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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 eVoucher program allows 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.
e Online voucher review and submission by the attorney.

e Online submission to the court.

Unless the court has indicated otherwise, attorneys are generally required to create and submit vouchers for their service
providers and associates. The program includes the following modules:

Panel Management

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

Requests by attorneys for interim payment

Supporting document uploads to vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

Automatic email 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
e Apple Macintosh: Safari 10.1

Court Appointment

When the Court makes an appointment, the program automatically generates an email message to the appointed
attorney. The email confirms the appointment and provides a link to the CJA eVoucher program.

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Accessing the CJA eVoucher Program

Your court provides information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log on using the user name and password you were provided, and click Sign in.

Sign in to CJA eVoucher

Please enter your username and password to continue.

Username

Password

Forgot your password?

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must:

e Be at least eight characters in length.

e Contain one lowercase character.

e Contain one uppercase character.

e Contain one special character.

e Be alphanumeric.

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

You are required to change your password every 180 days.

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

Username

Password

Forgot your password?

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Enter your user name and email address and click Recover Logon. 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?

Please tell us your username AND email address. We will send you an email to reset your password if there is a match in our records.

Username

h

Email

Back to sign in

Home Page

Your home page provides access to all of your appointments and vouchers. Security prohibits you from viewing
information for any other attorney. Likewise, no one else has access to your information.

My Active Documents

To group by a particular Header, drag the column to this area. Search: ‘
Case Defendant Type Status Date Enteret
3:19-MIHMB562- . Mister Badman (# 4562) TRAVEL _ Voucher Entry 12/11/2019
Starts Claimed Amount: 0.00 N/ edn
End:
3:19-MI-04562- .. Mister Badman (# 4562) TRAVEL Voucher Entry 01f28/2020
St Claimed Amount: 0.00 ;" -
End: y

123 Page 1 of 3 (30 items)

Defendant

All cases have been cumrently assigned

No data

Appointments

Defendant

Case: 3:19-MJ-04562-JL
Defendant #: 4562

Case Title: USA vs Badman
Attorney: Atty Longoria

Case: 1:15-MJ-96325-JL
Defendant #: 9876

Case Title: Voucher vs USA
Attorney: Atty Longoria

Defendant: Mister Badman
Representation Type: DR 1 - Drugs Minus 2
QOrder Type: Federal Defender

Order Date: 06/06/1%

Pres. Judge: Judge Longoria

Adm./Mag Judge:

Defendant: Practice Voucher

Representation Type: DRA - Drug Minus 2 Appeal
Order Type: Appeinting Counsel

Order Date: 06/10/19

Pres. Judge: Judge Longoria

Adm./Mag Judge:

Page 1 of 1 (10 items)

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

Search:

Case Defendant Type Status Date Entered
1:19-M1-963 . Practice Voucher (# 96 CIA-21 Submitted to Court 07/242019
Searm: 06/10/2013 Claimed Amount: 263.38  Longaria Expert / 0101.0000389
End: 07/31/2015 Accountant FIMAL PAYMENT
1:19-MJ-963... Practice Voucher (# 98... CJA-21 Submitted to Court 07/24/2019
é:art:nl;%%ﬁ? Claimed Amount: 600.00 Longoria Expert 7 01010000391
“ Accountant FINAL PAYMENT
1234 Page 1 of 4 (34 items)

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

Search:

Case Defendant Type Status Date Entered
3:19-M1-04.. Mister Badman (# 4562)  CIA-21 _ Voucher Closed 06/07/2013
St 08/06/2019 Claimed Amount: 730.35  Misses Expert I"S—’ 0101.000038%
End: 06/07/2018 Approved Amount: 730.35 Computer Forensics Expert FINAL PAYMENT
3:10-M1-04.. Mister Badman (+ 4562)  CIA-21 W EhET] 07/23/2018
E-ﬂft Claimed Amount: 0.00 Misses Expert 1" 4101.0000387
= Chemist{Toxicologist e
12 Page 1 of 2 (16 items)

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entere
3:19-MJ-04562... Mister Badman (# 4562) CIA-20 _ voucher Closed 06{07/2019
Seart: 06062019 Claimed Amount: 4,234.2¢ Atty Longoria h;g- 0101.0000378
Ench 06/07/2019 Approved Amount: 4,234, FINAL PAYMENT
3:19-MI-4562.. Mister Badman (# 4562) CIA21 voucher Clased 06/07/2019
S=m 0E/08/2013 Claimed Amount: 730.35  Misses Expert 1" 0101.0000384
£ D8/02/2013 pppraved Amount: 73035 Computer Forensics Expert 8 rruiar o aveacsir

12345 Page 1 of 5 (48 items)
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Folder Name Contents

My Active Documents

This folder contains documents that you are currently working on or that have been
submitted to you by an expert service provider. These documents are waiting for you
to take action.

Appointments’ List

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in this folder if an appointment has been proposed to you and you have
not accepted or rejected it.

My Submitted
Documents

This folder contains vouchers for yourself, or your service provider, that have been
submitted to the court for payment. Documents submitted to the court requesting
expert services or interim payments also appear in this folder.

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
e Vouchers in progress by the experts.
e Vouchers submitted to the attorney for approval and submission to the court.
e Vouchers signed off by the attorney and submitted to the court for payment.

Closed Documents

This folder contains documents that have been paid or approved by the court. Closed
documents only display for open cases. Closed documents display until they are
archived and/or for 60-90 days after the appointment is terminated. They are still
accessible through the Appointment page.

Navigating in the CJA eVoucher Program

Menu

Attorney Logon
Confirmation

An official website of the United States government |

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Welcome, Andrew Anders (Attorney) 9

Home Operations Reports Links Help Sign out

Breadcrumb

MNavigation

Menu Bar ltem Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you may run on your appointments.
Links Click to access links to CJA resources such as forms, guides, publications, etc.
Click to access:
e Another link to your profile.
Help e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to log off of the eVoucher program.

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Customizing the Home Page

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

Expand/Collapse a Folder: Click the plus sign "= to expand a folder. Click the minus sign ﬂ to collapse a folder.
Resize a Column

Step 1

Along the folder headings (e.g., Case, Description, Type, etc.), move your cursor to the line between the columns until a
double arrow <= appears.

Step 2

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.

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

Step 1

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

E My Active Documents

|T1:|- group by a particular Header, drag the column to this area. | Search: |

Case Defendant o Type Status Date Entered

Step 2

Click and drag the header to the Group by header bar.
B My Active Documents

Td| group by-a-parbiadar ¥ drag the column to this area.

C
Casu:j'j— nt Type © Status

Step 3

All the information in that folder is now grouped and sorted by that selection.

Active Documen

Group by: Case
Case Defendant Type T Status

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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My Profile

In the My Profile section, the attorney can:

e Change the password (Login Info section).

e Edit contact information, phone, email, and/or physical address (Attorney Info section).

e Update the Social Security number (SSN) or employee identification number (EIN), and any firm affiliation (Billing
Info section). Copies of a W-9 must be provided to the court, and any changes to the SSN after the first logon must
be made through the court.

e Add atime period in which the attorney will be out of the office (Holding Period section).

e Document any CLE attendance.

To access the My Profile page, from the menu bar, click Help and then click My Profile, or click the My Profile link to the
right of the menu bar.

CJA eVoucher - Train District

SDSO Training - Release 6.3.0.0 Welcome, Andrew Anders (Attorney) 9

: ) : My Profile
Home Operations Reports Links Help Sign out Sign out

My Profile
Contact Us

Privacy

eVoucher Documentiation: Attorney and Expert Users ;

The My Profile page appears.

> Help 4 My Profile ‘Welcome Andrew Anders (Attorney)
Login Info Edit

» _ UserName Anders
Your Login information

Bar Number:
Attorney Info Your Name: Andrew Anders Edt
‘Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aobe.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us

illii Your default biling info is:

Billing Info ) Andrew Andess

List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX
78210 - US i
Phone: 210-833-5623
Fax:

Holding Period There is 1 period of time during which case cannot be taken.

Continuing Legal No info has been stored.

Education Please click VIEW to type your info.

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Changing My Profile User Name and Password

Step 1

In the Login Info section, click Edit to change your password.

> Help = My Profile Welcome Andrew Anders (Attorney)
Login Info Edit
UserName Anders

Your Login information

Step 2

To change your user name, type the new user name and click the change link. The “The Username has been changed”
message appears. To reset your password, click the reset link.

> Help > My Profile Welcome Andrew Anders (Attorney)
Login Info Username Anders change

Your Login information

Step 3

In the Password field, enter the new password, and then reenter it in the Confirm field. Click Reset to save.

= Help = My Profile

Login Info Username Anders change
Your Login information Password esessss| = Strength:Strong
Confirm ,—"‘
[Reset] | cancel

Step 4

Click Close to exit the Login Info section.

> Help > My Prafile Welcome Andrew Anders (Attomey)
Login Info Username Anders change

Your Login information Password === reset

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Attorney Info

Step 1

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

Attorney Info Bar Mumber:

Your personal info Your Mame: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 210-555-1234
Fax:

lisa_ornelas@aobeuscourts.gov
deadmail@support. aobe uscourts. gov
deadmail@support.aob: uscourts. gov

Your Address:

110 Main Strest

San Antonio, TX 78210
us

Step 2

Make any necessary changes, and then click Save.
Attorney Info * Required Fields

Your personal info Bar Number
N Instructions:

f you are an appointed panel Tax Identification Mumber: * (If on Panel) O Foreign Vendor?
attorney, you are required to enter

lvour Social Security Number in the

S5N: |sssssssnsns

SSN field. Confirm: |sssssssssss
* i *

[If you are an assodate only, do not First Name Middle Last Name
enter your Social Security Number in |Andre‘w ” H'a'"'“jer5 |
the 53N field.

Main Email *
Payee Certification: lisa_ornelas@aobe.uscourts.gov |
[This message informs you that the Ind Email

Mame and TIN entered are collected ;

pursuant to IR5 Guidelines that govern| |deadma.|l@suppcrl.aob(. uscourts.gov |
hat information must be collected by | | 3rd Email

the judiciary for payments made to deadmail@support. aob:. uscourts. gov |

non—emploveeds :nd (;l:_ler entities Forf Phone * Cell Phone Fax
lservices provided and for purposes of

issuing EpFOITI’I 1099-MISC? ‘fcl::u have 210-833-5623 | Eﬂ—555—1234 | |
provided this information under

penalties of perjury and certify that: Address 1% City =

1 - The number entered as my 55N or || [110 Main Street | |53|'I Antonio |

EIN is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification number: and | | |TE)(.AS v| |?BZ].0
|2 - I am a U.S. citizen, U.5. resident <

alien, or other L.5. person (a Address 3 Country

partnership, corporation, company, or | |UNHED STATES V|

azsociation created or organized in the
U.5. or under the laws in the U. 5.).

Notes:

e Each attorney (except associates) must enter their SSN into the user profile or they will not be paid.

e The Country field is automatically set to UNITED STATES unless otherwise indicated.

e If you are a foreign vendor, select the Foreign Vendor check box and enter the appropriate information.

e You can list as many as three email addresses. Notifications from eVoucher are sent to all email addresses.

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Billing Info

Step 1

In the Billing Info section, click Add if no billing information is available. Click Edit to change the information already
entered.

Hilling Info Your default billing info is:
Andrew Anders

Billing Code:0101-00002

110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623

Fax:

List all available billing info records

Step 2

Make any necessary changes and click Save. If applicable, add billing information for a firm or an associate by clicking
the corresponding radio button.

Biling Info Biling Type: Save
List all available biling info records OSelf-Eerkvved cancel
@ Firm
OAssociate

Tax Identification Nurrber:
ETM/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
| I |

Address 1:

Address 2:

Address 3:

City: State: Zip Code:
[ || vl
Country:

[ untTeD STATES v

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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B""ﬂg Info * Required Fields
i - . . Billing Type:
List all available billing info records
) Self-Employed

) Firm

®) pssociate

Billing Code: | | verify |

Notes:

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. Once you save, the screen displays Associate- No Billing Info.

e See the Associates Functionality document to learn more about creating vouchers as an associate.

e Billing information must be entered before any payments can be made.

e The SSN/EIN is used when reporting income to the IRS.

o Select the Copy Address from Profile check box if your billing address is the same as your attorney info address.

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Note: All entries appear in the grid and can be accessed, edited, or deleted either by clicking the entry or clicking the

Edit or Delete buttons.

Appointments’ List

On your home page, locate the Appointments column in the Appointments’ List section.

Step 1

Click the case number link to open the Appointment Info page.

EILS 5

Appointments

Defendant

Case Title: USA v. Branson
Attorney: Andrew Anders

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

Pres. Judge: Albert Albertson
Adm./Mag Judge:

Appointment Appointment Info

T CIRDIST DIV .CODE T PERSON REPRESENTED FOUCHER NUMBER

101
AFPEALS. DRT/DEF NUMBER . OTHER DKIDEF NUMBER
1:14-CR-08803-1-A4
7.IN CASE/MATIER OF(Case Name) TPATMENT CATEGORY T TYPE PERSON REPRESENTED T0. REPRESENTATION TYPE
USA v. Bransen elony (including pre-trial diversion |y 3y Defendant |Criruinal Case
f alleged felony)

11 OFFENSE(S] CHARGED

13:1823 F INSPECTION VIOLATION PENALTIES

17 ATTORNEY 5 NANIE AND MAILING ADDRESS T3, COURT ORDER

Andrew Anders 1 D Federsl [ FSubs for Federal

110 Main Street 0 A Associate O COrlmee e Defender

San Antonio TX 78210 O LLlearned Counsel @ O Appointing 01 P Sabs for Panel 0 R Subs for Retained
AUTH Create [Phone: 210-833-3623 (Capital Only) Counsel Attorney Attorney
Authorization for Expert and other |Cell phone- 210-355-1234 O SProSe O TRetfained O USebsforPre oy ygocioee
Services [Email: lisa_omelas@aotx.nscourts. gov Attorney se

O ¥ Standby Counsel
AUTH-24 Create
Authorization for payment of [Frior Attorney's Name
transcript |Appointment Dates
[signature of Bresiding Judge or By Order of the Court
Albert Albertson

BUDGETAUTH Create . — te of Order Nane Pro Tunc Dat
Authorization for Excess Attorney 14, LAW FIRM NAME AND MAILING ADDRESS 3?3.3"014 - -
Fees and/or Expert and other Services Repavment 01 YES @ NO
on Budgeted Case

CIA-20 Create Vouchers on File

Appointment of and Authority to Pay
Court-Appointed Counsel

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

cIA-21 Create Case Defendant Type Status Date Entered
‘\”;h“é““"“" and Voucher for Expert 1:14CR-0BB05-RA-  Jebediah Branson (# 1) CA-20 Voucher Closed 03/17/2016
and other Services Siart 05/23/2015 Claimed Amount: 6,350.00 Andrew Anders 0101.0000001
CIA-24 Create End: 09/23/2015 Approved Amount: 6,350.00
Autharization and Voucher for W Jebediah Branson (# 1) AUTH ! @] 11/16/2017
Payment of Transcript E Claimed Amount: 1,000.00 Chemist/Toxicologist € 0101.0000002
End: 11/16/2017 Approved Amount: 1,000.00 Ayt
CIA-26 Create -
T o 2 O AT T o 1:14-CR-0BB05-AA-  Jebediah Branson (# 1) AUTH-24 . Voucher Entry 04/14/2014
in Excess of the Statutory Case Claimed Amount: 0.00 ‘ Edit
Compensation Maximum: District :
o} Jebediah Branson (# 1) 20  Voucher Entry 11/05/2015
— P— Claimed Amount: 0.00 N/ edn
Authorization for payment of Travel
Jebediah Branson (# 1) CA-20 Voucher Entry 11/05/2015
Reports Claimed Amount: 0.00 dit
Appaintment Report
4-CR-08805-AA-  Jebediah Branson (# 1) AUTH-24 Voucher Closed 01/21/2016
Defendant Detail Budget Report Sre 0UZU2016 Claimed Amount: 0.00 14" 51010000082
Detail budget info for defendant TOURIETS N
Defendsnt Summary Budast Report 1:14-CR-08805-AA-  Jebediah Branson (# 1) TRAVEL _ Voucher Entry 01/21/2016
Totals only of budget info for Claimed Amount: 0.00 & e
defendant
Jebediah Branson (# 1) CIA-20 Voucher Entry 01/21/2016
Attorney Time Claimed Amount: 0.00 N edic
Case Detsil Budoet Report
1:14-CR-0B805-AA-  Jebediah Branson (# 1) CA-20 _ Voucher Entry 03/22/2016
03/22/2016 Claimed Amount: 802.75 Andrew Anders B Edit
End: 03/22/2016 FINAL PAYMENT
= Jebediah Branson (# 1) AUTH-24 Voucher Clased 03/22/2016
Claimed Amount: 0.00 o

0101.0000109

Page 1 of 7 (70 items)
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Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
View Representation Click the View Representation link to view the Representation Info page.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.

View Representation

Clicking the View Representation link displays the following information:
o Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

Step 1

In the Appointment section, click the View Representation link.

Appointment
In th 5 | \

Representation Info

1 CIR/DISTDIV.CODE 2. PERS0N REPRESENTED VOUCHER NUMEER

101 Pebediah Branzon
3. MAG. DKTDEF NUMEER 4. DIST. DKT/DEF. NUMEER 5. AFPEALS. DKT/.DEF NUMEER 6. OTHER. DKT/DEF NUMBER

1:14-CR-08803-1-44
7. IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 0. TYPE PERSON REFRESENTED 10. REFRESENTATION TYFE
UsA v [Felony (including pre-trial diversion fond iminal
Representation Report v-B lof alleged felony) Adult De ; C Case
11. OFFENSE(S) CHARGED
13:1823.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
1511.500.00 |Albert Albertson
DESIGNEE 1

App.ID Attorney Order Type Order Email

4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornel .gov

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020
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Creating the CJA-20 Voucher

The court creates the appointment. The attorney initiates the CJA-20 voucher.

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

In the Appointment section, from the CJA-20 voucher template, click the Create link.

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

The voucher opens the Basic Info page, which displays the information in the paper voucher format.

| Basic Info Services Expenses Claim Status Documents Confirmation Ta b headlngs
—— appear at the
Basic Info fth
1. CIR.DEST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER to po the
101 [ebediah Branzon
3. MAG. DET/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5. AFPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER screen.
1:14-CR-08805-1-AA
7.IN CASEMATTER OF(Case Name) | 5. PAYMENT CATEGORY 9. TYFE PERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v Branson [Fetony Gincloding pre-trial diversion |, 3.1t Defenant Criminal Case
of alleged felony)

11. OFFENSE(S) CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

Andrew Anders - Bar Number: 12343 [ Associate [] € Co-Counsel

-
110 Main Strest F Subs for Federal Definder [7] O Appointing Counsel
© Expenses: $0.00 * W| fsan Antonio TX 78210 B e Rt
i [|P Subs for Panel Atiorney || B Subs for Retained Attorney

[Phone: 210-833-3623

[]¥ Standby Counsel
Reports [Prior Attorney's Name
| Appointment Dates
Defendant Detail Budget Repart [signature of Presiding Judge or By Order of the Court
Detail budget info for defendant & |Atbert Albertson
14 LAW FIRM NAME ANDMAILING ADDRESS IDate of Order Nunc Pro Tunc Date
3/3/2014

Form CJA20

Repayment [ | VES [/ NO

Defendant Summary Budget Report

Totals only of budget info for

defendant Payment Info
Preferred Fayee
Andrew Anders A progress bar
s appears at the
AnyTown, DC
;ﬁ::::_sgzﬁsss-qonn / bottom of the
Fax: 888-555-4001 screen

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

Notes:

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

e To delete a voucher, click Delete Draft at any time prior to submitting it.

e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the tab headings or the navigation buttons in the progress bar.
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Entering Services

Line-item time entries should be entered on the Services page. Both in-court and out-of-court time should be recorded
here.

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

Click the Services tab, or click Next on the progress bar.

Basic Info Expenses Claim Status Documents Confirmation

Services
Date 41742020 | = ZH] Description
Units 3 -
Rate *

* Requirad Fields
To group by a particular Header, drag the column to this area.
Date Description | I.lnils| Rate | Amt

(Empty)
[ «Fist |[ <Previous |[ Mext> || Last» Delete Draft Audit Assist

Enter the date of the service. The default date is always the current date. You can either type the date or click the
calendar icon and select a date from the pop-up calendar.

Servi
Date 4/17/2020 |+ =] Des
Lhts 4 April 2020
Rate 1
= Su Mo Tu We Th Fr Sa
» 29 30 31 1 2 3 4
* Required Fields " 5 & 7 8 ? 10 1

» 12 13 14 15 16 17 |18 | |
Togroupbyapad » 19 20 21 22 23 24 25
» 26 27 28 29 30

» 3 4 5 6 7 8

Date | Desc

-]
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Step 3

Click the Service Type drop-down arrow and select the service type.

Services
Date a/17j2020 | =2 Description
Service Type || | = |x
Doc.# (ECF) In Court Services
Hours a. Arraignment and/or Plea =
b. Bail and Detention Hearing
* Ragpared Fickds <. Motion

To group by a pg 4 Trial

&. Sentencing Hearings

Note: You can add dates in any order, or sort in chronological order at any time.

Step 4

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

Services
Date 4/17(2020 | * ﬂ Description First appearance an arraignment of defendant,
Service Type a. Arraignment andlor Plea - | *
Doc.# (ECF) | Pages =
Hours *  at $148.00 per hour.
* Requined Felds E—
Step 5

The entry is added to the voucher, and appears at the bottom of the Service Type column. The Date header sorts by
date. Be sure to click Save. Click an entry to edit.

» Basic Info | Services " Expenses » Claim Status * Documents | Confirmation

Services
Date W‘ * % Description
Service Type - |x
Doc.# (ECF) Pages &
Hours l:l *  at $148.00 per hour.
* Rogured Felds

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

Service Type |Da|3e |Dﬁcriplinn ‘Hrs|Rate |nnt
2. Arraignment zndjor Plea 04/17/2020  First = an arrai of defend: 5.0 | $148.00 $740.00
« First | [ < Previous | [ Mext> |[ Last» Delete Draft Audit Assist
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Entering Expenses

Click the Expenses tab, or click Next on the progress bar.

|» Basic Info | Services | Expenses | Claim Status | Documents | Confirmation

Expenses
Date 4/17/2020 | =2 Description
Expense Type = b
Miles at 50,535 per mile. *
Amount |:| | Add | | Remove
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type Date | Description | Hilel Rate | Amt
(Empty)
<F | [ | e [ e

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

Expenses
Date [4/9/2020 | =2
| Expense Type - (=
Miles Travel Milas
Amount Travel Misc.
Fax
* Required Fields Long Distance Charges
To group by a p: Photocopies 5 area.
E Type Postage on

Other Expenses
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Step 3

If Travel Miles is selected, enter the round-trip mileage, and then click in the Description field to enter a description.
Click Add.

Expenses

Date 4f17/2020 | = % Description Travel to and from court.

Expense Type |Tr.wel Miles -|=

Miles 20]  at $0.535 per mile. -
amount || [ Add_|| Remove
* Required Fields

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

Expense Type | Date | Description | Hilel Rate | Amt

(Empty)
Pt [<Proviows ] [t | [ 1>

The entry is added to the voucher and appears at the bottom of the Expense Type column.

Expenses
Date 4/17/2020 | =2 Description

Expense Type a8
Miles * at §0.535 per mile. *
-

* Required Fields

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

Expense Type Date | Description | Hilel Rate | Amt
Travel Miles 04/17/2020 Travel to and from court, 20 $0.535 | $10.70
« First | [ < Previous |[ Met> ][ Last» Save Delete Draft Audit Assist
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Step 4

Click in the Date column header to sort expenses by date. Click Save.

Expenses

Date 4172020 | =28 Description

Expense Type | > |*

Miles l:l * at 50,535 per mile.

Amaount

* Requirad Fields

| Add || Remaove

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

Expense Type | Date | Description | Hile| Rate | Amt
Travel Miles 04/17/2020 Travel to and from court. 20 $0.535  $10.70
Photocopies 04/17/2020 Copies- 100 pages @ .10 per page. 0 $0.000  $10.00

[ «Fist |[ <Previous |[ Next> |[ Last»

Notes:

Audit Assist

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate charged per page.

e Remember to click Add after each entry.
e C(Click an entry to edit.

Claim Status
Step 1

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

Basic Info Services Expenses | [ Claim Status Documents Confirmation

Claim Status

swowe [+ e —
Payment Claims =
O Final Payment
) Interim Payment (payment #)

) supplemental Payment
) withholding Return Payment

*=* Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for c ion andyor rei for this case? * Oves Ona
If Yes, were you paid? Yes o
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Oves Cno
(¢ ion or anything of value) from any other source in connection with this representation?
* Required Fieks
[C<Frst | [ < previous ][ Next> [ Lest» | [(sae |

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020



CJA eVoucher for Attorneys | 21

Step 2

Enter the start date from the services or expenses entries, whichever date is earliest. If necessary, go back to the
Expense and Service sections and click the Date header to sort by the earliest date of services. Answer all the questions
regarding previous payments in this case, and then click Save. Click Audit Assist at any time to view any errors or
warnings regarding your document.

Basic Info Services Expenses [ Claim Status Documents Confirmation

Claim Status

statpate | [« EndDate [ |=7f

Payment Claims =

) Final Payment

) Interim Payment | )
Q Supplemental Payment

) withholding Return Payment

**= Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? = iz W
If Yes, were you paid? Yes Mo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Oes Cltio
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiekds
(CFirst ] [ Previous | [ Wext> | [Ttast> | save
Notes:
.

The Payment Claims section features the following payment claims type radio buttons:

o Final Payment to request payment after all services have been completed.

e Interim Payment to allow for payment throughout the appointment, but each court’s practice may differ. If
using this type of payment, indicate the number of interim payments.

e Supplemental Payment to request payment due to a missed or forgotten receipt after the final payment has
been submitted.

o Withholding Return Payment for an attorney to request return payment of withheld funds. The attorney can
submit a blank (no services or expenses) CIA-20/30/21/31 at the end of the case.

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

¥\ Service andfor 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.
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Documents

Attorneys (as well as courts) can attach documents. Attach any documentation that supports the voucher; e.g., travel or
other expense receipts, or orders from the court. All documents must be submitted in PDF format and must be 10 MB or
less.

Click the Documents tab, or click Next on the progress bar.

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents

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

File CiUsers\JaimeLongoria\l Browse...

Description |Ducument |
Description Delete View
Document Delete View
< First | [ < revious | [ next> | [ Last>

To add an attachment, click Browse to locate your file. Add a description of the attachment. Click Upload. The
attachment and description is added to the voucher and appears at the bottom of the Description column.

Supporting Documents

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

File C:\Users\JaimeLongoriall Browse...

Description | Document |

Description Delete View
Document Delete Wiew
<] [ o> ] [
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Signing and Submitting to Court

Step 1

When you have added all voucher entries, you are ready to sign and submit your voucher to the court. Click the
Confirmation tab, or click Next on the progress bar. The Confirmation page appears, reflecting all entries from the
previous screens. Verify the information is correct. Scroll to the bottom of the screen.

Basic Info Services Expenses Claim Status Documents | Confirmation
Confirmation
T CIR DIST/DIV CODE 7 PERSON REPRESENTED TOUCHER NUMBER
101 lebediah Branson
3 AAG. DETDEF NUMBER 1 DIST. DR TDEF NUMBER APFEALS. DRTDEF NUMBER 6 OTHER DKI/DEF NUMBER
[1:14-CR-08803-1-A4
71N CASE/MATTER OF (Cae Name) § PAYMENT CATEGORY T TYPE PERSON REPRESENTED T0. REPRESENTATION TYPE
. [Felony (including pre-tnal diversion .
[USA v Branson Jof allzged felomy) Adult Defendant [Criminal Case
1L OFFENSE(S) CHARGED
[15:1825 F INSPECTION VIOLATION PENALTIES
12, ATTORNEY"S NAME AND MAILING ADDRESS 1. COURT ORDER
Andrew Anders O D Federal 01 F Subs for Federsl
110 Main Street O A Amodiate 0 CCoCommsel oo 0o Defender
[San Antonio TX 78210 O LLearned Counsel & O Appointing O P Subs for Panel 0 R Subs for Retsined
[Phone: 210-833-3623 {Capital Only) Counsel Attorney Aftorney
[Cell phone: 210-333-1234 O SProSe O T Retained O USSsfrPre v 4goiicirative
[Email: lisa_omelas@aotx.uscourts. gov Attormey Se
O Y Standby Counsel
- lPriorAttomeysName
14 LAW FIRM NAME AND MAILING ADDRESS |Appointment Dates
| Andrew Anders TIN: 300300000 e e e or By Ondersfthe Court
110 Main Street [Date of Order ‘Nunc Pro Tunc Date
[San Antonio TX 78210 US 3/3/2014
[Phone: 210-833-5623 Repayment 0 YES @1 NO
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL - -
HOURS ADJUSTED ADJUSTED —
CATEGORIES canEp | AMOEE | "Houws AMOUNT RENTEW
13, ]a Ma:;nment and/or Plea [
X and Detention Hearmg ] 30.00
¢ Motion [] $0.00
d. Trial 0 50.00
e Sentencing Hearmgs 0 30.00
£ Revocation Hearmgs 0 50.00
£. Appeals Court 1] $0.00
h. Other 1] 50.00
Totals 0 50.00
16. | 2. Interviews and Conferences Q 50.00
b. Obtaining and Reviewing Records [1] 50.00
. Legal Research and Brief Writing [ S0.00
d. Travel Time [1] $0.00
& Investigative or Other Work 1] $0.00
Totals 1] $0.00
[Travel Expenses (lodging, parking, meals,
1 nileage, etc.) 50.00
15 [Other Expenses (other than experi, $0.00
jranscripts, etc.)
GRAND TOTALS $0.00
(CLAIMED AND ADJUSTED)
AFPOINTAENT TERMINATION DATE IF OTHER
N CASE COMPLETION
FROM: TO:
[ CLADM STATUS T Fumal Paymest T Toterim Payment (%) T Supplemental Faymam T Wiikholding Paymemt
Have you previeusly applied to the court for compensation and/or reimbursement for this case? o YE§ o NO
Ifyes, were youpaid? o YES o NO
Other than from the Court, have vou, or to your knowledze has anyone else, received payment (compensation or anything of vaiue) from
any other source in connection with this representation? o YES o NO  Ifyes, please attach supporting documentation
1 Swear or affirm the truth or correctness of the above statements.
Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
4. OUT OF COURT COMP. TRAVEL EXPENSES OTHER EXFENSES
ATE
OUT OF COURT COMP. [T TRAVEL EXPENGES 7 OTHER EXPENSES 33 TOTAL AMIT. APPRICERT.
1. SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR [DATE s, JUDCE CODE 'OTAL AMT. CERTIFIED FOR
[DELEGATE) Payment approved in excess af the statusery threshold [PAYMENT
Jomount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes

[[] 1 swear and affirm the truth or correctness of the above statements
Date:

< First | [ < Previous ||[ Next> ||| Last» Save

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020



CJA eVoucher for Attorneys | 24

In the Public/Attorney Notes field, you can include any notes to the court. Select the check box to swear and affirm to
the accuracy of the authorization, which automatically time stamps it. Click Submit.

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

Public/ Attomey
Notes MNotes

[+] 1 swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | 0. Submit
[ <Frst ]| <Previous || Next> |[ Last» | [ save |

A confirmation screen appears, indicating the previous action was successful and the voucher has been submitted for
payment. Click the Home Page link to return to the home page. Click the Appointment Page link if you wish to create an
additional document for this appointment.

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:

0101.0000150

Back to:
Home Page
Appointment Page
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The active voucher is removed from the My Active Documents section, and now appears in the My Submitted
Documents section.

To group by a partiadar Header, drag the column to this area. Stlﬂ'l:[
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1) CIA-20 L Submitted to Court
Stat: 061272014 Claimed Amount: 89.20 Andrew Anders A oL
End: 06/12/2014

: AR Jebediah Branson (= 1) CIA-20 Submitted to Court

St 14 Claimed Amount: 773.40 Andrew Anders ¥ 0101.0000001
End: (6052014 : INTERIM PAYMENT 1
1: 14-CR -08805-A4 - Jebediah Branson (# 1) AUTH » Submitted to Court
Staer: D4/02/2004 Clamed Amount: 1,000,00 Chemist, Toxicologist / 01010000002
End: 01/01/1900

1 Page 10f 1 (3items)

Note: If a voucher is rejected by the court, it reappears in the My Documents section highlighted in gold. The system
generates an email message explaining the corrections that must be made.

E My Documents

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

Case

1:14-CR-05802-AA~
Start: DE(19/2014
End: D6/19/2014
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CJA-20 Quick Review Panel

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

The Services and Expenses fields tally as entries are entered in the voucher.

9 E:pen:c: $26.20

Expand the item by clicking the drop-down arrow to reveal specifics.

° Services: $63.00 =

In Court Services
Service Hours Amt.

e ey 05 $63.00
Bad and Dwtention
Hearing ° $m
Motion Hearings o $0.00
Trial 1] £0.00
Sentencing Hearing 0 s0.00
Revocation Hearings 1] $0.00
Appeals Court o $0.00
Other o £0.00
Totals 0.5 $63.00

Out of Court Services
Service Hours At
Interviews and

e 1] S0.00
Obtaining and
Reviewing Records 9} s
Legal Research and
Brief Writing HY
Travel Tima 0 s50.00
Investigative and
Other Werk o #000

Totals 00  $0.00

© Expenses: §26.20

Travel
Expense Type Amount
Travel Miles $11.20
Travel Misc $0.00
Totals $11.30
Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges £0.00
. $15.00
Postage £0.00
Other Expenses $0.00

Totals $15.00
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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. Iltems to remember:

e  Viewable reports appear in the left review panel.

. Each panel, depending on the document you are viewing, can have different reports available.

e  Each report can have a short description of the information received when viewing that report.

e  The two main reports are the Defendant Detail Budget Report and the Defendant Summary
Budget Report.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Repaort

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports on the menu bar.

Home Operations Reporis Links Help Sign out

> Reports

[ Internal |

Appointment Report

Attorney Time ‘
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Defendant Detailed Budget Report

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

The report provides the information in two sections: attorney appointment and authorized expert service.
Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Represantation: criminal Cass
Budget Amount Reguested: $0.00
Budget Amount &pproved: $3,300.00

pensing C . mews . cmountRemaimng
Pgm m Faas Expenass Total Fass Expanzas Tofal Aftar Approved | After Approved
Trawal Crthar Trawel ‘Other 4nd Panding
Attorney: Andrew Andars  (4ppolnting Counssl) Bsctive
0232018 o 0232015 | 01010000001 30,00 30.00 +0.00 000  §5.350.00 100 =0.00 56.350.00 33.550.00 33.550.00
01011901 o 011490 50,00 50.00 £0.00 s0.0 1.00 100 s0.00 0,00 $3,550.00 $3,550.00
010171901 to 011490 30.00 30.00 +0.00 s0.00 +1.00 .00 s0.00 S0.00 33,550.00 33,550.00
Total Panding: $0.00 Total Approved: $6.350000 $3.550.00 43.550.00
Panding Amount Remalning
Time Period Vouchsr
For Vouct Humbsr Faes Expeansss Total Faes Expanzas Total Aftar Approved | Aftsr Approved
Trawal Othar Trawel Other And Panding
Authorization Humbar: 0101 0000002 . .
Spacialty: ChemisE, Ti - amount Requested: $1.000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

ST o o Foms D
Coungel CJA20 or CJAID

vouchsers as well 38 vouchsrs for Fags Expenass Total Faas Expenass Total Approved and Pending
w“‘““mm%h‘?& Travel Ofher Travel otner Fesa Feea and
submitied sxpanditures for this Expenzoa
“Dioss not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $8.350.00 $0.00 $0.00 $6.350.00 $6.350.00 $6.350.00

Trursday, Movember 05, 2015 -Ver. 1.1
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Defendant Summary Budget Report

The report contains the same information as the Defendant Detailed Budget Report without the individual voucher data.

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

Typs of Representation: criminal Case
Budgst Amount Requested: $0.00
Budgst Amount Approved: $5,900.00

penaing © mpows  amouRemanng
mm m; Feas Expanszes Total Feas Expenass Taoital After Approwed | Aftsr Approved
Travel Other Trawval Oithar And Pending
Attomay: Andrew Andsre  [Sppointing Counaal) Active
Total Pending: $0.00 Total Approved: $5.350.00 $3,550.00 £3,550.00
Panding Amount Remalning
mm m Fass Expenass Total Fegs Expansas Total Aftar Approved | After Approved
Travel Othear Trawel Other and Panding
Luthorization Number: 01010000002 .
spacialty: Chemist, Toxlcologlat amount Requested: $1,000.00 Amount Authorzed: $0.00 Attorney: Andrew Andsrs
T — T e e
Counssl CJA20 or CJA3D
a8 well a8 Tor Faes Expensss Tiodal Faas Expenass Tital Approwed and Pending
Expart or Ssnvices on CJa21 or
CJA31. They repressnt tha total Traval Other Trawel Othar Faes ?ﬂlﬂ
submitted sxpenditures for this panzes
II:I“" - m“ taticn. & Travel Auth $0.00 $0.00 $0.00 0,00 $6.350000 $0.00 $0.00 $5.350.00 $6,350.00 $6.350.00
Thursday, November 05, 2015 - var. 1.1 Page 101
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Creating a CJA-21 Voucher

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

Step 1

On the Appointment page, click Create from the CJA-21 voucher template. The voucher opens the Basic Info page.

CIA-21 Create

Authorization and Voucher for Expert
and other Services

Step 2

When submitting a CJA-21 voucher, you have two options from which to choose in the Authorization Selection section.
If the request does not require advance authorization, click No Authorization Required. If you have a previously
approved authorization, click Use Existing Authorization.

| Basic Info

Basic Info

ICW 7. PERSON REFRESENTED [FOUCHER NUMBER
101 JJebediah Branson
[73IAC DRTDEF NUMEER |4 DIST. DRTDEF NUMEER, 5. AFPEALS. DET/DEF NUMBER 6. OTHER DRT/DEE NUMBER
1:14-CR-08805-1-A4
7.1 CASEMATIER OF(Case Name) 5. PAYMENT CATEGURY - TVPE PERSON REFRESENIED 10. REPRESENTATION TYFE
[USA v. Branson Efﬁgg‘;%‘g;ﬁ pre-trial diversion |, 4 1 Defendant Criminal Case
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESsFEELTMIT  |FRESIDINGJUDGE | MAGISTRAIE JUDGE DESIGNEE 1
511.500.00 |Albert Albertzon
DESIGNEE 1

Authorization Selection
You can click the Use Existing Authorization button to select from a list of approved autharizations, or click the No Authorization Required button
if under the statutory limit.

No Authorization Required

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

Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.

+ First || < Previous || Next > || Last =
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Step 3

If you click Use Existing Authorization, a list of associated authorizations appears. Click the desired authorization, which
turns blue when clicked. You cannot continue until it is highlighted.

Please Select the Associated Authorization

ID Number: 4

Order Date: 03/04/2014
Authorized Amount: 51,000.00
Grand Total Amount: $1,500.00

Service Type: ChemistToxicologist
Estimated Amount: 51,000.00
Motes: Abraham Astey

ID Number: 186

Order Date: 02/01/2017
Authorized Amount: $100.00
Grand Total Amount: £100.00

Service Type: Interpreter/ Translator
Estimated Amount: 55,000,000.00
Motes:

Step 4

The service type automatically populates based on the authorization selected. If no authorization is being used, click the
Service Type drop-down arrow and select the service type. In the Description field, enter a description of the service to
be provided.

New Voucher Information

Searvice Type Chemist/ Toxicologist W=
Toxicology report.
Description
Step 5

From the Expert drop-down list, select the expert. If the service providers or experts have rights to enter their own
expenses, the Voucher Assignment radio buttons become available, and you can choose if you or the expert will enter
the service fees on the voucher. Once you have made your selection, click Create Voucher.

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

|Expe.rt |Astley, Rick v||

Expert Info Rick Astley

Details 110 Main Street

San Antonio TX 78210 U5
Phone: 210-555-3434

Voucher Assignment = @ Attorney () Expert
This indicates who will be responsible for filing the voucher diaim part

Create Voucher
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Notes:

e Only experts registered with the service type selected appear in the drop-down list. To submit a person for
approval, steps on how to add an expert are outlined in the next section.

e Allinformation must be entered to advance to the next screen.

o If the expert selected is authorized to use eVoucher, you are done at this point and can click Home or Sign out.

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

Step 6

If the expert is not currently in the eVoucher system, you must fill in their information. In the Voucher Assignment
section, the Attorney radio button is automatically selected. Fill in all required information for the person you wish to
submit for approval.

Service Type Interpreter/Translator W

Description

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

Expert hd

First Name Middle Name Last Name =
Email * |
|Phane * | Fax
im:ld ressi= | |City * |
Address 2 State (LS. Only=) Zip *
| 9
Address 3 Country *
| | [UNITED STATES V|

Voucher Assignment = ® Attorney  Expert
This indicates who will be responsible for filling the voucher daim part

Create Voucher
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If the service providers or experts have rights to enter their own expenses, the Voucher Assignment radio buttons

become active. Click the appropriate radio button to indicate whether you or the expert will enter the service fees on
the voucher.

New Voucher Information

Service Type Interpreter/Translator W

Description

Service Provider

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

Expert |Campos, Charlene v/|

Expert Info Charlene Campos
petals 110 Main Street
5an Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = () Attorney ®) Expert

Create Voucher

Once you have made your selection, click Create Voucher.

110 Main Street
5an Antonio TX 78210 U5
Phone: 210-477-2344
Voucher Assignment = ' Attorney ‘® Expert
This indicates wio will be responsible for filing the voucher diaim part

| Create Voucher

Notes:

The expert goes through an approval process. Once approved, an email is sent to the attorney.
You can select the expert from the Expert drop-down list and their information automatically populates.

If the attorney submitted the voucher for the expert, they must approve the voucher twice; once while sending
it for the expert and a second time after it appears in the My Active Documents section.
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Step 9
Click the Services tab or click Next on the progress bar. In the corresponding fields, enter the date, units, rate, and
description. Click Add. The item appears at the bottom of the Services section. Click Save.
|+ Basic Info | I Services || Expenses | Claim Status | Documents |+ Confirmation
Services
Date 04/17/2020 | == Description
Units * *
Rate .
* Required Fields
To group by a particular Header, drag the column to this area.
Date ‘ Description | Uni‘ls| Rate ‘ Amt
(Empty)
« First || < Previous || Next > || Last » | Save |
Step 10
Click the Expenses tab or click Next on the progress bar. In the corresponding fields, enter the date, expense type,
description, and miles. Click Add. The item appears in the Expense Type column. Click Save.
|+ Basic Info | Services |- Expenses » Claim Status » Documents » Confirmation
Expenses
Date 4/17/2020 |+ Description
Expense Type | - | %
Miles at 50.535 per mile.
Amount = Add Remove
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type Date Description Mile| Rate @ Amt
(Empty)
< irst | [ < Previous ||| Mext> ||[ Last>

CJA eVoucher | Version 6.3 | US District Court WDNY | April 2020




Step 11

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates, making sure to select the

CJA eVoucher for Attorneys

earliest date of services and expenses as the start date. In the Payment Claims section, click the appropriate radio

button, and then click Save.

k Basic Info Services Expenses [ Claim Status Doc

Confir

Claim Status

startpate | |+3{

End Date

Payment Claims =
) Final Payment
C‘ Interim Payment

O Supplemental Payment

(payment #)

) Withholding Return Payment

** Reminder: Pleaze select the appropriate daim status.

* Required Fields

[ 1
[ «first |[ < Previous |[ Mext> ||[ Last=
| S—

Notes:

e Final payment is requested after all services have been completed.

Delete Draft

Audit Assist

e Interim payment allows for payment in segments, but each court’s practice may differ. If using this type of

payment, indicate the number of this request payment.

o After the final payment number has been submitted, supplemental pay may be requested due to a missed or
forgotten receipt.

o At the end of the case, to request return payment of withheld funds, click the Withholding Return Payment
radio button on a blank CJA-21.

Step 12

35

Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate your file, and

then add a description of the attachment. Click Upload. The attachment and description is added to the voucher and
appears in the Description column. Click Save.

Claim Status Confirmation

Basic Info Services

Expenses

Supporting Documents

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

File C:AUsers\JaimeLongoriall Browse...
Description | Document
Description Deleta View
Document Delete Wiew
T ] T )
[ rrer ] (< previous ] [ o> J[ o> | [Cowe |
|| |

Notes: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes field, you can include any
notes to the court. Select the check box to swear and affirm to the accuracy of the authorization, which automatically
time stamps it. Click Submit.

Basic Info Services Expenses Claim Status Documents | } Coi

Confirmation
1. CIR.DIST'DIV.CODE 1. PERSON REFRESENTED VOUCHER NUMBER
101 zbediah Branson
3 MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMEER 5§ AFPFALS. DKT/DEF NUMEER 6. OTHER. DKT/'DEF NUMBER
|1:14-CR-08803-1-A4
T CASTITTER OFfCass Fame) ¢ PATATENT CATEGORY TP FERSON EERESESTED | Ti REPRESENTATION TV
) [Felony (including pre-trial diversion
[USA v. Branson nfa]leged felony) A dult Defendant [Criminal Case

TT OEFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY § STATEMENT
=t Avtomey for e parsm sepreseated auve, ey affim e services requested s necesany for aidequaterepesecaton. T herhy request
a the service Estimated $1010.00
0 Apgroval ofservices already obeained tobe paid for by the Uitsd States rom the Defender Services Approprisian.

[signaturs of Attorney
Andrew Anders

110 Main Street

San Antonio TX 78210

[Phone; 210-833.3623

[Cell phone: 210-353-1234

[Email: lisa_omelas@aotx uscourts. gov

i NTD TOR oy TE TYFE OF SERVICE FROVIDER

O 0L Lovestigator 1 15 Other Medical

a raailator 0 16 Voice/Audio Aualyst
15. COURT ORDER O 03 Paychologist O 17 Hair/Fiber Expert
sl i f o oo st s e sl oy e cousts ssfcion | 4 ot 18 Compaier
thorizarin Fequested i e 12 is hereby eraed S R e B
ipuature of reiding Fudge or By Order ofte Court o e e e 0 10 Paralegal Services
Albert Albertson 20 Legal Analyst Cansaltant
[Date of Orér Munc Pre Tune Date 01 07 Fiagerprint Auslyst
o3 /0412014 0 08 Acconntant £ 21 Jury Consultant
Repaymeat 0 ¥ES @ NO 01 09 CALR (Westlaw/Lesis, #c) 0 12 Mitigation Specialist

= 10 Chemt Toucalest 0 23 Duplication Services

0 11 Bllstics £ 24 Otter (Specify)

0 25 Litigation Support Services

00 13 Weapons Firearms Explosive
Expert O 26 Computer Forensics Expert

£ 14 Patbologist Medical Examiner

NOTES
[Abraham Astley
[ CIANGTORSERVICES AND TXPERGES TORCOURTUSEOSLY
a T anon -
»u; F I\I"‘%l 11e (1OGE I, ParRIng, Meak. 50.00 30.00
3 e RiX] 000
ALS
|(CLAIMED AND ADIUSTED) €27 00

17 PAVEE 'S NAME

[Abraham Astley TIN: XX-33000KX
110 Main Street

San Antonio TX 78210 US

[Phone: 210-353-3434

[CLAIMANT'S CERTIFICATION FOR PERIOD OF SERVICE: FROM (4202020 TO 04202020

hierehy cerify i he abave el an s eotrees, and Bt | have 1ot scg

Signature of Claimant Payee:  Date

T, CERTIFICATION OF ATTORNEY 1 Bereby certify (Bat the services were readered for (his case.

Signature of Attorney.
[Date Signed
APPROVED FOR PAYMENT - COURT USE ONLY
18, TOTAL COMP. 10 TRAVEL EXPENSES 1 OTHER EXPENSES 1 TOTAL AMT. APPRCERT.

T3 Eitber the cost fece/udng expenses) f Unece services 6923 ot excead e Satutory T, of R At v O
o authorization

o Pri was not obtained. bt in the imterest of justice the Court finds that timely procurems autherization, even
feuciding xpenies) Guceed e bty sy,
Siguature of Prediog Judge Date Tudge Code
[F¥ TOTAL CoMF. rﬁ.uluuu FENSE: r" TOTAL AMOUNT
[F¥ PAYMENT AFFROVED IN EXCESS OF THE STATUTORY THRESHOLD
Stgmature of CRiet Judze, Court of Appeals (or Delezate) Date Tudez Code Tolal Amt, Certified For Pavment

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

Public/Attorney
Notes

i¥| I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 21:27:33

T T
< First | [ < Previous |[ Next> || Last» Save Delete Draft
==
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Step 14

A confirmation screen appears, indicating the previous action was successful and the voucher has been submitted. Click

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

Yeur voucher has been submitted for payment. You wil receive a notificason if we need more detads,
Please keep the folowing voucher number for your own reconds:

0101.0000154

P
Appointment Page

Submitting an Authorization Request for Expert Services
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

In the Appointments’ List section, open the appointment record.

e beey

Appointments Defendant
Case: 1:14-CR-08805-A4 Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Caze
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Pres. Judge: Albert Albertson
Adm./Mag Judge:

On the Appointment page, in the Create New Voucher section, click the Create link next to AUTH.

AUTH Create
Authorization for Expert and other
Services
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Step 3

Click Create New Authorization.

Authorization Type Selection

You can click the Create New Authorization button to create a new authorization request, or dlick the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization
Use this button to create a new
authorization.

Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.

Step 4

The Basic Info page appears. Complete the information in the Master Authorization Information section at the bottom of
the screen. This includes the following:

e Estimated Amount field
e Basis of Estimate field
e Service Type drop-down list

o Requested Provider field
Click Save.

| Basic Info Documents Confirmation

Basic Info

T CI DT 51V COBE T FERSON REFRESENTED TOUCHER NUMBER
ebediah Branson
3 MAC. DKTDEF NUNEER T DTST. DKT/DEF NUMEER T AFPEALS, DETDEF NUMEER % OTHER DETDEF NUABER
1:14-CR-08805-1-AA
7T CASEAIATTER OF(Case Name) |3 PAYMENT CATEGORY T TYPE FERSON REFRESENTED T0 REPRESENTATION TYFE
° [Felony (including pre-trial diversion .
754 v. Branson e s 4 dult Defendant leriminal Case
TT GFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY'S NAME AND MAILING ADDRESS T3 COURT ORDER
Andrew Anders O DFedersl O FSubs for Federal
10 s Street 0 AAsociate 0 CCoConmse ] DEH b
San Antonio TX 78210 O LLearned Cownsel = O Appointing O P Subs for Panel O R Subs for Retsined
[Phone: 210-833-5623 (Capital Ouly) Conmsel Attoraey Attorney
Joeil phone- 2105551234 = shrose C TReumd 0 USSSOPS |y mmsestive
[Email: isa_cmelas/@aotx uscourts gov. Atturaey Se
O ¥ Standby Comsel
[Prior Attorner’s Name
|ppoiniment Dates
JSinatare of Presiding Judge or By Order of the Court
Albert Albertson
14, LAY FIRM NAME AND MAILING ADDRESS. ateof Order Neac Fro Tunc Date
[3/3:2014
Repyment O ¥ES @ NO

Master Authorization Tnformation

Order Date

Nunc Pro Tunc Date

Repayment D
Estil 1A t $ 8000.00 1
Authorized Amount
Basis of Estimate | 100 hours at $80/hour ||
Description
Service Type | Investigator Vl =
Requested Provider |J0hr1 Doe |
[ =First ] | < Previous ||| Mext = ||| Last = | | Save | | Delete Draft |
L======l
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Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description is added to the voucher and
appears at the bottom of the Description column.

Basic Info

|} Documents Confirmation

Supporting Documents

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

File

C:\Users\JaimeLongoriall Browse...

Description | Document |
Upload
Description Delete View
Document Delete View
T T
[t ] [ Frovows | o> ] s> ]
| S

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Step 6

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can include any

notes to the court. Select the check box to swear and affirm to the accuracy of the authorization, which automatically
time stamps it. Click Submit.

Basic Info Documents | I Confirmation
Confirmation
TR EaoE TGN REFRESENTED TOTCHER FVGER
101 ‘ebediah Branson
v T DTST DT DEF NTAER TP T O
1:14-CR-08803-1-AA
T T FATVIENT CATEGORY T TEEEEOR s T REPRESERTRTION VPR
) [Felony (including pre-trial diversion
USA v. Branson £ allaged felamny |.dult Defendant |Crizainal Case

TL OFFENGE(S) CHARGED
[15:1823.F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY'S STATENENT "

Iherety request:
2

0 Approval of services.

Servitss Appropriztion

Ensture of Attarney

Andrew Anders

110 Main Street

[San Antonio TX 78210

[Phone: 210-833-3623

Cell phone: 210-555-1234

[Email: [isa_omelas@aotx . uscourts gov

I3 DESCRIFTION AND TUSTIFICATION FOR SERVICES Soe rwetiany) [0 TWPEOF EVCEFROVER |
© 01 vestigator 0 15 Other Mdial
0 02 nterpreter Tenaslator 0 16 Voicw/Audio Autlyst
1§ COURT ORDER £ 03 Paycholagit © 17 Hair Tiber Espart
af by e © 04 Poyctinrise 0 18 Computer
frthorization requested i itaea 12 is hareby practed. [0 0 Palypraph (Hardware/Software'Systems)
s natur of rosiding Fudge o By Ordar of the Coun 1 06 Documents Exnmlaer © 10 Paralegal Services
[ATbert Albertson [ ——— 0 20 Legal Anaiyst Consultant
[Pt of Order ‘Nune Bro Tune Dite o S Aot O 21 Jury Consulinnt
Repryment 0 YES @ NO 4
e © 09 CALR (Westhw L exis, ) /22 Mitgaton Spechlit
5 20 Chumt Toxicologis O 23 Duplication Services
© 11 Ballisties 0 24 Other (Speciy)
[0 18 Weapons Firearuay Explosive 7 28 Liguton Support Services
t )26 Compater Forenscs Expert
) 14 PathologistModical Examinar
|FoTEs
[ STEnatare of Frending Judge ate Signed Tage Code APPoved Amount Total Approved Amoum |
Signature of Chief Judge, Court of ;
| ppeas (or Delegate) Date Signed Judge Code Approved Amount
Attention: The notes you enter will be available to the next approval level.
Public/attorney
Notes

[_] 1 swear and affirm the truth or correctness of the above statements
Date:

0 Submit

« First < Previous Next > Last »

Save

Delete Oraft Audit Assist

Step 7

A confirmation screen appears, indicating the previous action was successful and the authorization request has been

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

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

Pheane keep the folowing voucher number for your own reconds:

0101.0000152

Back to:

Home Page
Appointment Page
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Creating an Authorization for Transcripts (AUTH-24)

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

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to AUTH-24.

AUTH-24

Authorization for payment of
transcript

Step 2

The authorization opens to the Basic Info page. Click the No Authorization Required link.

No Authorization Required

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

Step 3

On the Basic Info page, enter the details for the required transcript. Click Save.

| Basic Info Documents Confirmation

Basic Info

T CIR/DISTDIV CODE 3 PERSON REFRESENTED TOUCHER NUMEER
Pebedizh Branson

[F-3AG.DETDEF NUMBER |4 DS DRIDEINUMBER |5 AFPEALS. DRLUDEF NUMBER |0, OTEER DRTDEE NUMBER
1:14-CR-08805-1.A4

71N CASEMATIER OF(Case Name)  PAYMENT CATEGORY O TYFE FERSON REFRESENTED T0 REPRESENTATION TYFE

[Felony (including pre-trial diversion

JSA v. Branson |of allezed felony) Adult Defendant [Criminal Case

TL OTTENSE(S) CHARGED

[15:1825 F INSPECTION VIOLATION PENALTIES

T7. ATTORNEY S NAME AND MAILING ADDRESS T3 COURT ORDER

Andrew Anders O D Federal O F Subs for Federal

10 ttnen Strest 0 A Associate 0 CCoConmel ) D0 Defecde

San Antonio TX 78210 O LLearned Counsel @ O Appointinz O P Subs for Panel O R Subs for Retsined

[Phone: 210-833-3623 (Capital Ouly} Counzel Attorey Attorngy

[Cell phone: 210-555-1234 — O TRefwimed O USsbsfrPro | ygoco
Attorney se .

[Email: lisa_omelas/@aotx uscourts gov
0 ¥ Standby Comnsel

[Friar Attorney's Name

|1 ppointment Dates

Isigusture of Presiding Judge or By Order of the Court

Albert Albertson

ate of Order Nanmc Pro Tunc Date

14. LAW FIRM NAME AND MAILING ADDRESS

Repayment 0 YES © NO

Proceeding Transcript
To Be Used .
Proceeding To Be
Transcribed =
Apportioned Cost (%) l:l
Apportioned Case and ‘ ‘
Defendant
Special il
Handling None hd
TS [ Prasecution Opening Statement ["] Prasecution Argument [ Prasecution Rebuttal

[ Defense Opening Statement [ Defense Argument [ 3ury Instructions [ wair Dire
<t (< provious | [ Mist> ] [t Come |
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Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate your file, and

then add a description of the attachment. Click Upload. The attachment and description are added to the voucher and
appear in the Description column. Click Save.

Basic Info | [ Documents

Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File Browse...
Description |
Description Delete View
Proposed Order.pdf Delete Wiew
<t ] [ < revious | [ o> ] [ o>

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Step 5

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can include any
notes to the court. Select the check box to swear and affirm to the accuracy of the authorization, which automatically
time stamps it. Click Submit.

Basic Info Documents I Confirmation

—————————+

Confirmation
1. CIR/DISTDIV.CODE 2. PERSON REFRESENTED VOUCHER NUMBER
101 Pebediah Branson
3. MAG. DKT'DEF NUMBER 4. DIST. DKT/'DEF NUMBER 5 APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF.NUMBER
1:14 CR-08805-1-A4
7. IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 0. TYFE PERSON REFRESENTED 10. REPRESENTATION TYPE
) [Felony (including pre-trial diversion
|USA v. Branson lo£ alleged felony) Adult Defendant ICriminal Case

TT GFFENGE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT
12 PROCEEDINGIN WHICH TRANSCRIFT 15 TO BE USED

T3 PROCEEDING TO BE TRANSCRIBED (Deseride fpecyiralil. NOTE: The U1l DWUCTE T ROC 2 IACELds PrOsecuion Gpenig

T4 SPECIAL AUTHORIZATIONS TUDGE'S IMTIALS

A Apportioned Cost % of transcript with

B o 14Day ©Expedied ©3Day oDaly o Howly o Realtime Unedited

C. 0 Prosecution Opening Statement o Argument o F Rebuttal
o Defense Opening Statement 0 Defense Argument 0 Voir Dire 0 Jury Instructions

D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
transcript services to persons procesding under the Criminal Justice Act.
15 ATTORNEY'S STATEMENT 16. COURT ORDER

As the attorney for the person represented who is managed above, 1 | Financial eligibility of the person represented having been established to
hereby affinn that the transcript requested is necessary for adequate | the Court’s satisfaction the authorization requested in Ttem 15 is hereby
representation I, therefore, request authorization to obtain the transcript aranted.
services at the expense of the United States pursuant to the Criminal
Justice Act

Signature of Presiding Judze or By Order of the Court

Signature of Attomey Date
Andrew Anders Date of Order Nuac Pro Tunc Date

Printed Name
Telephone Number: 210-833-3623

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

Public/Attorney
Notes
| 1 swear and affirm the truth or c of the above B
Date: 4/20/2020 21:49:45 (4} Submit
[Cepinst ][ <previous ] [ Medt> ]| Last» Save

Step 6

A confirmation screen appears, indicating that the previous action was successful, and the authorization request has
been submitted. Click the Home Page link to return to the home page. Click the Appointment Page link if you wish to
create an additional document for this appointment.

This document has been submitted.

Please keep the following document number for your own records:

0101.0000626

Back to:

Home Page
Appointment Page
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