United States District Court
District of Maryland

EVOUCHER
ATTORNEY MANUAL

Revised April 25, 2016



eVoucher Attorney Manual

INEFOAUCTION .. e st e s e e e st e e e st e e e s b e e s s b e e s anbeesenreesanneeeas 1
ASSISTANCE WIth @VOUCNET ..ot s 1
(O] T T =) - [ o =T 1R S PURRR 1
COUt APPOINTMENT. . e 1
Accessing the CJA eVOUChET PrOZIram ... .. i cieeee ettt e e e e et e e e e e e s e nneer e e e e e e e e s nnnraneeeaeeas 1
[0 <=4 1o V=41 [ o FO SRR 2
Bl 1= [ L2 LT oY= 3
FOIAErs 0N the HOME PABE .....uuuiiiiiiee ettt ettt e et e e e e e s e ae e e e e e s e s s nnntrareeeeeesensnnnnenens 3
Navigating in the CJA €VOUCHEr PrOSram ... ..o icciiiiiee ettt e e e e e e e e e e e e e e s nnntaeeeeeeeas 4
YTt LU 2 - T PP 4
F AN T TS Y= VA 1= £ U 5
YNV o o 1 PR 7
FiN T o T T 0 a U= Nl 2T= ol o o PRSP 8
CJA-20 VOUCHET ProCESS OVEIVIEW ......viiiiiiiieiiieeiteesiiee ettt e ettt e st e e siateesabeessabteesabeeesabeesssseesenseesnseesanseesas 10
Creating the CJA-20 VOUCNET ...iiiiiee ettt e st e et e e e st e e e s aba e e e saaateeeeensaeeeesnsseeeeennsens 10
2ol 1) {0 O PP PPROTPPTRPPPTRPRPO 10
AT Yol 11
0= T = 12
CIIM STATUS ..t sttt b e st e bt e e et e b e e s an e e s m e e e neesneesaneeeneeeaneeenneereen 13
)T T =T T 15
Signing and SUDMITEING the VOUCNET .....vvveeiii et e e e e rer e e e e 16
Interim Payment AULNOMIZAtiON ...t e e e e s e e e e e e e s e araareeeeeeeeennsnranns 18
Claim for Compensation in Excess of the Statutory Case Maximum, CJA-26 .......cccceeeeeveeiirreeeeeeeeeennns 18
O [t =Te A Lo TU Lol o 1= USRI 18
USE OF ASSOCIAEES ...eeeteeiieiitieiee ettt ettt s et et e s e e b e s s e e b e e san e e n e e s aneenneenareenne e 19
CJA-20 QUICK REVIEW PANEL....c..eiiiiiiieeiee ettt e s s 20
Expert or Service Request Process OVErvIiEW (CIA-21) ... ieiiiicciirieeiee e eeciirreeeeeeeeeeeenrrereeeeeeeeesnnnnees 21
Creating an Expert or Service AULhOrIiZation .........eeeeiieiiiiiiiiiieeie e e e e e e e e enaans 22
CJA eVoucher for Attorneys Pagei

U.S.D.C. District of Maryland



Submitting an Authorization Request for EXPert SEIVICES ......uueeviiiiiiiceiiiiereee e eeceerraeeeee e 22

L0 Y1 [ =T | PP 22
Signing and SUbMILEING the VOUCNET ......eieeie e e e e e e e 23
Creating the CJA-21 VOUCKET ... et e s e e e e e s e s e e e e e e e e e ssnsareneeeeeeeennns 24
ENtering EXPErt NOT iN SYSTEM . ..uui ittt e e bbb b e babebebeseseseresesssssesnsrsrres 25
Submission and Approval Of CJA-21 VOUCNEIS .....cccuuiiii ettt sree e e e e e e nan e e e e aaeee s 25
TransCript REQUESE ProCESS, CIA-24 ... ueueeeieieiiiiiiitiuiuiiieieteieraieretererererererererererererererarerararararerararararerrrrrarrres 26
Creating a Travel AUthOFIZatioN ... e e e e s e s e e e e e e e e s nrarereeeeeeeennns 28
Submitting an Authorization Request for Travel..........oooiiie e e 28
Lo To{ U1 41T o | PP 29
Signing and SUBMILEING the VOUCNET .....ueeeee e e e e e e e 30
20T o Yol u a3 [ o M@ I\ T g - T= =T 4 T=T o | S USSP 31
Defendant Detailed VOUChEr REPOIT ....ccocuiiiiiiciiiee ettt et e e e e e e e e e e e s ar e e e ennees 32
Defendant SUMMAry REPOIT.......uuii ittt e e et e e s s b e e e e seabte e e s enraeeeesnsaeeeennnees 33
CJA eVoucher for Attorneys Page ii

U.S.D.C. District of Maryland



INTRODUCTION

The CJA eVoucher System is a web-based solution for submitting, monitoring, and managing all
Criminal Justice Act (CJA) functions. The eVoucher program includes the following modules:

e Online voucher submission by attorneys with automatic statutory maximum oversight.
e Online authorization requests by attorneys for expert services.

e Upload supporting documents to vouchers or authorization requests.

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

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

ASSISTANCE WITH EVOUCHER

In addition to the electronic resources available on our website
(http://www.mdd.uscourts.gov/cja/evoucher.asp), you may contact the CJA Office by email at
MDD CJA@mdd.uscourts.gov or by phone at 410-962-4674.

GETTING STARTED

Court Appointment

When an attorney is appointed to a case, the program will automatically generate and send an
email to the attorney. The email will confirm the appointment and provide a link to the CJA
eVoucher program.

Accessing the CJA eVoucher Program
You may access the CJA eVoucher program several ways:

Click on the link provided in the appointment email,

Bookmark the web address and use your internet browser to access the system, or
Click on the CJA eVoucher link in the Criminal Justice Act tab on the District Court’s
website.

CJA eVoucher for Attorneys Page 1
U.S.D.C. District of Maryland


http://www.mdd.uscourts.gov/cja/evoucher.asp
mailto:MDD_CJA@mdd.uscourts.gov

Logging In

e Log into eVoucher using your Username and Password (both of which are initially assigned by
the Court).

‘W CJA eVoucher

USER LOGIN

Existing user? Please log In.

Username: |

Password:

Forgot your login?

Notice: Thiz s a Reatricted Web Site for Offical Court
Buziness only. Unauthorized entry Iz prohibited and
subject to discipline by the Court and/or prosscution
under Title 18 of the U.S. Code. All activitics and access
attempts are logged.

If you forget your username or password, click on the Forgot your Login? hyperlink.

e Enter your Username or Email address to retrieve your information.

Forgot your Login? Please tell us your username and/for email. We will send you
an email to retrieve the missing info.

LIsername: andjor

Email:

| Recover Logon |

You may also contact the CJA Technician at 410-962-4674 for assistance with logging into eVoucher.
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THE HOME PAGE

Your home page provides access to all of your appointments and vouchers. eVoucher security settings
prevent attorneys from viewing each other’s information.

Folders on the Home Page

Your home page has several folders to organize your appointments and vouchers:

FOLDER
My Active Vouchers Contains vouchers or documents that you are currently
working on or that have been submitted to you by an expert
service provider.
Appointments List A list of all your active appointments

My Submitted Vouchers | Contains vouchers for yourself, or for your service provider,
which have been submitted to the Court for payment.

Documents submitted to the Court requesting expert
services or interim payments will also appear in this folder.

My Service Provider Contains all the vouchers for your service providers.

Vouchers
This will include:

e Vouchers in progress on behalf of the experts

e Vouchers submitted to the attorney for approval

e Vouchers signed off by the attorney and submitted
to the Court for payment

Closed Vouchers Contains vouchers that have been paid or documents that
have been approved by the Court.

Closed vouchers will only be displayed for open cases. When
the appointment is completed, the closed vouchers will no
longer be displayed on your home page. They are still
accessible through the appointment page.
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NAVIGATING IN THE CJA EVOUCHER PROGRAM

Menu Bar

Menu Bar Attorney logged in

Welcome P Lee Bailey (Attorney)

y

/|

ATTORNEY

Welcome F. Lee Bailey: | My Profile

My Appointments: | View

Search Existing Appointments: | Search

Menu Item
Home The eVoucher home page (see section on Home Page)
Operations Allows you to search for specific appointments.
Reports Selected reports you may run on your appointments.
CM/ECF Hyperlink to CM/ECF Case Search
Links Hyperlink to CJA resources: forms, guides, publications, etc.
Help Provides:
e Another link to your Profile
e “Contact Us” email
e Privacy Notice
Logout Logs user off the eVoucher program.
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Adjusting Views
You may alter the manner information is displayed in the folders.

[
Opening/Closing Folders:  Click on the E (minus sign) to close the folder.

Click on the [ (plus sign) to open the folder.

Moving Folders: You may rearrange the folders on your screen.
1. Left-click on the folder you wish to relocate.

2. Drag the folder to the new location and release the mouse.

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

Resizing of Column: 1. Along the folder headings (e.g. case, defendant, type, etc.), move
your cursor to the line between the columns until an arrow appears.

2. Left-click your mouse and drag the line in the desired direction to
enlarge or reduce the column size.

Note: The folder does not increase, therefore some columns may move off the screen.

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 area.

Case Defendant Type Status

1. Left-click on the header for the column you wish to group by.
2. Hold the cursor and drag the header to the “Group by Header” bar.

3. Release the cursor and all the information in that folder will be
grouped and sorted by that selection.
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Group by Column Heading:
(continued)

Group by... RESULT
Case Yoo s
Group by: Case = !
Type Status
Case: 2:12-CR-00007-BLW-CWD
Defendant _Group by: Defendant I
Case Defendant Type Status
e Defendant: Curtis Caraway
Type Group by: Type =
Case Defendant Type Status
5 Type: AUTH o
2:12-CR... Marisela Isela ... AUTH Vouch
Stzt: 05)... Claimed Amou... Investigator . Closed
Endi 05/2... Approved Amo... LQ 0976.0
L L
Type: CIA-20 € —
Type: CIA-26 € —
Status Group by: Status =~
Case Defendant Type Status
Status: ATTORNEY-APPROVAL
= Status: VOUCHER-ENTRY h
2:12-CR... MariselaIsela ... C1A-20 Voucher
St 01 Claimed Amoun... | Entry
Ened: OLAL .. = Edit
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MY PROFILE

In the My Profile section, the attorney may change the account username and password.

CMECE Acoess 5 BOT valsdated

LOGIN INFO SCREEN
1. Click Edit to change your
Password.
Login Info Userame ABailey
gnrivTa OECE Arcessis WOT validated
2. Click the Reset hyperlink.
Login Info =2

3. Type new password and then
retype it in the confirm field.
Press the Reset button to

Username FLBailey

save. Password
Confirm
4. Click the Close button to exit.
Username FLBailey change
Password =
Confirm *
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APPOINTMENT RECORD

D Aupusstiient !

A Oetendant

Locate the Appointment in your appointments folder on your o w1y Defendant Maniseln Tsels Quin
Defridant til ,fz'#:t:mmi;&‘":::j"“
home page. ace THEL US4 v QUGN 4% Dae: LU0

Py, Jadge: B, Lprws Vel
Adm, Map Judge; Tancy 'W. Onle
oo Defondant: Curtis Caraway
U Rmorscsntation Type; Tedersl cantz
Conse T ohws |15 . Capamy ¥ 957 T2 Appointdng Counsed

Atonest ¥, Sl Pres: o B, Lyt Vv
. . . Adn. Moy Jedce: Coddy 'W. Dl
Click on the case number hyperlink to open the appointment ; :

Defendant: James Dmest Mass

. . - 3.::;q:2;nuwfn:: Crimenndi Case
- Drder Tyow: Sobe for Pede s Defen
record in that particular case. CoseTae: s . ey 0 L ST

A, baige: B Ly Gl
Adm.Map Judge: Cancy 'W. Dale

1 Fagr 1of 1 (1 iteme)
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about

1t and

Create New Voucher

AUTH Create
Authorization for Expert and ather
Services

CJA-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

Reports
Appointment Repaort
Attorney Time Report

Defendant Summary Budget Report

Defendant Detail Budget Report

Detailed Payment
Reports

Appointment Info

1. CTR-DIST.DIV.CODE
0o

2.FERSON REFRESENTED
[Major Tom

[VOUCHER NUMEER

3 MAG.DET/DEFNUMBER

4 DAST. DET/DEF NUMBER

2:11-AP-03254-1

6. OTHER. IKT.DEF NUMEER

7.IN CASE/MATTER OF{Case Name)

B PAYMENT CATEGORY

|Appeal (from felony, misdemeanor,
joroceeding under 13 US.C. §
41064 18 US.C. § 983, post-

9 TYPE PERSON REFRESENTED

10. REFRESENTATION TYVPE

[Ground Control v. Major Tom onviction pr ing under 28 | Appallant [Other Types of Appeals
[U.S.C. 882241, 2254 or 2233, and 28
[U.S.C.81875)
11. OFFENSE(S) CHARGED
12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13. COURT ORDER
[Perry Mason - Bar Number: 123456782 []€ Co-Counsel [ F Subs for Federal Defender
};;SJ’D“ & Slf"'t [7]@ Appointing Counsel [P Subs for Fanel Attoruey
ustice Avenue - = )
San Francisco CA 94101 || R Subs for Retained Attorney [~ ¥ Standby Counsel
[Phone: 413-353-1313
[Frior Attorney’'s Name
| Appointment Dates
[siznature of Presiding Judze or By Order of the Court
[District Judge
14 LAW FIRMNAME ANDMATLING ADDRESS Dte of Order Nunc Fro Tunc Date
2/1/2011
Repayment || YES [7]|NO
Vouchers on File
To group by a particular Header, drag the column to this area. search:
Case Defendant Type Status
9:11-AP-03254- Major Tom (= 1) ALTH Voucher Closed
06/13/2011 Claimed Amount: 5,000.00 Psychologist 5y —09.0000063
End: DE/20/2011 Approved Amount: 2,500.00
Major Tom (= 1) ClA-20

AP-03254-
06/23/2011
End: D&/29/2011
9:11-AP-03254—

07/14/2011
07/15/2011

End: D1/31/2011

Claimed Amount: 1,437.50

Major Tom (# 1)

Claimed Amount: 2,000.00
Approved Amount: 2,000.00
Major Tom (= 1)

Claimed Amount: 1,674.23
Approved Amount: 1,597.70

Major Tom (# 1)

Claimed Amount: 2,000.00
Approved Amount: 2,000.00
Major Tom (# 1)

Claimed Amount: 490,50
Approved Amount: 430,50

Perry Mason

ALTH
Investigator

ClA-20
Perry Mason

ALTH
Investigator

CJA-21
Lisa Gara
Paralegal Services

.+ Submitted to Court
—09,0000064

INTERTH
Vouche All vouchers
L:; —08.000  associated with this

Voucherd  Case are shown in
Lﬂ‘ =50 this section.
g Vouche

> —
Ty —03.0000078

Voucher Closed
S —09.0000030
INTERIM PAYMENT 1

CJA eVoucher for Attorneys
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CJA-20 VOUCHER PROCESS OVERVIEW

2. Voucher audited
by Court CJA Unit

1. Attorney enters

time/expenses and
submits voucher

—

CREATING THE CJA-20 VOUCHER

3. Voucher review 4. Voucher
& approval (or

rejection) by Court

processed for
payment by Court

The Court creates the appointment. The attorney will initiate the CJA-20 voucher.

Open the Appointment record.

Click on Create from the CJA-20
voucher template found on the
Appointment screen.

CJA-20 Create
Appaintment of and Authoritho Pay

Court-Appointsd Counsel

Basic Info

The voucher opens to the
Basic Info page which is
representative of the
CJA-20/21 voucher.

A Menu Bar appears across the
top of the voucher. You may
navigate using the menu bar or
the progress bar (shown below).

b Dasic Inte Servoey Capenres Clatee Status Decuments Sevwmaery Coshirmation

" Basic Info

| CIR ST 07 COOR T RO RETRTAENTED
374 -\

Lu&-\l -
At et

TSCNES R

s
4 WA BT GRS VoARE. o ALA T SR LR L STIEE N1 voumee

TIN CATE WAATTER OV A e % TVRL PO SETRETENTED

T et Dty

1% REFRIRET A D000 VTR

A+ Oullarts Db o & —

[EXC e TR Iy
ass DF<

The Progress Bar appears at the
bottom of the screen.

[ <<Fwst |[ <Previous |[Next> |[Last>> | | [ove] | ]

The user should frequently SAVE
any entries made on this voucher
to avoid data loss.

Delete Draft button.

] ]
Note: At any time prior to submitting the voucher, the user may delete the voucher by clicking the

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland
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Services

Both In-Court and Out-of-Court
time should be recorded on this
screen.

I
Line item time entries should be — e ——— e, —
Services
entered on Services tab. - o
gl —
[FRTSTRRRERr———————————————

S Rassse ) =) L Powbet )

1. Enter the date of the service
(REQUIRED).

The default date is always the
current date.

You may type in the date, or
select a date by clicking on the
calendar icon.

2. Select Service Type from the
drop-down menu. (REQUIRED)

Note: You may add time in any
order. You can also sortin
chronological order at any time.

e YT ) o
e ige -
P e
e . Armver e wadier due
I L
o way

MR IAT o e resear

L Reawabne et |
o mEreads ot

W Oher

Cer i lzan senkes

“ Tuirrdce and Caslerenes

Boukinewg and Hewerg eccite

b legal Rewanbowl Tl Weitng

3. Enter hours of service in
tenths of an hour. (REQUIRED)

(REQUIRED)

5. Click Add.

4. Add a description of services.

e e -3 TRIWNR Tynt Appanrence mrd aTasvnent ot
- # Ansgrre et Plas Defendant

e s B “

e (1N 00

Note: The rate will adjust depending
upon the date of service

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland
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The entry for services will be
added to the voucher.

Note: You may group your entries
by any of the column headers by
dragging the header to the Group
By bar.

Click Save.

_Servicos

Jarvee T =l
Sox. @ (EOF) oo

Oatr

. SN0001 Fast Appasrwnce and avegesent of Debendart

Please note there is NO AUTOSAVE function on this program. You must hit the Save button
periodically in order to save your work.

Expenses

Line item expense entries should
be made on the Expenses tab.

1. Enter Date (REQUIRED)

Enter Expense Type from

drop-down menu (REQUIRED)
3. Enter

a. miles traveled, if any,

and/or

b. dollar amount of expense.
4. Enter Description (REQUIRED)
5. Click Add. (REQUIRED)

Note: The mileage rate will adjust
depending upon the date

Note: If you are claiming in-
house photocopy expenses, you
must indicate the number of
pages and the rate charged per

page.

Click Save.

Expenses

| Dwn 20 | Cercremen

Sxwne Tow -

| My TP per wie 5 5.5000

f,, o Asd || Ramow

DateT  Descrptum

- SHENISIL e o aen aonrt " T 0

M Rate Ami |

ESTLIIE Cope of Dumseary: 538 pagen @ 13 por poge. . . tham|

CJA eVoucher for Attorneys
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Once you begin entering data on the Services or Expenses tab, you may receive the following error
message:

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

This error message will be removed when you complete the Claim Status section described in the next
section.

Claim Status

1. Enter the start and end date Claim Status
from the services or expenses
entries. Start Date 112011 -9 End Date 2/28/2011 e |
Payrnent Qs
Frw Payment
Note: The dates do not carry Bt 2 lmstans
over from other sheets. et

Have you oraviousls apphed to the court for compsasaton and/or rembutseesnt for P Byes o

2. Indicate final or interim

If Yes, ware you pagd? SYes
payment. If yOU |nd icated Other than from the Court, hawe you, o to you knowiedge has amyone eke, eceved T * o
. i i i . f\zM rrm"?nv- o anyahing of vabie) from 3ny othar surce N Connecton w
interim, enter which interim PR

Decte Ovaft |

number this voucher represents. L
3. Answer all the questions
regarding previous payments in
this case.

4. Click Save.

Refresh your browser and the
error message should go away.

CJA eVoucher for Attorneys Page 13
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To easily find out the earliest and latest dates, go to the Services or Expenses tab and click on the Date
column heading to sort chronologically by date.

Basic Info [ Services Expenses Claim S

Services

* Required Fields

Date 2232012 = %

Service Type v =
Doc. # (ECF) Pages

Hours * atrate 125.00

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

Service Type @ Description
a. Interviews and Confere... 09/12/2011 3 phone calls, letter to client
b. Obtaining and Reviewin... 09/12/2011 Initial review of case

Fhone call with Federal Defenden
case, letter from client
a. Interviews and Confere... 09332011 Met with famity at my office

Reviewwed 3 boxes of documents
brought

a. Interviews and Confere... 09/32/2011

b. Obtaining and Reviewin... 09332011

Note: Incorrect start and end dates on the Claim Status tab is the most common problem with the
eVoucher system.

CJA eVoucher for Attorneys Page 14
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Documents

Attorneys (as well as the Court)
may attach documents to any
record.

Attach any documentation which
supports the voucher, e.g., travel
or other expense receipts, orders
from the Court, Claim in Excess
of the Statutory Case Maximum,
and CJA-26s.

Supporting Documents
feupload

Fia | Browse
Dascrpton

Upload

Descripton Deluts View

Mo Antachments

1. To add the attachment, click
the Browse button and locate
your file.

Note: All documents must be
submitted in PDF format.

2. Add a description of the
attachment.

3. Click Upload.

Supporting Documents

F\CM-ECFTRAINNGIDs | Browse. | |
Descrption Copees of Receipty e

Descraptsun Dwhets View

Mo Aftachments

The attachment is added to the
voucher.

Supporting Documents

e Browse
Descrpten
Upload

Owacrgptian Oulete  View

Copies of Recepts

Click Save.

pr—
<<First || <Previous |[Next> || Last>> [save| [ IpeleteDraft |
el

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland
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Signing and Submitting the Voucher

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

Click Last.

Y

<<Frst | [ <Previous ||Nm>®|save| [ Delet= Draft |

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

1. Verify the information is
correct.

2. Scroll to bottom of the screen.

(continued on the next page)

Confirmation
L CIL DRET TV UK T FIRSON REPAESENTED romcRER NEwBER
a6 [\farsssta Issla Quintana de Tarargo
2 MAG DKT TRT NUMSER 4 TEST OKT INT VUOURER § ANTEALL IKT INT NUMGER & OTHER DK UNF NUMBER
3 12-CR.00007-1. BLW.CWD
TIN CASE MATTIN OFfCamume |3 FATMINT CATEGORY 7 TVPL PERSON REPRESINTED. T8 REPRLSENTATION TAPE
sieay (mmcisdny pre-trial Sverses
JUSA v Quastass e Tusaps o et ey Adult Dufonndars Criminal Case
T OITENI) CHARGED
T2 ATTORNEY # SAME AND MAILING ATERESS T COURT ORIER
. Lee Basley - Bar Nugsber 1233 € Colomnsl T S ot F sl Snfiontr
P20 W Fart Street, Rim 00 7 © Appaiating Coumial £ Suha f5¢ Pamal Atszrmey
il tael)
208 1249308 s G ottt Abseowsy 3V Doty Comondt
T4 LAY TTRM NAME ASSMATLING ADKRETS rint Aarnes's Xime
= u 6 AT | \epcmrmaent Daves.
ailey & Associates TIN: #24.2.6785 fignorass of Pressiing Jndgs s By Onder efthe Couss
133 Lagal Bivd. Sourk Lyna Wismli
Agy Town DC 12545 USA < Ovem Nume Prs Tume D
[Prone £18.355.4000 12212010
Frae £25-595.4001 Riparement 1VES (0

TOTAL
CATEGORIES s | e | ASEIEE. [ ANREY REVIEW
CLAIMED
1 o Assgrmest snd of Ples 0.3 $82 20
& Bal and Detestuon Heartag 0 0 00
¢ Moswon 0 0.00
& Tral 0 30 00
2 Seatencg Hewsgs 0 ¥ 00
{ Pevecatsse Heanen o $0 00
g Appeals Cocst 0 $0.00
& Othee ) $0.00
Totals 0y $42 %0
16| & ltarveews and Conferences 0 $0.00
> Obarmg ant Py Racceds 0 00
¢ Legal Rotasrch and Bewd Wreang 0 3000
4 Trnel Tome 0 ¥ 00
¢ luvestigative ac Other Work [ 000
Touals 0 30 00
T -
CJA eVoucher for Attorneys Page 16
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3. Notes Box: Use this box for any
additional information you may
want to include.

4. Check the box to swear and
affirm the truth or correctness of
the voucher.

The date and time will
automatically be entered.

4. Click Submit to send to the
Court.

it ravel Experses (odymg paring u:m— ;‘ ,0
_—a

i3 Dvr'bp'nn:wmvmw $11%0

ALS &

— —— |
I8 CERTITICATION OF ATTORNIY FOR THE PERICOOF SERVICE P AFFOINTMENT TERMINATION DATE ¥ OTRER 1 CASE IRSPOSTTION
THAN CASE COMILITION
FROM L1201 TO 2282001

3 CLAIM STATTS T St v lomes Prmas w Ty Prowes

Have yoo Previcoaly sppiied 10 the court Sor comp and oc reenivy feetti? & YES NO
yes, wese youpuat” |5 YES NO

Other thin froe S Comst, have you, or 8 your inswiedye 2as sevene else, received pevment (rompesaion of o riong of valbae) o
22y ofher soure m cosnectn with fhis represeatation” YES 3 NO  Myer pleass stach yoppornting Socumentation
T Svear w4 PR the tTeed w coTeeseent 5f e sheTe Uubeme

Siguaraes of Attoerey Dete Lgpad

b2 o~ covwt cour T OF COURT COMP TRAVEL DTXES e oTiEa rowxas  TOTAL AMT AJTR.CERT
El: €0 50 00 0 00 50 00 000

' DGNATIRE OF THE FRESIENG JUDGE paATE TUDGE COm

P2 OTHER DO P TOTAL AMT APFR CERT
159 00 QW0

ji8 T¥ COURT oMy OUT OF COLRT CONP 1 TRAVIL DT NS S
.00 0.00 0 00

P4 DONATURT OF THT CHITF JUDOT. COURT OF AFFEALS 1OR TELEGATE) Pyt approvad i -

froenn f 1A ety Shr oA aid st Jua. R0CT CORE

Include Case Disposition in Notes section when submitting a final voucher

v mhhulhcmdlhmm
Oate: 3/22/2011 94949

O Submit

cotrat |[ <Provea [Tt J[lator | [Sevw] [Ceeworen |

A confirmation screen will appear
indicating that the voucher has
been submitted for payment.

Click on the Home Page.

Q
nas besn subrmitted Yo You wi 2otk if we neec mare dedsin.

Feme trep the folowng vouther runder for o swe recards:

0976.0000058

The active voucher has been
removed from the My Active
Vouchers folder and now appears
in My Submitted Vouchers folder.

= My Submitted Vouchers

To group by a particular Header, d'a[!he column to this area.

Case Defendant  Type Status
__|>2:12-CR-0000... Marisela Isel... CIA-20

Stam 01012011 Claimed Amo... F, LeeB...

End: 02/28/2011

2:12-CR-0000.,. Curtis Caraw... CJA-30
S 09152008 Claimed Amo... F, LeeB...
Enc: 11/30/2009

1 Page 10of 1 (2items)
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Interim Payment Authorization

Counsel seeking interim payments in a case should follow the procedure in place for requesting interim
payments outside of eVoucher. Counsel should submit a written request to the CJA Coordinating
Attorney. The request should address the complexity of the case, the anticipated length of the
representation, and the financial hardship which would ensue should counsel undertake the
representation for such a period of time without compensation.

Claim for Compensation in Excess of the Statutory Case Maximum, CJA-26

When fees in excess of the case maximum are requested, the attorney must prepare a CJA-26 and
upload it as a PDF attachment to the CJA-20 voucher. The CJA-26 form is available here and guidance
to assist in preparing the CJA-26 is available here.

Rejected Voucher

If the voucher has been rejected by the Court, it will reappear in the My Active Vouchers folder,
highlighted in gold. An automated email message will be sent explaining what corrections need to be

made.
Home Operations Reports Links Help logout
> Home
Welcome Bonnie Kates; My H
My Appointments:  View
Search Existing Appointments;  Sear]
To group by a particular Header, drag the column to this area.
Case Defendant Type Status
9:09-AP-1... Smith, John (= 1) CJA-20 ., Voucher Entry
Start 04/06/...  Claimed Amount: ... Bonnie Kates LAV“ --05.0000062
End: 01/08/2...
1 Page 1of 1 (1items)
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http://www.uscourts.gov/uscourts/FormsAndFees/Forms/CJA/CJA26.pdf
http://www.uscourts.gov/uscourts/FormsAndFees/Forms/CJA/CJA26A.pdf

Use of Associates

When an attorney seeks to use the services of an associate in a representation, the attorney must
email the CJA Office at MDD CJA@mdd.uscourts.gov or call the CJA Technician at 410-962-4674 with
the following information:

e the associate’s name

e the associate’s mailing address

e the associate’s email address

e the associate’s social security number

e information about any firm association, including EIN

The CJA Technician will issue the associate a user name and password.

The Court will appoint the associate, which will allow the associate to create the CJA 20, enter services,
enter expenses, print the voucher, and submit the voucher to appointed counsel.

Prior to submission of a CJA 20, appointed counsel will review the associate’s voucher, affirm the
accuracy of the associate’s voucher, and upload the associate’s voucher as a PDF attachment to the
voucher being submitted to the Court. Associate services are to be clearly marked as such and claimed
in the “other” category of the CJA 20.

CJA eVoucher for Attorneys Page 19
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney may monitor the voucher totals by

using the quick review panel on the left-hand side of the screen.

Services and Expenses will total
automatically as entries are made
to the voucher.

f‘: CJA-20
8 Vouchear Entry

uirtlune dw

Servicoa: §312.50

(%) Expcnses $30.60 |‘

Reports

Form CIA20 (printable version)

Expand the item to reveal specific
types of entries.

Click on the down arrow (¥)to
expand or minimize the view.

@ services: $312.50 ( - )
In Court Services
Service Hours Amt.
Arraignment and/or
Plea 0.5 $62.50
Bsil and Detention
Hearing o LD
Moticn Hearings o 50.00
Trial 0 50.00
Sentencing Hearing o 50.00
Revocation Hearings o 50.00
Appesls Court o $0.00
Other 1] 50.00
Totals 0.5 $62.50
Qut of Court Services
Service Hours Amt.
Interviews and
Conferences o LD
Obtaining and
Reviewing Records 10 $125.00
Legzl Ressarch and
Erief Writing o 2000
Trawel Time 1.0 512500
Investigative and
Cther Work 4 LY
Totals 2.0 5250.00
€ Expenses: $30.60 -
Travel
Expense Type Amount
Travel Miles $30.50
Trawvel Misc $0.00
Totals $30.80
Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges 50.00
Photocopies $0.00
Postage 50.00
Other Expenses $0.00
Totals £0.00
|

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland
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EXPERT OR SERVICE REQUEST PROCESS OVERVIEW (CJA-21)

Before expert services in excess of $800.00 may be claimed by an attorney, the attorney must obtain
court authorization. Once authorized, the request moves to the CJA unit for final system update. The
authorization will appear in the appointment record for that defendant, which is viewable by the Court

and by the attorney.

A more detailed description of the process can be seen below:

Attorney submits
request

=

Request reviewed
& approved or
rejected by court

=

Authorization
amounts are set by
Court

Attorney notified
and may submit
vouchers against

authorization

e An Authorization Request is submitted to the Court through the CJA eVoucher program. The
Court approves the services within the eVoucher program. A judge must approve the service
prior to employment.

e The Clerk’s Office will enter an authorization with a specified amount. This may or may not
appear as a “not-to-exceed” amount. An e-mail is generated notifying counsel that an
authorization is approved.

e A voucher which exceeds the authorized amount cannot be submitted without additional
approval. The eVoucher program will decline the submission of a voucher in excess of the “not-
to-exceed” amount.

Interpreters: You may employ an interpreter prior to receiving authorization. However,
authorization must be obtained prior to submitting vouchers.

Translation of Documents: Authorization is required prior to employing interpreters to

translate or transcribe documents.

CJA eVoucher for Attorneys Page 21
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CREATING AN EXPERT OR SERVICE AUTHORIZATION

Submitting an Authorization Request for Expert Services

1. Open the Appointment
record.

2. Click on Create from the
AUTH template located on the
Appointment screen.

The Basic Info screen will open.

3. Complete the information in
the blue section at the bottom of
the screen:

e Estimated Amount

e Basis for Estimate

e Service Type from the
drop-down list

e Name of Service Provider

4. Click Save.

5. Click Next.

Order Date

Nunc Pro Tunc Date

Repayment

Estimated Amount 6000 —

Authorized Amount

Basis of Estimate 100 hours at $60/hour| e

Description

——

Service Type Investigator b

Requested Provider Dick Tracey —
<<First |[ <Previous |[Mext> |[Last>> | [save| | Deletepraft |

f

Documents

1. Upload:
e Affidavit of counsel
explaining the necessity

Basic Info

» Decuments Confirmation

Supporting Documents
Aeupoad:-

for expert services Fae Brawse
. Descrpton
e Resume or curriculum

vitae of expert, if Upbaad

available -
2. Click Save. s e '
3. Click Next.
CJA eVoucher for Attorneys Page 22
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Signing and Submitting the Voucher

The Confirmation screen will
open.

1. Complete the information in
the blue section at the bottom of
the screen:

e Check the box to swear
and affirm the truth or
correctness of the

Hitey

41 wwn and alffam the truth or comer e of the above statementy

VINMI 1e1237

y Submit

request. o)l ne= S
e Your request will
automatically be dated
and time-stamped.
2. Click Submit.
A screen will appear indicating S

the voucher has been submitted
for payment.

Click on Home Page.

Your voucher him been subnetied for payment. You i receve 8 nosfication if e need nere detsin

Platsn boep the Sollowing voucher rumber iy your s recortly;

0976.0000069

Back to
Home Page

Appomement Page

When the Court has approved the Authorization, it will move from your My Submitted Vouchers folder

to your Closed Vouchers folder.

Note: You will not be able to create a CJA-21 using this authorization until the authorization has

been approved.

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland
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CREATING THE CJA-21 VOUCHER

Open the Appointment record.

Click on Create from the CJA-21
Voucher template found on the
Appointment screen.

CIA-21

Authorization and Voucher fo

and other Servicas

Click User Previous
Authorization.

All approved authorizations
associated with the appointment
will be displayed.

Click to highlight the
authorization you wish to
associate with the CJA-21.

The Basic Info screen will appear.

- B safe

Basic Info

T RTRTTEE
)

The service type will roll-over from the authorization selected. If no authorization is being used, you
will use the drop-down box to select the service type.

e Enter a Description of the service to be provided on the CJA-21
e Click on the arrow to select your Expert from the drop-down list. The expert’s contact

information will be displayed.

o Note: Only experts registered with the service type selected will appear in the drop-

down box. See below to enter an expert not on the drop-down list

e Click on Create Voucher

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland
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Entering Expert Not in System

If the expert you would like to use is not in the system, you can add payment information and create
the CJA-21 Voucher using the New Voucher Information section.

Note: While you can enter payment information for an expert who has not been added to the system,
you will not be able to submit a voucher for the expert until the expert is approved by the Court.

e All fields in asterisks are mandatory
e You must also fill out the Country

Submission and Approval of CJA-21 Vouchers

CJA-21 vouchers require two levels of submission or approval. The attorney will enter the services and
expenses on behalf of the expert (based upon the invoice and receipts submitted by the expert which
are then saved as PDF documents and uploaded as attachments), as well as perform the first level of
submission.

Submitted to

’/ Attorney
097F5.0001007F

The voucher will appear in the attorney’s My Active Vouchers as

The attorney will then perform the second level of approval/submission by clicking on the voucher,
navigating to the Confirmation page and approving the voucher. The voucher will move to the
attorney’s My Submitted Vouchers folder.

CJA eVoucher for Attorneys Page 25
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TRANSCRIPT REQUEST PROCESS, CJA-24

Before a transcript can be prepared, an attorney must obtain court authorization.

For cases in which counsel, appointed at the district court level (including substitute counsel), is
making the request for a transcript for use in a district court case, counsel should click on the hyperlink
for the case from the Appointments list of the Home Page and follow the procedure below.

Note: For cases in which counsel appointed by the Fourth Circuit is making the request for a transcript
for use in an appellate court case, counsel should contact the CJA technician who will create a new
appointment. Counsel will then follow the procedure outlined below.

1. Open the Appointment
record.

Authorization for payme

2. Click on Create from the SEAHECHDE
Auth-24 Voucher template found
on the Appointment screen.

3. Enter the required
information in the boxes marked
with an asterisk, including the

date of the proceeding and court
reporter.
4. Click Save.
S ——
5. Click Next. i
oy e €
rescateg (0 te i 6'_
Apgertiand Canr (W]
- —— i
:-.‘M g",j'h
: B iy B i— - & - Catas e
Tobvmw Oypwwy Som—— Eaaakt = ol Ay b o O
Cadw Bate
Wend o T Dute
E: ~anrji>i-'l |[Lams ] [ 3o | [ oweiszen |
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6. Upload any supporting
documentation.

Note: All documents must be
submitted in PDF format.

The Confirmation screen will
open.

Hiten

7. Add any notes.

8. Click Save ‘ l-—E-mn-mm.. of tha shove
’ ) Dty 321 181237 |’ ﬂ submit

T )= [ty (o> ] [ew] [oeenion |

9. Complete the information in
the blue section at the bottom of
the screen. Your request will
automatically be time stamped.

Once the request is reviewed and approved by the district judge, the transcript clerk will order the
transcript and issue a CJA-24 for review and approval by appointed counsel.

Note: If one court reporter has transcribed all proceedings in a case, requests for transcripts of
different proceedings may be included on one CJA 24 AUTH. If multiple court reporters transcribed
proceedings in a case, a separate CJA 24 AUTH must be completed for transcript requests of
proceedings transcribed by different court reporters.

CJA eVoucher for Attorneys Page 27
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CREATING A TRAVEL AUTHORIZATION

Submitting an Authorization Request for Travel

1. Open the Appointment
record.

2. Click Create from the Travel
Voucher template located on the
appointment screen.

TRAVEL

Authorization for payment

The Basic Info screen will open.
The Travel Agency to be Used
section will automatically
populate.

3. Click the Authorization
Request tab at the top of the
page or the Next option from the
progress bar at the bottom of the

page.

Nanie Tnke Requrat (=
Basic Info
TIh D OV CO0m TER IS AT O SR
0 % rey & Gy
e LT T IRT FLARLR ¥ AITEALL T AR  CTIRE ST AT L
& L0000 JAA
TN AN RATTER 3N e e & FALVMENT CATTCORY § TURE PRGN RETEFIITTES % BETRE YT ATION T
e | iy v 50l B v i
A oo ot o ¥ - - \ 2k Dletragy ol Com
Ot s
e cRAMID
135343505 SNOOLE TAX FAILLEE TO FILE
DATTORSET | VO ATV ammr s W CoOwT s
Awhon At - Bar N {204 A desscan e —
:.'1.-';1:«\. & ¥ 0t S D et |9 gaening (e
. At TX 214
’
porphdidims Yot Pyt Avmr |7 Ve e B Avones
| Nl eaee
Prie snsme « Soam
o v——
Jranctes of Ry Joume o B 1ate 3o Lieet
N _ ARert ASwesen
B4 LA VS AN A beera ST iee
TRt
S | V0 o

Traved Agemey e e Gk

Wotuul Traved

LA Trws! L
Turw 100

texand Flast

Lo Angeles, CA B8

Share! 1000404 TN
P 1-000-00- 2777

[rwd Zescras®zgport o0 ezt ey

| T | R L [ (W] il

CJA eVoucher for Attorneys
U.S.D.C. District of Maryland

Page 28




The Request for Travel screen
will open.

4. Complete the information in
the blue section:

Hawic Into  » Asthortzation Regaest Do wmaite Contirmation

Request For Travel*

* Heguired Felds

Mmie avd Tithe of Pewnan Travelswy:
Advran of Pevsan Tiavelng
e Person Traveling Parpeie of Troved
Trawed Fram v st
e Address of Traveler Traved 1o Locaties:
Itmated Detes ol Traved
e Purpose of Travel — Cotmated Cant
P . Abrbae Tichets vin O Covermimes |
e Travel Origination Travel Agescy
. . Grused Trampartabon
e Travel Destination e e DAAeL & Pl
e Dates of Travel o]
e Estimated Cost ST——r—
e Justification for Travel TRV oy S
. ]| Ao
5. Click Save.
M yerw wd - e = Yot roptate.
% Aol ot of hotel s raee L B D srtatbubed Dwr Se e Dxpwmses &y ravet o ovw dey o leet ey ¥ o b3 e VT eie
6. Click Next. [NTPrrRSE—————————m—m-——---—-
e Parvcar Trawel Te Travel Dute  Reguested
W ad, VW s D cmin. L g, 6 Sy 0o
| Pullt'll‘b!i
T | s | s s R o B
Documents

1. Upload any supporting
documents.

Rasic Info Authorizstion Reguest » Documents Cantirmation
2. Click Save. Supporting Documents
3. Click Next e Bowae
Deacnpbion
Upload
Casinption Delots  View
cert | [ cmevece | [Reats | [y ] [zon] Deets Ot _|
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Signing and Submitting the Voucher

The Confirmation screen will
open.

1. Complete the information in R
the blue section at the bottom of =
the screen:

v | Fswear and afTem the trsth or coeractiess of the above statements |
. Dete: 6/18/2014 2203 ~ Submit
e Check the box regarding TR |

the accuracy of the
authorization request.

e Yourrequest will be
dated and time-stamped
automatically.

<Frat | [ crmans [ Neas || Lt ] | see | [ Deete Dot |

2. Click Submit.

A screen will appear indicating
the previous action was o
successful and the voucher has Ve e s B i e Pyt o il ocutes i obialion I i oo e datule

been submitted for payment. RS B e S PR KRS J Y St Coi A
0101.0000162

Click on Home Page to return to -~

he hom . Home Page
the home page Appointment Page

The Travel Voucher will now appear in the My Submitted Documents section. When the Court has
approved the Authorization, it will move from your My Submitted Vouchers folder to your Closed
Vouchers folder.

CJA eVoucher for Attorneys Page 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.

Viewable reports appear on the left-hand review panel.

Each panel, depending on which screen you are viewing, may have different
reports available.

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

The two main reports are the Defendant’s Detailed Voucher Report
Summary and Budget Report.

AUTH Create
Autherization for Expert and other
Services

CIA-20 Create
Appointment of and Authority to Pay
Court-Appainted Counzel

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

CIA-26 Create
Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximurm: District Court

Reports

Defendant Detaied Voucher Report
Provides details on time spent and
remaining money for attorney and
authorized experts for this
appointment.

Defendant Summary Budoet Report

CJA eVoucher for Attorneys
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Defendant Detailed Voucher Report

This report will reflect the total amount authorized for this representation, any excess payment
allowed (as with a budgeted case), the voucher submitted against those authorizations, and the

remaining balances.

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

expert services. Total Requested; Requests for Excess
Total Approved Payments

$50,000.00 Total: $50.000.00 $50.000.00

Voucher Voucher Pending Amount Remaining.

Number Fees Expenses Total After After
Travel Other And Pending

Attorney: F. Lee Bailey  (Appointing Counsel) Active |
1272172008 to 01/30/2009 0978.0000054 $0.00 $0.00 $0.00 $0.00 $3,100.00 542274 $1250 1 $45,000.00 $45.900.00
01/01/2011 10 027282011 [ 0676 0000058 562.507 $5.10 $10.00 $77.60 $0.00 $0.00 $0.00 .00 w.ooo.oo' $48,837 50
Total Pending: $77.60 Total Approved: $3. I $46.900.00  $48,837.50
Voucher =
#2

Expenses
Travel Other Travel Other And Pending
Authorization Number: 0976.0000055  Amount Requested: $15.500.00 Amount Authorized: $15.500.00 Attorney: F. Lee Bailey
Vendor: (Investigator)
No Voucher $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.90 $15.50000 $15.500.00
Pending For Vendor: $0.00 Approved For Vendor: sofo
Total Pending: $0.00 Total Approved: $0. $15,500.00 $15.500.00
CJA eVoucher for Attorneys Page 32
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Defendant Summary Report

This report contains the same information as the Detailed Report without the individual voucher data.

Type of Representation: Criminal Case D D Numb A Claimed A ot Adjusted
o 3 $50,000.00 CJA-28 0076.0000056 $35,000.00 $35,000.00
o 9 : o ClA-26 0076.0000077 $15.000.00 $15,000.00
Budget Amount Approved: $50,000.00 Total: $50.000.00 $50,000.00
Time Period Voucher Pending
For Voucher Number Fees Expenses Total
Travel Other Travel Other And Pending
Attomney: F. Lee Bailey (Appointing Counsel) Active
Total Pending: $77.60 Total Approved: $3541.24 $4690000 $46,837.50

For Voucher Number Fees [ Expums Toul Fees Expenses Total : hu —1= Ahc

Approved Approved
Travel Other Travel Other And Pending
Authorization Number- 03760000055  Amount Requested: $15,500.00 Amount Authorized: $15,500,00 Attorney: F. Lee Bailey
Vendor- (Investigator)
Pending For Vendor: $0.00 Approved For Vendor: $0.00
Total Pending: $0.00 Total Approved: $0.00  $1550000  $15500.00
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