 20 AUTH-24 Create . -
7 2 - : [Frior Attorney’'s Name
Authorization for payment of transcript A ppintument Thiex
Voucher R e Albm :\I:;-‘mm Judge ar By Order of the Court
Tem plate Appaintment of and Autharity to Pay 14. LA FIRM NAME ANDMAILING ADDRESS IDate of Order = Nunc Pro Tuac Date
Court-Appeinted Counsel FIpa
3/3/2014
CIA-21 Create []VES [N
uthorization and Voucher for Expert
E t CJA 21 ﬁ;ndomerSer'wices GrOUp Header Bar
Xper
p CIA-26 create | VOU chers on File
Voucher Statement for a Compensation Claim in To group by a particular Header, drag the column to this area. Search:
woess of the Statutory Case
Tem plate ompensation Maximum: District Court Case Defendant Type Status
TRAVEL Create 1:14-CR-03805-AA- Jebediah Branson (# 1) CIA-20 _» Submitted to Court
Authorization for payment of Travel 03/03/2014 Claimed Amount: 773.40 Andrew Anders ,/ 0101.0000001
+ D/05/2014 INTERIM PAYMENT 1
CJA 26 Voucher CR-03805-44

MUST BE saved as
a pdf to CJA20

Reports
ppoimment REQDI’t

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budge Report

Detailed Payment
Reports

Totals only of budget info for
defendant

Attorney Time Report

All vouchers
associated with
this case are
displayed.

Jebediah Branson (= 1)
Claimed Amount: 1,000.00

: 01/01/1500
4-CR-08805-AA-

05/04/2014

4 06/04/2014

Jebediah Branson (# 1)
Claimed Amount: 0,00
Approved Amount: 0.00

Jebediah Branson (# 1)
Claimed Amount: 0.00
+ 05/15/2014

4-CR-08805-AA-

Jebediah Branson (# 1)
Claimed Amount: 0,00

Jebediah Branson (# 1)
Claimed Amount: 0,00
: D1/01/1901

A-CR-03805-AA-
DE/04/2014
d: D&/04/2014

Jebediah Branson (= 1)
Claimed Amount: 14.50

AUTH

. Submitted to Court
Chemist, Toxicologist

/7 0101.0000002

ALUTH-24 .z Voucher Closed

Ty 0101.0000026
Cla-21 -, Voucher Entry
Luz Garcia ™ Edit
Haiir, Fiber Expert T
CIA-24 - Voucher Entry
Teresa Transipts el Edit
AUTH-24 -, Voucher Entry
ClA-24 . Submitted to Attorney
Teresa Transcripts / 0101.0000145

Page 1of 1 (7items)

CJAZ26 - A CJA26 is required for any voucher above the case cap (unless the amount
above the cap is being waived.) DO NOT submit a CJA26 voucher as a separate
document. The CJA26 must be attached as a pdf to the voucher in excess of the cap.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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View Representation

The View Representation information will display:

e Default excess fee limit
Presiding judge
Magistrate judge
Co-counsel

Previous counsel

From the Appointment page open,
click View Representation.

Click Home on the Menu bar at the top of the page.

17

Home Operations Reports CMECF Links Help logout

Representatiol

Representation Info

In this pa 1. CIR DIST/DIV.CODE
101

2.FERS0N EEFRESENTED
[Jebediah Branson

[VOUCHER NUMEER

3 MAG. DET/DEF NUMBER

4. DIST. DET/DEF NUMBER
1:14-CR-08803-1-AA

£ APFEALS DET/DEF NUMBER

6. OTHEE. DKT/DEF NUMBER

7.IN CASE'MATIER OF{Case Name)

8. PAYMENT CATEGORY

9. TYFE FERSON REFRESENTED

10.REFRESENTATION TYFE

[USA v Branson Felony (inctuding pre-trial diversion |, 41 e fon dant Criminal Case
jof alleged felony)
Representation Report 11 OFFENSE(S) CHARCGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
50 800.00 Albert Albertson
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotw. uscourts. gov
29 Andrew Anders Appointing Counsel 12/21/10 deadmail @support.aotx, uscourts. gov

CJA eVoucher for Attorneys — Eastern District of Tennessee
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CJA 20 VVoucher Process Overview

Voucher reviewed (or
Attorney enters Voucher audited rejected) by Mag. Approved voucher

time/expenses by Clerk’s Office. Judge. Voucher processed for

and submits (Rejected if approved (or rejected) payment by
voucher incomplete.) by District Judge. Clerk’s Office.

Creating the CJA 20 Voucher

The Court creates the appointment. The attorney initiates the CJA 20 voucher.

Note:
All voucher types and documents function primarily the same in eVoucher.

From the Appointment page click Create from the CJA 20 CJA-20

Voucher template. Appointment of and Authority
Court-Appointed Counsel

The voucher opens to the Basic Info page which displays the
information in the paper voucher format.
Tab headings
appear at the
|» Basic Info Services Expenses Claim Status Documents Confirmation tOp of the
. screen.
ref.: Jebediah Branson BaSIC Info
1 CIR.DIST/TIV.CODE 7 PERSON REFRESENTED ['OUCHER NUMBER
; 101 Jebedizh Branzon
L CM/ECF 3 MAC. DKT/DEF NUMBER 1. DIST. DKT/DEF NUMBER 5. APFEALS. DKT/DEF NUMBER 5. OTHER DKT/DEF NUMBER
. 1:14-CR-08805-1-A4
Voucher #- = IN CASEMATTER OF(Case Name) |8 PAVMENT CATEGORY S TVPE FERSON REFRESENTED 10 REFRESENTATION TVPE
US4 v. Branson Felony (including pre-trial diversion |, e pofonant Criminal Case
; 4 jof alleged felony)
s : 11. OFFENSE(S) CHARGED
o . - 15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13, COURT ORTER
|Andrew Anders - Bar Number: 12345 []A Associate [[]€ Co-Couusel
110 Miain Street e
. ot s
Phone: 210-833-5623 P50 Aftoerer [ 230 Aliumey
[(]¥ Standby Counsel
Reports [Prior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |signature of Presiding Judge or By Order of the Court
Detail budget info for defendant I R e e S ’d;'&:f Albertson I
3/3/2014
Form CIAZ0 Repayment [ | VES [/]NO
Defendant Summary Budget Repart
Totals only of budget info for
defendant Payment Info A progress bar
Preferred Payee | Andrew Anders appears at the
Andrew Anders
S5N/EIN: ==-=5739 bottom of the
123 Legal Blvd. South
AnyTown, DC screen.
12345 - LISA
Phone: 888-555-4000
Fax: 888-555-4001
«First | [ <Previous |[ MNext> || Last» | [ save | | DeleteDraft | Audit Assist

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Creating the CJA 20 Voucher (cont’d)

Notes:

e To avoid data loss, frequently SAVE any entries made to a voucher.

e Atany time prior to submitting the voucher, the user may delete the voucher by clicking the
Delete Draft button.

e The user should use the Audit Assist button to check for warnings or errors in the document.

e The user may navigate using the Tab Headings or Progress Bar.

Entering Services

Line item time entries should be entered on the Services tab.
Both in-court and out-of-court time should be recorded on this screen.

Click the Services tab or click the Next Note:
option located on the Progress bar. There is NOT AN AUTOSAVE function on this program.

You must click SAVE periodically in order to save your

work.
| Basic Info | Services Expenses | Claim Status Documents Confirmation
Services
Date = % Description
Service Type | |Z| =
e e " — *
Hours l:l #  at $126.00 per hour, Add

* Required Fislds

rocularHeader, drag the coltmn o this area.

Service Type Date Description Hrs Rate Amt]
Reports
Defendant Detail Budaet Report
Detail budget info for defendant
Form CJA20
Defendant Summary Budget Report
Totals only of budget info for Mo data
defendant
| « First | | < Previous | | MNext = | | Last » | | Save | | Delete Draft | Audit Assist

NOTE:

Please refer to the CJA Billing Guidelines (http://tned.uscourts.gov/docs/cja_billing_guidelines.pdf)
and the CJA Helpful Hints and Tips (http://tned.uscourts.gov/docs/cja_help.pdf) for information
concerning entry of services and expenses.

CJA eVoucher for Attorneys — Eastern District of Tennessee



Enter the date of the service. The default date is always the current date. You may
type in the date or click the calendar icon to select a date from the pop-up calendar.

Services
Date ‘ |6/11/2014 | = %
Service Type L |
Doc.#(ECF) || = Su Mo
* 1 2
Hours
- [ » 8 49
* Required Felds
» 15 16
» 22 23
» 29 30

Service Type

June 2014

Tu We Th
3 4 s
10 12
17 18 19
24 35 %

Description
Fr Sa
& 7
13 14
20 21

27 28

Select Service Type from the drop-down menu.

Note:

You may add dates in any order.
You can sort in chronological

order at any time.

Services
Date 6112014 * % Description
Service Type || |TI +
Doc. £ [ECF) In Court Services A
a. Arraignment and for Plea
Hours
b. Bail and Detention Hearing
* Required Fields

<. Motion

d. Trial

Service Type| e. Sentencing Hearings

Enter hours of service in tenths of an hour. Enter a description and then click Add.

Services

Date 6/11/2014 | * =

Service Type  a. Arraignment and/or Plea

e

First appearance and

arraignment

of Defendant.

Doc. # (ECF) Pages
' 0.5/*  at$126.00 per hour,

Hours

T Required Feids

e The entry is added to the voucher, and appears at the bottom of the Service

lﬂl Remave

Tvpe column. You may add time in any order. Click an entry to edit.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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The Date header sorts by date. Be sure to click Save.

Services
Date x ﬁ Description

Service Type | > |s

TN R — *

#*

at §126.00 per hour. Add

* Required Ficlds
eader, drag the column to this area.
Service Type Date Description Hrs Rate Amt
&, Arraignment and/or Plea 06/11/2014  First appearance and arraignment of Defendant 0.5  126.0000 63.00
1 Page 1of 1 (1items)

«First || < Previous || Next = || Last » | | Save | | Delete Draft | Audit Assist

Entering Expenses

Click the Expenses tab or click Next located on the Progress bar.

|+ Basic Info Services |r Expenses Claim Status » Documents » Confirmation
Expenses
Date 6/12/2014 | =2 Description
Expense Type [ w [*
e 1
Miles [ ] atso.5600 per mile. ;

Amount Add Remove
[ 1] | |

* Required Fields
To group by a particular Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data

«First |[ < Previous |[ Mext> |[ Last» | [ save | [ Delete Draft |

CJA eVoucher for Attorneys — Eastern District of Tennessee



Click the Expense Type drop-down arrow and select the applicable expense.

Note:

22

Expenses

Date
Expense Type
Miles

Amount

* Required Fields

To group by a

6/12/2014 | = ]

Trawvel Miles

Trawvel Misc.

Fax

Long Distance Charges
o Photocopies

Postage

Other Expenses

« First | | = Previous | | Next > | |

Last =

Travel time claimed under services should have a corresponding travel miles entry in

expenses. If you do not intend to claim mileage on your voucher, please indicate this in the
travel time description or in the attorney note field.

If Travel Miles is selected, enter the round trip mileage, and then in the Description field,

enter a description.

Expenses

Expense Type | Travel Miles - | =

Miles = 3t $0.5600 per mile.

Date §/12/2014 | = i) Description

Travel to and from Court]

Amaount

* Required Fields

To group by a particular Header, drag the column to this area.

Expense Type Date Description

| Add || Remaove

Mile  Rate

Amit

Mo data

« First || < Previous || Next = || Last = | | Save |

| Delete Draft |

CJA eVoucher for Attorneys — Eastern District of Tennessee
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B Click Add. The entry is added to the voucher and appears at the bottom of the Expense Type

Column.
Expenses
Date -3 Descrpton |
Expense Type b |
Miles [ ]= ets0.5600 per mile. I8
Amount | Add || Remove |

* Required Fields

Expense Type Date Description Mile Rate Amt

Travel Miles 0&/12/20.. Travel to and from Court 20  0.5800 11.20

Page 1 of 1 (1 items)

| =First || <Previous || Next> || Lasts | [ save | | Delete Draft |

Notes:

e If Photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per
page. (Sixth Circuit cost containment sets the copy rate maximum at ten cents per page.)

e Remember to click Add after each entry.

e Double click an entry to edit.

B Click the Date column header. This will sort expenses according to date. Click Save.

Expenses
Date =28 Description
Expense Type :“ a hd *
Miles i at 0.5600 per mile. l

Amount I:IH | Add || Remove

* Required Fields

To group by a particular Header, drag the column to this area.

Expense Type Date Description

Photocopies 08/12/20... Copies - 100 pages i@ .15 per page i} [i] 15.00
Travel Miles 05/12/20... Travel to and from Court 20 0.5500 11.20|
it Page 1 of 1 {2 items)

«First | [ < Previous |[ Mext> |[ Lasts | [ save | [ Delete Draft |

NOTE: Please refer to the CJA Billing Guidelines
(http://tned.uscourts.gov/docs/cja_billing_guidelines.pdf) and the CJA Helpful Hints
and Tips (http://tned.uscourts.gov/docs/cja_help.pdf) for information concerning entry
of services and expenses.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Claim Status

Once you begin entering data on the Services and/or Expenses tab, you may receive a warning
message:

4\ Service and/or Expenses are out of the Voucher Start and End Dates,

The message will be removed when you complete the Claim Status section with a start and end
date. The start date must be equal to your appointment date. The end date should be the date of
the judgment or last date of service/expense entered.

NOTE: The Claim Status start and end dates are the most common error and reason for rejection of
vouchers. It is imperative that you verify that the start and end dates are correct prior to submission of
your voucher.

B Click the Claim Status tab or click the Next located on the progress bar.

Enter the start date (date of appointment). If need be, go back to the Expense and Service
sections, and click the Date header to sort showing the earliest date of services.

Claim Status

lm“ 1 =i Erml Db 5 _|‘- I

PRt 4 Lims
Pl Firr®

¥ [w P 2 | [pryrment #] -
Sl | Pyl
WEaing F s Pyt

L. Eaww poa prevoanly appied b Ehe cowrt lor mrperaslios andicr mimbumment for e s ®

B Vs, wvlre pow pad? LI el

2. O b than fremi ihe Courd, bees you, o Doy hross sdge b orpone sles, received payme ol R
[EowTphi S O Y & ol | o aey Sk’ Sne O B CEeA Tl ik DPes S prese Alent

I skt ||| <Fomicen || Mmts || Ems | | ey Dra A

B In the Payment Claims section, select the payment claims type.
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e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments throughout the appointment. You must have prior
authorization for interim payments. If using this type of payment, indicate the number of the interim
payment. (20% will generally be withheld from each interim voucher until the conclusion of the
representation.)

e After the final payment has been submitted, a Supplemental Payment may be requested due to a
missed or forgotten receipt/claim.

e In an interim voucher approved filing, the attorney must submit a blank (no services or expenses)
CJA20/30/21/31 voucher at the end of the case. Click on the Withholding Return Payment radio
button to request return payment of withheld funds.

Answer all the questions regarding previous payments in this case.

B Click SAVE.

At any point while creating services or expenses, click Audit Assist to view any errors or warnings.

T A ST -
clinfs  F Servicas
)

-\I'ifﬁ Frros

e Typm
Frer=— Wiarringn

If you try to submit with errors, you may receive the following pink error message:

¥\ Service and/or Expenses are out of the Voucher Start and End Dates.

The message will be removed when you complete the Claim Status section with correct start and end dates that
include all service and expense dates for the voucher.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Documents

Attorneys (as well as the Court) may attach documents. You may attach any documentation that
supports the voucher, i.e. travel or other expense receipts, orders from the Court, etc.

NOTE: DO NOT attach copies of handwritten time sheets or the order of appointment. When attaching
expense receipts, either upload each receipt individually or group them by category and create a separate pdf
document for each category.

To add an attachment, click the Browse button to Note:
locate your file. All documents must be submitted in PDF
format, and must be 10 MB or less.

Add a description of the attachment.

Click Upload.

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)

File G:\AD\eVoucherCJA &

Description |Cn|:|ie5 of receiptsi * |

The attachment and description is added to the voucher and appears in the bottom of the
Description section.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)

Fila Browse.
Description | I
Description Delete  View
Copies of receipts Dalate Vigw
| «Frst || <Previous || Mext> || Last= | [ save | | DeleteDraft |

CJA eVoucher for Attorneys — Eastern District of Tennessee



Signing and Submitting to Court
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When you have added all voucher entries, you are ready to sign, and submit your voucher to the

Court.

Click Confirmation tab or click Last on the progress bar.

The Confirmation screen appears, which reflects all entries from the previous screens.

3 MAG. DET/DEF NUMBER 4 DIST DKT/DEF NUMBER

1:14-CR-08805-1-A4

5 APPEALS DKT/DEF NUMBER

Confirmation
1. CTR./DIST DIV CODE 2 FERSON REFRESENTED VOUCHER NUMBER
0101 ebedizh Branzon

6 OTHER DT DEF NUMBER

T IN CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY
5 [Felony (including pre-trial diversion
[USA v. Bransen : 25

& TVFE PERSON REFRESENTED
Adult Defendant

10 REFRESENTATION TYPE
Criminal Case

11. OFFENSE(S) CHARGED
13:1825.F INSPECTION VIOLATION PENALTIES

- Bar Number: 12343 []A Associate

78210
[Phone: 210-833-3623

14. LAW FIRM NAME ANDMAILING ADDRESS

123 Legal Blvd. South

12 ATTORNEY'S NAME ANDMATLING ADDRESS 13 COURT ORDER

[]€ Co-Counsel

[Pricr Attorney's Name

|ndrew Anders TIN: *%=-%=.6780 |Appointment Dates.
Signature of Presiding Tudge or By Order of the Court

F Subs for Federal Defender [/ O Appointing Counsel
PR =

[]P Subs for Panel Attorney

[]¥ Staudby Counsel

[C]R Subs for Retained Attorney

Previously applied to the court for compensation and/or reimbursement for this’

ereyoupaid? [] YES [] NO

o 15505 Usa e e
[Phone: 888-335-4000 33014
[Fax: 888-355-4001 paymamst [ VES [Z]0
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS TOTAL ADIUSTED ADJUSTED -
CATECOMIES CLAIMED ;\[‘C’k?;‘l; HOURS AMOUNT NI
15.]a. 2 and/or Plea 05 563.00
. Bail and Detention Hearing 0 S0.00
<. Motion 0 50.00
4 Trial 0 $0.00
e Sentencing Hearings 0 S0.00
T Revocation Hearings 0 50.00
2. Appeals Court 0 50.00
b Other 0 $0.00
Totals 05 56300
16_|2. Interviews and Confersnces 0 0.00
b. Obtaining and Reviewing Records 0 0.00
. Legal Research and Brief Writing 0 0.00
d_Travel Tim: 0 50.00
=. Investigative or Other Work 0 50.00
Totals 0 $0.00
_ [Travel Expenses (lodging, parking, meals, =
Y7 nteage, o) s1120
15 [Oher Expenses other than axpers, 5500
ranscripis, eic.)
GRAND TOTALS
(CLAIMED AND ADJUSTED)
19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE 1. CASE DISPOSITION
FROM: 6122014 _TO: §/12/2014 r
|z cianistaTus ] Final Bayment [[] Tnterim Peymen [ Supplem=ntal Payment

? [JYES [JNO

Other than from the Court, have you, or to your knowledge has anyens else, received payment (compensation of amything of value) from

any other source in with this [ YES [] NO  Ifyes, please attach supporting documentation

ISTWear or affirm the truth or COrTectness of the above statements.

Signature of Attorney: Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

23 I COURT COME. 4 OUT OF COURT COME_ 5 TRAVEL EXFENSES [26. OTHER EXFENSES 7 TOTAL AMT. AFFRCERT.
50.00 50.00 50.00 50.00 50.00

5. SICNATURE OF THE PRESIDING JUDCE [paTE 52 JUDCE CODE
|21V COURT CoME. [30.OUT OF COURT COME. 31 TRAVEL EXPENSES sz OTHER EXPENSES 33 TOTAL AMT. AFFRCERT.
$0.00 $0.00 50.00 S0.00 30.00

[34 SIGNATURE OF THE CHIEF JUDGE, COURT OF AFPEALS (OR DELEGATE) Paymunct approved in
|excess of the soxrurory ehreshold amoune

jpaTE

4. TUDCE copE

Attention: The notes you enter will be available to the next approval level.

Public/ Attorney
Notes

Date:

[] I swear and affirm the truth or correctness of the above statements

e Verify the information is correct.

e Scroll to the bottom of the screen.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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e You may include any information to the Court in the Public/Attorney Notes field.

e If you are waiving any service fees in excess of the case cap, you must include a note in
the Public/Attorney Notes field. You must also contact the Court to have the case cap
increased before your voucher will successfully submit.

e Select the check box to swear and affirm to the accuracy of the voucher. The voucher will
automatically be time stamped.

Attention: The notes you enter will be available to the next appraval level.

Public/Attorney
Motes Notes

I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | ~ Submit
b A
| =«First | | < Previous | | Next = | | Last » | | Save | | Delete Draft | Audit Assist ‘

B Click Submit to send to the Court.

A confirmation screen will appear indicating the previous action was successful and the voucher
has been submitted for payment. If you do not get the confirmation screen, your voucher has not
been submitted.

Success

Your voucher has been submitted for payment. You will receive a notification if we need more details.

Flease keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

B Click Home Page to return to the home page. Click Appointment Page if you wish to create an
additional document for this appointment.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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The active voucher is removed from the My Active Documents folder and now appears in the
My Submitted Documents section.

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-03805-AA- Jebediah Branson [+ 1) CJA-20 . Submitted to Court
Stz 06/12/2014 Claimed Amount: 89,20 Andrew Anders / 0101.0000150
End: D§/12/2014
1:14-CR-03805-AA- Jebediah Branson (= 1) ClA-20 + Submitted to Court
Starti 03/03/2014 Claimed Amount: 778,40 Andrew Anders / 01010000001
Enc: 06/05/2014 INTERIM PAYMEMT 1
1:14-CR-08805-AA- Jebediah Bransen (= 1) AUTH - Submitted to Court
Srart: 04/02/2014 Claimed Amount: 1,000.00 Chemist, Toxicologist / 0101.0000002
Erc: 01/01/1900

1 Page 1 of 1 (3 items)

e If a voucher is rejected by the Court, it will reappear in the My Active Documents section and
will be highlighted in gold.

To group by a particular Header, drag the column to this area.

Case

Sio 06/19/2014
E£nd: 06/19/2014

e Anemail message generated by the system will be sent explaining what corrections need to be
made.

e To make corrections to your voucher, open the voucher. Go to the service or expense tab to
locate the line item that requires correction. Click on the service line or expense line that
requires correction to open that line. Once it is open, make the necessary corrections directed
by the Court and click Add to incorporate the correction into the voucher.

CJA eVoucher for Attorneys — Eastern District of Tennessee



CJA 20 Quick Review Panel

When entering time and expenses in a CJA 20 voucher, the attorney may monitor the voucher
totals using the quick review panel on the left side of the screen.

direct Workflow

f.: Jebediah Branson

& Services: $63.00

(5] Expenses: $26.20 -

Expand the item by clicking
the down arrow (v) to reveal
specifics.

tally as entries are entered into

the voucher.

on

CJA eVoucher for Attorneys — Eastern District of Tennessee

e The Services and Expenses will

o‘ Services: $63.00

In Court Services
Service Hours Amt.
Arraignment and/cor 05 s£3.00
Plea 3 Rt
Bail and Detention
Hearing g .0
Motion Hearings 0 <0.00
Trial 1] <0.00
Sentencing Haaring ] <0.00
Revocation Hearings L] =0.00
Appeals Court [+] £0.00
Other [1] <0.00
Totals 0.5 563.00
Out of Court Services
Saervice Hours Amt.
Interviews and
Caonferences g 000
Chbitaining and
Reviewing Records U $0.00
Legal Research and
Erief Writing g .0
Travel Time 1] 50.00
Inwvestigative and
Other Wark 000
Totals 0.0 =0.00
(5] Expenses: $26.20 ¥
Travel
Expense Type Amount
Travel Miles £11.20
Travel Misc =0.00
Totals $11.20
Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges <0.00
Photocopies £15.00
Postage =0.00
Cther Bxpenses £0.00
Totals 515,00

30
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the
potential to exceed the statutory maximum allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours, and expert
services by reviewing the reports provided in the CJA eVoucher program. ltems to remember:

e Viewable reports appear on the left review panel.

e Each panel, depending upon which document you are Reports
viewing, can have different reports available. TS

e Each report will have a short description of the Detail budget info for defendant
information received when viewing that report.

e  The two main reports are the Defendant Detail Form CIAZ0
Budget Report and the Defendant Summary ekl ey Bkt B
BUdget Report. Totals only of budget info for

defendant

Other reports can be found on the Menu bar.

Home Operations Reports CMECF Links Help logout

> Reports

Internal

Appointment Report

Attorney Time Report

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Defendant Detailed Budget Report

This report will reflect the total amount authorized for this representation, any excess payment
allowed, the vouchers submitted against those authorizations, and the remaining balances.

The report will provide the information in two sections: attorney appointment and authorized
expert service.

Budget Detail Report For Defendant
1:14-CR-08805-1-AA

Type of Representation: Criminal Case Document Document Number Amount Claimed Amount Adjusted
CJA-26 0101.0000028 $35,000.00 $35.000.00
Budget Amount Requested: $0.00 S $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
ivepeiod | Vowber penoea L e —
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Pending
Attorney: Andrew Anders  [Appointing Counsel) Active
01/01/1901 to 01/01/1801 $0.00 $0.00 $0.00 $0.00 30.00 $0.00 $0.00 $0.00 $9.800.00 $9,800.00
12/21/2008 to 01/30/2009 0101.0000027 $0.00 $0.00 $0.00 s0.00 $3.100.00 $428.74 $12.50 $3.541.24 56,700.00 56,700.00
03/03/2014 to DB/0S/2014 0101.0000001 $758.00 $22.40 $0.00 $778.40 50.00 $0.00 $0.00 $0.00 $8.700.00 $5.044.00
D6/12/2014 to DB/12/2014 0101.0000150 $63.00 $11.20 $15.00 $80.20 30.00 $0.00 30.00 s0.00 $6,700.00 $5.881.00
05/01/2014 to DB/17/2014 $252.00 $0.00 $0.00 $252.00 30.00 $0.00 30.00 s0.00 56,700.00 $5,620.00
Total Pending: $1,119.60 Total Approved: | $3,541.24  $6,700.00)  $5,629.00

Time Period Voucher Pending Amount Remaining
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Pending
Vendor: Luz Garcia (Hair, Fiber Expert) Approved Amount: $800.00 Attorney: Andrew Anders
D5/15/2014 To 05M15/2014 30.00 $0.00 $0.00 $0.00 30.00 30.00 $0.00 s0.00 $800.00 $800.00
Total Pending: $0.00. Total Approved: $0.00
o i s L e e
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved | Approved
Travel Other Travel Other And Pending
Vendor: Astley T 1] Approved Amount: $800.00 Attorney: Andrew Anders
01/20/2000 To D5/26/2010 0101.0000030 $215.00 $0.00 $0.00 $215.00 $0.00 $0.00 $0.00 $0.00 $800.00 S$5B5.00
Total Pending: $215.00 Total Approved: $0.00

= o
The Grand Totals include Counsel

CJA20 or CJA30 vouchers as well Fees Expenses Total Fees Expenses Total Approved and Pending
as vouchers for Expert or
Services on CJA21 or CJA3IT.

They represent the total submitted Travel Other Travel Other Fees Fees and
expenditures for this Expenses
representation.

$1,300.50 $33.60 $15.00 $1,349.10 $3,100.00 $428.74 $12.50 $3,541.24  $4,400.50 $4,890.34
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Defendant Summary Budget Report
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This report contains the same information as the Detailed Report without the individual voucher

data.

Budget Summary Report For Defendant
1:14-CR-08805-1-AA

CJA eVoucher for Attorneys — Eastern District of Tennessee

Type of Representation: Criminal Case Document Document Number Amount Claimed Amount Adjusted
CJA-28 0101.0000029 $35.000.00

Budget Amount Requested: $0.00 — $35,000.00

Budget Amount Approved: $9,800.00

For Voucher Number Fees Expenses | Total Fees Expenses Total After
Approved
Travel Other Travel Other
Attorney: And Anders  [£ C Active
Total Pending: $1,119.60 Total Approved: $3,541.24  $6,700.00
Time Period Voucher Pending Amount Remaining
For Voucher Number Fees Expenses Total Fees Expenses Total After
Approved
Travel Other Travel Other
Authorization Number: Amount Requested: $0.00 Amount Authorized: $0.00 Attorney: Andrew Anders
Vendor: ()
. Pending For Vendor: $0.00 Approved For Vendor: $0.00
Total Pending: $0.00 Total Approved: $0.00 $0.00



Submitting an Authorization Request for Expert Services
(AUTH)

e Open the Appointment.

Create New Voucher

Click Create next to AUTH.

The Basic Info screen will open.

Note:

There is NOT AN AUTOSAVE function on this program. You must

AUTH

Create

Authorization for Expert and ot

Services

click SAVE periodically in order to save your work.

| Basic Info Documents

Basic Info

Confirmation

L CTR.THST/THV.CODE
0101

2. PERS0N EEFRESENTED
JJebedizh Branson

[VOUCHER NUMBER

3 MAG. DKT/DEF NUMBER

4.DIST. DKT/DEF NUMEER
1:14-CR-08803-1-AA

£ APPEALS. DKT/DEF NUMBER

6. OTHER. DKT.DEF NUMEER

7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Felony (including pre-trial diversion |, 4 4 pyofon dan Criminal Case
of allered felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER
| Andrewr Anders - Bar Number: 12345 [ 4 Associate []€ Co-Counsel

110 Main Street
San Antonio T 78210
[Phone: 210-833-3623

[]¥ Subs for Federal Defender [/ O Appointing Counsel
[P Subs for Panel Attorney || R Subs for Retained Attorney
[]¥ Standby Counsel

[Frior Attorney’s Name

Appointment Dates
Siznature of Fresiding Judze or By Order of the Court
14. LAW FIRM NAME ANDMAILING ADDRESS i
e Z = [Date of Order INunc Pro Tunc Date
3/3/2014

Fepayment | VES [v|NO

Order Date

HNunc Pro Tunc Date
Repayment O
Estimated Amount

Authorized Amount %

Basis of Estimate |

Description

Service Type | vl +

Requested Provider | |

| «First || < Previous || Mext > || Last » | | Save | | Delete Draft |

Audit Azsist

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Submitting an Authorization Request for Expert Services
(cont’d)

Complete the information in the blue section at the bottom of the
screen. This includes the following fields:

e Estimated Amount

e Basis for Estimate
e Description of services to be performed including hourly rate
e Service Type from drop-down
e Notes — This is where you indicate the Requested Provider
If you are asking for District
Order Date ] = . Court cap, this field must
_ reflect the current cap or the
Nunc Pro Tunc Date I ‘ _D AUTH will be rejected. .
The Description box must
Repayment L] include the services to be
T $ . performed, the hourly rate
for services and any other
Authorized Amount $ I * pertinent information.
Basis of Estimate
/
Description
The Notes box must include
the name of the expert and
Service Type Ve their company name.
Notes «
«First || <Previous || Next> || Last» | | Ssave | | | Audit Assist

Note:

Prior authorization by the presiding judicial officer is required for all expert services in
excess of $800. A request for up to $2600 can be approved at the district court level.
Any amount above $2600 will require Sixth Circuit approval and must include an
Appendix 3A.

E Click Save.

Click the Supporting Documents tab or click the Next.

CJA eVoucher for Attorneys — Eastern District of Tennessee



Submitting an Authorization Request for Expert Services
(cont’d)

B To add an attachment, click the Browse button to locate your file.

Note:
Documents are limited to PDF files, and must be 10 MB or less.

E Add a description of the attachment.
E Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)

File Browse...

| Description | |

The attachment and description will be uploaded and appear in the bottom of the Description section.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)

File Browse...
Description | |

Upload
Description Delete View
Proposed order Delete View
Affidavit in Support of Expert Service Reguest Delste View
Expert's Curriculum Vitas Delate Viaw

| =First || < Previous MNext > Last = | | Save | | Delete Draft | Audt Assist

B Click Save.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Submitting an Authorization Request for Expert Services
(cont’d)

B Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the Note: _
accuracy of the authorization. The authorization will ~® You may include any notes to the

automatically be time stamped. Court in the Public/Attorney Notes

Attention: The notes you enter will be available to the next approval level.

Public/Attorney
MNotes

I swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 \ ’T"\ Su bm it
| «First | | < Previous | | Mext = | | Last = | | Save | | Delete Draft | @

B Click Submit to send to the Court.

A confirmation screen will appear indicating the previous action was successful and the Authorization Request
has been submitted.

Success

Your voucher has been submitted for payment. You wil receive a notification if we need more details,

Please keep the following voucher number for your own records:

0101.0000152

Back to:

Home Page
Appointment Page

Click Home Page to return to the home page. Click Appointment Page if you wish
to create an additional document for this appointment.

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home
page.

CJA eVoucher for Attorneys — Eastern District of Tennessee



Creating a CJA 21 Voucher

From the Appointment page click Create from the CJA 21 Voucher template.

CIA-21

Authorization and Voucher for Expert
and other Services

The voucher opens to the Basic Info page.

Note:

There is NOT AN AUTOSAVE function on this program. You
must click SAVE periodically in order to save your work.

I Basic Info

Basic Info
1. CIR/DIST/DIV.CODE 2.FERS0ON REFRESENTED [VOUCHER NUMBER
101 Wendy Wilson
3.MAG. DKT/DEF NUMBER. 4. DIST. DKT/DEF NUMEER 5. APPEALS. DKT/DEF NUMBER 6. 0THER. DKT/DEF NUMBER
[1:14-CR-08802-2-AA
7.IN CASEMATTER OF(Case Name) 5. FAVMENT CATEGORY 9. TYFE FERSON REFRESENTED 10. REFRESENTATION TVEE
JUSA v. Wilson et al Felony (including pre.trial diversion . o, ryegen gy Criminal Case
Jof alleged felony)
11. OFFENSE(S) CHARGED
7) - 18:13-4330.F INCOME TAX FAILURE TO FILE
STt $100 EXCESS FEELIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
5 59.800.00 Alhert Albertson
Services
Totals 50.00
e Authorization Selection
Expense Type Amount You can select a Previous Authorization Request, request a New Authorization or dick the "No Authorization Regquired” button if under the
Travel Miles 50.00 statutory limit.
Travel Misc $0.00
Total £0.00
= No Authorization Required
Expenses If your voucher compensation is under
Expense Type Amount the statutory limit and does not require
Fax <000 prior authorization.
Leng Distance Charges e Use Existing Authorization
P = B m'm Select this option to display and select
oth == froma list of approved authorizations
or Expenses $0.00
Totals .00 | for this abpointment.

Reports

Defendant Summary Budget Report

Totals only of budget info for
defendant

Defendant Detail Budget Report
Detail budget info for defendant

Form CIAZ1

_| «First_| [ <Previous |[ Next> |[ Last» [ Dele=nrafi |

When submitting a CJA 21 voucher, you have two options from which to choose under the

Authorization Selection section.

If the request does not require advance authorization
($800 or less), click on the No Authorization
Required option.

If you have an approved authorization from the Court,
click on the Use Existing Authorization option. A
list of approved authorizations will display for you to
select the correct authorization.

CJA eVoucher for Attorneys — Eastern District of Tennessee

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.

Use Existing Authorization
Seledt this option to display and select
froma list of approved authorizations
for this appointment.




Creating a CJA 21 Voucher (cont’d)

If you click Use Previous Authorization, an Existing Requests for Authorization list will appear.

Select the authorization you wish to Existing Requests for Authorization
use by CIiCking it. The selected ID Number: 155 Service Type: Weapons Firearms

i i i i i i Order Date: 05/27/2014 Explosive Expert
authorization W_|II highlight in Orge D D710 Bt DR o0
yellow. You will not be able to Requested Provider: Robert Arms

continue until it is highlighted. N Woticher TaiortRation

The service type automatically fills in Service Type \ V.
E based on the authorization selected. If
no authorization is being used, click Description ‘ i
the Service Type drop-down to select
the service type. Voticher Assignment. | ©
This indicates who will be responsible for fillng the voucher dlaim part
Service Provider

You can search one of the service providers already in the system
OR you can enter the required information for another provider

B Enter a description of the service to el

be provided in the Description field. Expert Info bin et

110 Main Street
San Antonio TX 78210 USA
Phone: 210-593-3340

| Create Voucher

Bﬁom the Expert drop-down list, select the
expert.
Voucher Assignment *

If the expert you select is not authorized to use 7 indicates who wil be responsiie for filing the voudier daim part

eVoucher, the Voucher Assignment buttons
remain locked indicating the attorney will be
responsible for creating and filing the voucher.

If the expert is authorized to enter their own
voucher information, the Voucher
Assignment buttons unlock, indicating the
expert is responsible for creating and filing the
voucher.

Voucher Assignment () Attorney @ Expert
Thiz indicates who will be responsible for fling the voucher dsim part

Note:
Only experts registered with the service type selected will appear in the drop-down box. If you wish to
submit a person for approval, steps on how to add an Expert are outlined in the next section.

CJA eVoucher for Attorneys — Eastern District of Tennessee



Creating a CJA 21 Voucher (cont’d)

E Click Create Voucher.

Notes:

e |f all information is not entered, you cannot advance to the next screen.
e It the expert you selected is authorized to use eVoucher, you are done at this point and

may click Home or Logout.

o |f the expert you selected is not authorized to use eVoucher, you must file the voucher
on behalf of the expert. The voucher appears in the My Active Documents section,
You will perform the second level approval/submission by clicking the voucher,
navigating to the Confirmation page, and approving the voucher. The voucher then
moves to the My Submitted Documents section.

Submitting a person as an Expert:

If you wish to submit a person as an Expert, first
follow steps 3 through 5 above and then the steps
below:

From the Expert drop-down list,
select the empty (null) value. In the
Voucher Assignment group, the

Attorney radio button should be
marked.

Fill in all required information on
the person you wish to submit for
approval.

B Click Create VVoucher.

The attorney must ensure that the expert
completes a W9 and submits it to the Court in
order for a payee record for the expert to be
created and added to eVoucher.

CJA eVoucher for Attorneys — Eastern District of Tennessee

Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Firearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type v

Description

Voucher Assignment  *
This indicates who wil be responsible for filing the voucher daim part|

Service Provider
You can search one of the service providers already in the system
OR you can enter the required information for another provider

exper
First Name _ ﬂhﬂdle Name  Last Name *
:s'sn,rsm: - Ilémaa .

[Phone - | | Fax

Address 1+ | Cy -

Address 2  State- Zip -
Address 3 : Eounm

| Create Voucher |
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Creating a CJA 21 Voucher (cont’d)

Note:

e The person you submitted will go through an approval process. Once that person has been approved,
an email will be sent to you.

e You will then be able to select the person from the Expert drop-down list and all their information
will automatically populate.

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher
adding services, expenses, claim status, and documents.

Note:

If you have submitted the voucher for the expert, you need to approve the voucher
twice, once while submitting it for the expert, and a second time after it appears in
the My Active Documents section.

Entering Services

Click the Services tab or click el e Claim Status | Documents Confirmation
the Next option located on the
Progress bar.

In the corresponding fields,
enter the date, units, and

Add Remove

description.

Hrs Rate Amt]

Click Add.

The item will appear in the bottom of
the Services list section.

No data
B CI iCk Save . [=First_| [ = Previous [ Mext> |[ Last» | [[sae | [ DeleteDraft_| Audit Assist

NOTE:

Please refer to the CJA Billing Guidelines (http://tned.uscourts.gov/docs/cja_billing_guidelines.pdf)
and the CJA Helpful Hints and Tips (hitp://tned.uscourts.gov/docs/cja_help.pdf) for information
concerning entry of services and expenses.

CJA eVoucher for Attorneys — Eastern District of Tennessee



Entering Expenses

e Click the Expenses tab or
click the Next option

In the corresponding fields,
enter the date, units, and
description.

e Click Add.

The item will appear in the bottom of the
Expense Type section.

e Click

Note:

located on the progress bar.

42

Basic Info Services | Expenses Claim Status Documents Confirmation

Date s/19/2014 |+ =5 Description ‘ ‘

Expense Type - |=
Miles l:l = gt £0.5600 per mile.
o [ ][ emon |

* Required Fiekds

Drag 3 coldmn to this ares to group by It

Expense Type
Travel Miles 06/13/2014 Trav

el toffrom mesting with defandant 30 05600 1680

1 Page 1 of 1 (1items))

«First |[ =Previous |[ Mext> |[ Lastr | [ save | [ Delete Draft

Audit Assist

At any point, click Audit Assist and the system will search for any warnings or errors.

Claim Status Tab

Click the Claim Status tab or
click the Next.

Enter the Start and End Date
of the services performed by
the expert, making sure to
select the earliest date of
services and expenses as the
Start Date.

(Note- the start date cannot be
before the appointment date of
the attorney.)

Select an option under the
Payment Claims section.

Click Save.

Basic Info Services Expenses | Claim Status Documents Confirmation

Claim Status
‘StartDate % ‘

endoete [y ]+

* Required Fizlds

Payment Claims

®) Final Payment
() Interim Payment (payment #)

() supplemental Payment

«First || < Previous || Next = || Last » |

| Save | | Delete Draft |

Audit Assist

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Creating a CJA 21 Voucher (cont’d)

Note:
e Final Payment is requested after all services have been completed.

e Interim Payment is not allowed for experts without prior approval of the Court. If interim payments
have been approved by the Court, attach a copy of the order approving interim payments and indicate
the number of this payment request.

o After Final Payment has been submitted, a Supplemental Payment may be requested due to a missed or
forgotten receipt. (A copy of the prior “Final” approved voucher must be included as an attachment.)

o At the end of the case, if interim vouchers were filed, the expert must file a zero services and expenses
voucher and must click Withholding Return Payment on the blank CJA21.

Basic Info Services Expenses Claim Status | Documents Confirmation

e Click the Documents tab or s ine D .
click the Next. upporting Documents

File Upload (Only Pdf files of 10MB size or less!)

File Browse. .

Description |

e Browse to select a PDF
file to attach. Beseription Seee—vew

invoice from Escpert Delete  View

e Click Upload.

«First H < Previous || Next > || Last » | | Save | | | Audit Assist

Note:
All documents must be submitted in PDF
format and must be 10 MB or less.

The document will appear in the bottom of the Description section.

B Click Save.

CJA eVoucher for Attorneys — Eastern District of Tennessee
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Creating a CJA 21 Voucher (cont’d)

A confirmation page will appear.

Ve r I fy al I i nfo rmati O n I S a2 f e Attention: The notes you enter will be available to the next approval level
correct. Mot
Check the affirmation

1 swear and affirm the truth or correctness of the above statements

bOX' ThIS WI” Date: 6/19/2014 9:28:36 r‘\, Submlt

automatically time
stamp the voucher.

« First || < Previous || Next = || Last » | | Save ‘ | Delete Draft | Audit Assist

Click Submit.

A confirmation screen will appear indicating the previous action was successful and the voucher has
been submitted.

Click Home Page to return to

the home page. Click

AppOI ntment Page if you Your voucher has been submitted for payment. You will receive a notification if we need mare details.
wish to create an additional
document for this appointment.

Please keep the following voucher number for your own records:

0101.0000154

Back to:
Home Page
Appointment Page

The case file will appear in the My Active Documents section.

CI ICk On the Case To group by a particular Header, drag the column to this area. Search:
hyperlink to select the Case Defendant Type Status
i 1:14-CR-08802-AA- Wendy Wilson (= 2} CJA-21 i
fl Ie ) St=m 08/12/2014 Claimed Amount: 166,80 Gina Gabriel / ngTI'EtggD?S:mmey
Enc: 08132014 Weapans Firearms Explosi... FINAL PAYMENT

Navigate to the Confirmation tab.

o Verifyall
- . - Attention: The notes you enter wil be avaiable to the next approval level
information is publc/Attomey ‘
e Certify the
mforrr_latlon by oty that 1 v evewed te sbve :
Sele_(:t_lng_the Date: 6/18/2014 9:43:24 / _App_rove_ 0 R-e--lec‘t
certification check
bOX. This Wi” [ «First ][ <Previous ][ Next> ][ Last= | [ save ] [
Step )
8 e Click Approve.

CJA eVoucher for Attorneys — Eastern District of Tennessee



45

Creating an Authorizations for Transcripts (AUTH 24)

From the Appointment page click Create next to

Auth-24.

The Authorization opens to the Basic Info page.

Note:

Authorization for payment of Transaript

There is NOT AN AUTOSAVE function on this program. You must
click SAVE periodically in order to save your work.

AUTH-24

<

Attorney Enters

Link to CM/ECF

Vouche

e Click Save.

P Basic Info

Documents Confirmation

Basic Info

2 FERSON REPRESENTED
Uzbediah Branson

1. CIRDIST/THV.CODE
101

3. MAG. DKT DEF NUMBER 4. DIST. DT/ DEF NUMBER

1:14.CR-08805-1-A4

5 AFFEALS DET DEF NUMBER & OTHER DKT DEF NUMBER

7. IN CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY
[USA v. Bransen

R’Oﬂ: 'CHER NUMBER

11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS
Andrew Anders - Bar Number: 12345

110 Main Strest

[San Antonio TX 78210

[Phone: 210-833-5623

9. TYPE FERSON REFRESENTED 10. REFRESENTATION TVPE
elony (including pre-trial diversion - .
£ allezed frlony) [Adult Defendant [Criminal Case

13. COURT ORDER

[]A Asseciate [[]€ Co-Counel

[|F Subs for Fedaral Defunder (7] O Appoiating Coussel
[ Subs for Pasel Attorsey [ R Subs for Retained Attorsey
[]¥ Stasdby Couasel

[Frior Attorey's Name
|Appointment Dates
Sigmature of Fresiding Judge or By Order of the Count

14 LAW FIRM NAME ANDMAILING ADDRESS

{Albert Albertson
[Date of Order
332014
Repayment [_|VES [/]NO

Nemc Pre Tusc Date

List the type of hearing
where the transcript will be
used, i.e. trial, appeal, etc.

List each separate hearing
type and date of the hearing
for which you are requesting
a transcript.

CJA eVoucher for Attorneys — Eastern District of Tennessee

e Enter the details for the transcript required on the Basic Info

Proceeding Transcript A/

To Be Used £
Proceeding To Be | Y
Transcribed =
Apportioned Cost (%) |

Appoﬂ‘:loned&seand|

m;mt [Hone v_ - I
e o Qmeemmopemsmmt [ Prosecution Argument [ IProsecution Rebuttal

[Ipefense Opening Statement | Defense Argument [ 2ury Instructions [Jvor ore

Order Date

Nunc Pro Tunc Date

[C=Fest | [ <Previous ][ nvext> |[ tast> | [ save | [ DeleteDraft_| Audit Assist
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Creating an Authorization for Transcripts (cont’d)

Click the Documents tab or Basic Info | Decuments Confirmation
click the Next. Supporting Documents
File Browse...
Click Browse to select a PDF Descripton | |
file to attach.
|
A Description Delete View
CIICk Upload. Documentation Delete View
Note:
All documents must be submitted in PDF ] -
format and must be 10 MB or IeSS | «First H < Previous || Mext > H Last » ‘ | Save | | Delete Draft | Audit Assist
The Document will appear in the bottom of the Description section.
B Click Save. A confirmation page will appear.
B Verify a” information iS Correct. ﬁitt,g?p\ttomey Attention: The notes you enter will be available to the next approval level,
CheCk the affirmation bOX I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 I'\ Submit
» CIICk Submlt «First |[ <Previous |[ Next> |[ Lasts | [ save | [ Delete Draft

A confirmation screen will appear indicating the previous action was successful and the Authorization
Request has been submitted.

Success

Ste p CI iCk H Ome Page tO retu rn to the :‘nur th‘arﬂ:‘a:;ﬁr_‘ suhm\:d for p:ym:t. You will raceiv: a notification if we need more details,
- . iease keep the lowing voucher number your Own recoras:
8 home page. CI_|ck Appointment ety
Page if you wish to create
additional document for this Back to:
Home Page

Appointment Page

The Auth 24 will now appear in the My Submitted Documents section on the Attorney home page.

NOTE: Upon approval of the AUTH 24, the CJA eVoucher Clerk will create the CJIA24
voucher for the court reporter. The attorney will receive the CJA24 from the court reporter
after the transcript has been prepared. The attorney must open the voucher and certify that
the transcript has been received and that the voucher is ready for payment.
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Creating a CJA 26 Voucher

This is a request and justification for services and expenses outside the statutory limits.

The CJA26 voucher will not be submitted as a separate voucher. It must be saved as a pdf
document and attached under the document tab to the CJA20 voucher.

From the Appointment page click Create from the
CJA-26 Voucher template.

Statement for @ Compensation Clam in
Excess of the Statutory Case
Compensaton Maximum: District Court

The voucher opens to the Basic Info page.

Note:
There is NOT AN AUTOSAVE function on this program. You must click
SAVE periodically in order to save your work.

CIA-26 | Basic Info Justification Documents Confirmation
Attorney Enters —
Basic Info
L CIR/DIST/DIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMBER
101 [ebediah Branson
31 MAG DET/DEF NUMBER 4 DIST. DKT/TEF NUMBER 5 APPEALS DKT/DEF NUMBER 6 OTHER DKTTEF NUMBER
1:14-CR-08803-1-AA
7.IN CASE'MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYFE PERSON REFRESENTED 10.REFRESENTATION TYPE
JUSA . Branson [pelouy (inchodiag pee-trisl diversion |y o by |Criminal Case
Jof alleged felony)
11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Ausociate []€ Co-Commsal
Defendant Summary Budget Report 110 Main Street [T Subs for Federa Defender [] O Appointing Counsel

Totals only of budget info for San Antonio TX 78210

defendant Ihone: 110-823-5623 [ |PSubs for Panel Attorney | R Subs for Retained Attorney

[[]¥ Standby Counsel
Defendant Detail Budget Report

Detail budget info for defendant [Prior Attorney's Name

|Appointment Dates
Jsizuature of Presiding Judge or By Order of the Court
Form CIAZE 14, LATV FIRM NAME i = o Albert Albertson
FAME SNDMATLTN G ATIRE [Date of Order Nunc Fro Tunc Date
3312014

Repayment [ | VES [7|NO

Amount Requested ljl * Amount Approved
Other In-Court Out-Of-Court

Pre Trial Hours ljl Trial Hours ljl Sentencing Hours E Hoes EI Hitrs El
Number of Counts lIl Number of Co-Defendants lIl

Other Pending Cases | |

Sentencing Guideline Range | |

Mandatory Minimum Found [

«First || < Previous H Mext > H Last » ‘ | Save ‘ | Delete Draft | Audit Assist

e Enter the details for information required on the Basic Info screen.

e Click Save.
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Creating a CJA 26 Voucher (cont’d)

Click the Justification tab
or click the Next option
located on the Progress
bar.

Fill out justification
sections.

Click Save.

Basic Info [ Justification Documents Confirmation
Justification

3. Describe discovery materials (nature and volume) and/or discovery practices which are a noteworthy factor in the number of
hours claimed.

4. List and describe motions, legal memoranda, jury instructions, and sentencing documents, or legal research not resulting in such,
which are a noteworthy factor in the number of hours claimed and which were drafted originally for this case (do not include
standardized motions, etc., unless content was modified significanthy).

5. Summarize investigation and case preparation (e.g., number and accessiility of witnesses interviewed, record collection,
document organization) which are a noteworthy factor in the number of hours climed.

6. Exphin, if noteworthy, impact on the number of hours cleimed of investigative, expert, or other services used (CJA 21 voucher)

7. Describe whether any of the following client considerations are a noteworthy factor in the number of hours claimed and explain
each: communication with dient/family, Bnguage difference, accessibility of client, or other

8. Explin any expense (items 17 and 18 of the CJA 20 voucher) greater than $500

9. Exphin any other noteworthy circumstances regarding the case and the representation provided to support this compensation

request.

Indude, ffxpﬁz{xb ﬁ)mg\obabms with LLS. sttorneys oﬁ?ﬁe ou'ibwemﬁmementagenq (B) complexity or novelty of legal ssues and factual
invalved, by the imporiance of the case; (4 manner in which duties were performed and

knowledge, skl efficency, yo&sﬁmna&w a’rd)mbmenfrethedofmwdby counsel; (8) nature of counsels practice and hardship or infury

resulting from the and (1 any "y pressure of fme or ofher factors under wihvdh services were rendered,

«First ][ <Previous |[Next> ][ Last» | [ save | [ Delete Draft Audit Assist
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Creating a CJA 26 Voucher (cont’d)

Basic Info Justification [ Documen ts Confirmation

Click the Documents tab or

E click the Next option located Supporting Documents
on the Progress bar. - e
. Description [ |
Browse to select a PDF file to
attach. [Taoad |
Description Delete  View
B Click Upload.

Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.

et | [ < Previous [[Next> ][ Last» | [[sae ] [ DeleteDraft |
The Document will appear in the

bottom of the Supporting Documents section.

B Click Save.

Save the document as a pdf and attach it to the CJA20 voucher under the documents tab. If you submit
the CJA26 voucher as a separate filing, it will be rejected to you.

NOTE: The CJA20 voucher will not submit until the Court has increased the
case cap to an amount equal to or more than the total amount of services. The
attorney must contact the CJA eVoucher clerk to request an increase of the case
cap.
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