CJA eVoucher Program

Creating and Submitting Service Provider Authorizations and Vouchers

Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring and
management of all Criminal Justice Act (CJA) functions. The eVoucher program
includes several modules including one for the submission of CJA 21s and 31s that will

allow for:

e On-line authorization requests by attorneys for service providers

e On-line voucher completion by the service provider or by the attorney acting for
the service provider

e On-line voucher review and submission by the attorney

e On-line submission to the court

Unless the court has indicated otherwise, attorneys are generally required to create and
submit vouchers for their service providers.

Access the CJA eVoucher Program

You can access the program from the CJA eVoucher link on the 9™ Circuit’s public
internet site:

https://www.nyed.uscourts.gov/criminal-justice-act

Creating an Authorization Request

From your Home page, click on the appropriate representation:

Appointments Defendant

Defendant: Lecter, Hannibal
Representation Type: Other Types of Appeals
Crder Type: Appointing Counsel

Order Date: 09/15/09

Case: 9:09-AP-35411
Defendant #: 1
Case Title: USA v, Lecter

T R 2 Pres. Judge: Richard R. Clifton
Adm. Mag Judge:
C g: 10-AP-0789 < Defendant: Kyle, Selena
ase: 9:10-AP-07894
Eef‘endant : 1 Representation Type: Appeal of a Trial Disposition

Order Type: Appointing Counsel
Order Date: 10/08/10

Pres. Judge: Richard R. Clifton
Adm. /Mag Judge:

Case Title: Kyle v. City of Gotham
Attorney: Perry Mason
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Create New Voucher

Authorization for Expert and G E
Services

CIA-20 Create
Appointment of and Authority to Pay
Court-Appointed Counsel

CIA-21 Create
Authorization and Voucher for Expert
and other Services

CIA-27 Create
Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: Appeals

At the AUTH
screen, the
basic case information will appear at the
top of the screen.

The only required fields are the

Estimated Amount and the Service Type.

The Service Type has a pulldown menu
with the available options for this field.
Hit the Save button, especially if you are
not ready to submit the authorization to
the court. To proceed, click on
Documents at the top of the screen, or
the Next button at the bottom of the
screen.

At the next screen, under the Appointment section, click the
“Create” button under AUTH.

| Basic Info Documents Confirmation
Basic Info
1. CIR/DIST/DIV.CODE 2 PERSON REPRESENTED

09 JKvle, Selena
3 MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF NUMBER

5 APPEALS DET/DEF NUMBER
0 10-AP-07804-1
¢, TYFE FERSON REFRESENTEL

7.IN CASEMATTER OF(Case Name) 3. PAYMENT CATEGORY

Appeal (from felony, misdemeanor.
jproceeding under 18 US.C. §
[4106A .18 US.C. § 983, post-
conviction proceeding under 28
[US.C. §§ 2241, 2254 or 2255, and 28
[US.C.§1875)

[Kyle v. City of Gotham Appellant

11. OFFENSE(S) CHARGED

12. ATTORNEY'S NAME ANDMATLING ADDRESS
[Perry Mason - Bar Number: 123436
Attomey at Law

1234 Defla Street

San Francisco CA 24103

[Phone: 415-355-1234

13 COURT ORDER
[] € Co-Counsel |

[]© Appointing Counsel |
|| R Subs for Retained Attorney |

JPrior Attorney's Name

A ppointment Dates
Siznature of Fresiding Judge or By
[District Judge
14. LAW FIRM NAME ANDMAILING ADDRESS ?B‘.'s'f gl"é“ Runck

Repayment [~ YES [7]NO

Order Date

Nunc Pro Tunc Date

Repayment [l
Estimated Amount 2500
Authorized Amount
Basis of Estimate
-

Description

rvice Type L2
Requested Pi T

—
<< First || < Previous || Mext > H Last >> | |

Use this screen to upload any documents relevant to the Service Provider, e.g.,

Basic Info

[ Documents Confirmation

Supporting Documents

File

Description (2 )

Description Delete View

Thomas Magnum CV.pdf Delete  View
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CV/resume, justification memo, etc. To
upload, first click Browse and navigate to
the appropriate file. You may enter a
description of the file, otherwise it will
default to the file name. Then click Upload.
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Help  logout

Basic Info Documents | Confirmation
Confirmation

1 CIR DIST/DIV.CODE 2. FERSON REPRESENTED VOUCHER NUMBER
--09 [Kyle, Sslena

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

5. APFEALS. DET/DEF NUMBER
0 10-AP-07884-1

7. IN CASE/MATTER OF(Case Name) 8 PAYMENT CATEGORY
[procesding under 18 US.C. §
41064 18 US.C.§983. post-

[fcyle v. City of Gotham conviction prosseding under 28

[U.S.C.§ 1875)

Appeal (from felony, misdemeanor,

[US.C. §§2241, 2254 01 2255, and 2§

0 TVFE FERSON REFRESENTED

Appellant

6. OTHER. DKT/DEF NUMBER

10.REFRESENTATION TYFE

Appeal of a Trial Disposition

11. OFFENSE(S) CHARGED

12 ATTORNEY'SSTATEMENT
As the Attommay for sbove. I nersty

[] Authogization to cbtzin the sarv mted compsnsation: 52500
[FlApproval af sarvices alszady obtainad to be paid for by the

Signature of Attorney

[Perry Mason - Bar Number: 123436
Attorney at Law
1234 Della Street

San Francisco CA 94103

[Phone: 413-; 234

13. DESCRIPTION AND JUSTIFICATION FOR SERVICES(Set isatructions)

t=d States from the DeBndar Services Appropriztion

15 COURT ORDER
bility ofths aving been &
thorization requastsdin item 12 is harsby

Signaturs of Presiding fudge o By Order of thz Court
[District Judge

[Date of Ordar Nunc Pro Tunc Date
10/8/2010

Repayment [ VES [7] 5O

[] 07 Fingerpriut Aualyst
[]95 Accountant

Ihaseby requast

14. TYPE OF SERVICE PROVIDER

D 00 Court Reporter DldPiﬂmlll;uLM!d.\(alEximm!r
01 Investigator [7]15 Other Medical Expert

] 02 Tnterpreter Translator [7] 16 Voice, Audio Analyst

[ 03 Psychologist [F] 17 Hair, Fiber Expert

704 Frychiatrist [7]18 Computer (Hardware, Software,
[0 Polyzraph Examiner Systems)

7106 Documents Examiner [7]18 Paralegal Services

[]20 Legal AnalystCousultant
[]21 Jury Consultant

[7]09 CALR(Westlaw, Lexis, etc) [C]22itigation Specialis
710 Chomist,Tovicologit [7]23 Dupication Services
[]11 Ballistics Expert [ 24 Other
7113 Weapous Firearms Explosive [[]25LitigatioaSupport Services
Expert [7]26 Computer Farensics Expert
REQUESIEDFROVIDER
Signature of Presiding Judge Date Signed Tudge Code “Approved Amount
0
i;‘;"‘;l“z(;f]g*‘l‘;f“;“ Coutof [ pyte Signed Judge Code Approved Amount
) o

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

Notes

Date: 10/13/2011 11:20:9

swear and affirm the truth or correctness of the above statements

[=rirst ] [ <Previous | [Next > |

[Lest=>]

[ Deletebraft_|

Click on Confirmation at the top of
the page.

On the Confirmation page, you
must check the ‘swear and affirm’
box and then hit the Submit
button.

You should receive a Success
message:

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

Please keep the following voucher number for your own records:

--09.0000030

Back to:
Home Page
Appointment Page

The authorization has now been submitted to the court.

Creating a CJA21 (or 31) with an approved authorization

Once again, go into your Appointments’ List on your home page and click on the case
number hyperlink.

Appointments

Defendant

Case: 9:09-AP-35411
Defendant #: 1

Attorney: Perry Mason

Case Title: USA v. Lecter

Defendant: Lecter, Hannibal
Representation Type: Other Types of Appeals

Order Date: 09/15/09

Order Type: Appointing Counsel

Pres. Judge: Richard R. Clifton

Adm. Mag Judge:

Defendant #: 1

Attorney: Perry Mason

Case: 3:10-AP-07654

Case Title: Kyle v. City of Gotham

Order Date: 10/08/10

Defendant: Kyle, Selena
Representation Type: Appeal of a Trial Disposition
Order Type: Appointing Counsel

Pres. Judge: Richard R. Clifton

Adm. Mag Judge:
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Select Create under the CJA-21 option.

Authorization for Expert and other
Services

Choose the “Use Previous Authorization” option:

CIA-20 Create
Appointment of and Authority to Pay
Court-Appointed Counsel

Authorization Selection
You can select a previous authorization request

Authorization and Voucher for
and other Services

No Authorization Required

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

CIA-27 Create
Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: Appeals

Use Previous Authorization
previous autharizations and requests in
this appointment.

A list of all previously approved authorizations
will appear. Select the authorization you wish to

. i ) ) i Existing Requests for Authorization
use by clicking on it. The Service type will be : —
ID Number: 31 Service Type: Psychiatrist
i i i i i Order Date: 09/15/2009 Estimated Amount: 4000
filled in from the .|nfo_rmat|on located in the Order Date: 09/15/2009 e
approved auth0r|zat|0n. ID Number: 32 Service Type: Investigator
Order Date: 09,/15/2009 Estimated Amount: 3000
Authorized Amount: 2000 Reguested Provider:

Then selection the requested Expert from the

drop-down list. New Voucher Information

service Type Psychiatrist

Unless the court has given this particular service
provider rights to create their own vouchers, the

Voucher Assignment section will be grayed out e csm e
(with “Attorney” pre-selected). R

You can search one of thihservice providers already in the system
OR you can enter the requirsd jnformation for ancther provider

After the name is selected, the Expert info will Expert -
appear. Click on the Create Voucher button. — .

SSN/EIN:
Sarvice Provider =
You can search one of the service providers already in the system Email =
OR you can enter the required information for another provider
Expert M
Expert Info Frasier Crane
Details a5 7th St
SF CA 94104 USA
Phone: 415-355-8984
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You will be taken to the CJA21 Voucher entry screen (identical to the CJA20 Voucher
entry screen)

Under “Services” enter the date the service started, the total number of hours worked
and the hourly rate. For Description, you can reference the attached invoice. Click the
Add button.

— To edit an entry, click on the entry in the lower section. The information will repopulate
the top section. Make your edits and re-click the Add button.

Basic Info |- Services Expenses Claim Status Documents Confirmation
Services
*Required Fields

Date 03/01/2011 5 % Desaription  See Attached invoice g

Haours 10 =

Rate 275 ®

" Delete ltem

Drag a column to this area to group by it

Date Description Hrs Rate Amt
05/01/2011 See Attached invioice 10 75 2750.00

If the invoice contains expenses, those must be entered separately on the Expenses tab
(in the same manner as above). Click on Expenses in the navigation bar.

Basic Info Services [» Expenses Claim Status Documents Confirmation
Expenses
* Required Fields
Date 09/13/2011 =] Description Travel to/from meeting with defendant =
Expense Type Travel Miles =l *
Miles 20 = rate per mile is 0.5100
Amount 10.2
Drag a column to this area to group by it
Expense Type Date Description Mile Rate Amt
Travel Miles 09/13/2011 Travel toffrom mesting with defendant 20 0.51 10.20)
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The next section is the Claim Status section. As with other date fields, the eVoucher
program will default date the voucher with today’s date. You may get the following
message: ﬁ Service andjfor Expenses are out of the Voucher Start and End Dates.

Enter the earliest (start)
date and latest (end) date that corresponds with the dates entered in the services/and
or expenses section. It can be the same date, e.g., if no expenses had been entered,
both the start and end dates would be 9/1/2011.

Basic Info Services Expenses | Claim Status Documents Confii

Claim Status

StartDat*% End Date *%

Payment Claims
(@) Final Payment
() Interim Payment {pmt.number)

(") supplemental Payment

The Payment Claims section must be completed by choosing one of the three options.
If the Interim Payment option is chosen, the payment number becomes a required field
and must be entered.

The next section is the Documents section. In this section, you will upload the actual
invoice provided to you by the service provider and any other relevant documents.
First, click the Browse button and locate the pdf file you wish to attach. You have the

option of typing a description of the document, otherwise it will default to the name of
the file. Click Upload.

Basic Info Services Expenses Claim Status |} Documents

Supporting Documents

File [ Browse... |

Description
N
(| Upload |
N——

Drescription Delete View

September 2011 invoice.pdf Delste View
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The final section is the Confirmation section, which is the actual CJA21 form. The
bottom half of the form contains the payment information. To complete this voucher,
check the ‘swear and affirm’ box and click Submit.

CLATMS FOR SERVICES ANDEXFENSES FOR COURT USE ONLY

16. SERVICES ANDEXPENSES

AMOUNT CLATMED|

ADJUSTED AMOUNT|

REVIEW

$2.750.00

2. Compensation
| Enpanses (lodging, parking,

wileags, atc

310.20

Inediz,_mileage,
. Other Enpenses

$0.00

GRAND TOTALS

52,760.20

(CLAIMED AND ADJUSTED)
17.PAYVEE'S NAME

Frasier Crane TIN: ##2.#%.5333
93 Tth

SF CA 94104 USA

Phone: 415-355-8984

/] Final Fayment
Tuterim Fayment (%)
Supplemental Fayment

CLAIMANT'S CERTIFICATION FOR FERIODOF SERVICE: FROM 9/1/2011 TO #/13/2011
T sy oy Gt the zbove cleim i for yervices sendsred 2d i correct, 208 fat T have so1 30ugin of secsived e (sompsesstion o aayig of vains) feom 2ay ofher sorcs for thass senvices

Signature of Claimant/Payee: /§ Date: 10/17/2011 16:35:3

18 CERTIFICATION OF ATTORNEY I hereby certify that the services were rendered for this case.
Signature of Attorney:

Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
19. TOTAL COMF. 20. TRAVEL EXFENSES 1 OTHER EXFENSES 2. TOTAL AMT. AFFR/CERT.
$0.00 50.00 50.00 50.00
3 Either tha cost (e uding expenses) of thase service: doss ot excest $500, of prior suthorization was obtzined; OR
In the interest of justice the Coust fnds that timely procursment of thess necessary servicss could not swit pricr suthorization. even though the cost exeiuding expenses) sxcesds
3500
Signature of Presiding Judge Date Judge Code
24. TOTAL COME. 5. TRAVEL EXPENSES, 6. OTHER EXPENSES 7. TOTAL AMOUNT
S0.00 50.00 50.00 50.00

28 PAYMENT APPROVEDIN EXCESS OF THE STATUTORY THRESHOLD

Signature of Fresiding Judge Date Judze Code
Attention: The notes you enter will be available to the next approval level.
MNotes
T swear and affirm the truth or correctness of the above statements
Date: 10/17/2011 16:37:0 ~ Submit
p AL o

| Delete Draft ‘

i< First H < Previous || MNext = || Last == |

You should get a Success message:

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

Please keep the following voucher number for your own records:

--09.0000033

Back to:

Home Page
Appointment Page

Click on the link to return to your home page.
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The voucher will appear on your home page in your “My Active Vouchers” folder.
Remember, the prior procedure was done by the attorney acting as the expert. You
must now approve the voucher as the attorney. Click on the voucher number. -

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

Case Defendant Type Status

9:09-AP-35411— Lecter, Hannibal (# 1) ClA-21 . Submitted to Attorney

St=n 09012011 Claimed Amount: 2,750,20  Frasier Crane / —03.0000033 €——r
End: 09/13/2011 Paychiatrist FINAL PAYMENT

It will take you to the Basic Info screen. Because you have entered the information, you
can go directly to the Confirmation screen. Since you are approving this voucher
(instead of submitting it), the bottom of the form will be slightly different:

certify that I have reviewed the above

nformation / AM Q Re iect

Date: 10/18/2011 11:14:37

Check the certify box and click approve. You will receive another Success message. If
you return to your Home page, the voucher will now appear in your “My Submitted
Vouchers” folder and the status will be “Submitted to Court.”

To group by a particular Header, drag the column to this area.
Case Defendant Type Status
9:02-AP-35411— Lecter, Hannibal [+ 1) CIA-21 _» Submitted to Court
Stz 09012011 Claimed Amount: 2,760.20  Frasier Crane / --09.0000033
End: 09/13/2011 Psychiatrist FIMAL PAYMEMT

It will also appear in your “My Service Provider’s Vouchers” folder.
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