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Appointment Obtain 
services Get paid



CJA appointments

1. You must be on the CJA Panel – application at www.txnd.uscourts.gov
2. Set up eVoucher account (Tammy can assist)
3. Access eVoucher via website:  www.txnd.uscourts.gov/cja-voucher
4. Notification of appointment 

Make sure your mailing address in eVoucher is current.

http://www.txnd.uscourts.gov/cja-voucher


Representation basics
• “Compensation”  v.   “expense reimbursement”
• $152/hour (or $195 for capital cases)
• Guide to Judiciary Policy, § 230.23.20 (www.uscourts.gov). 
• Compensation caps do not apply to expenses.
• “Excess” compensation must be approved at the Circuit level

in extended and/or complex representations only.  See 18 USC §
3006A(d)(3).



Representation basics
Case Compensation Maximums (anything over is “excess”)
• Non-capital felonies, writs (§ 2241, 2254, 2255) - $11,800
• Misdemeanors - $3,400
• Material witness, Supervised Release revocation, Target letter 

(unindicted) - $2,500



Representation basics
• Appointment lasts through appeal unless you are replaced (but Circuit 

pays for appellate work).

• Appointment includes ancillary matters “appropriate to the 
proceedings.”  Guide § 220.20.

• You need permission to use associates, even if they are from  the same 
firm.   Misc. Order No. 3 (CJA Plan, p. 17)(www.txnd.uscourts.gov)

http://www.txnd.uscourts.gov/sites/default/files/orders/misc/MiscOrder3Criminal.pdf


Representation basics
Record Keeping:  Appointed counsel must maintain contemporaneous 
time and attendance records for all work performed by associates, 
partners, and support staff as well as expense records.  Such records are 
subject to audit and must be retained for three years after approval of 
final voucher.”   Guide, § 230.76.



Representation basics

• File vouchers 45 days after disposition.  Guide § 230.13.

• CJA counsel may not accept payment from or on behalf of the client 
without authorization by a judge.  Guide § 230.40.

• If counsel obtains information that a client is financially able to make 
payment, counsel shall advise the court unless the information is 
protected as a privileged communication.  Misc. Order No. 3 (CJA Plan)

http://www.txnd.uscourts.gov/sites/default/files/orders/misc/MiscOrder3Criminal.pdf


CJA 7

www.uscourts.gov/forms/cja-forms



Investigative, Expert, and Other Authorizations
• Under 18 USC § 3006A(e), counsel may request funds for “investigative, 

expert, or other services” that are necessary for the defense.      
• “AUTH”

• Includes investigators, interpreters, mental health professionals, 
transcripts, stenographers, notaries, computer services, paralegal, legal 
assistants, law students. . . . Guide § 320.



Investigative, Expert, and Other Authorizations
Do I need permission before I hire someone?

If compensation for all services 
combined will exceed $900 Authorization is needed 
(excluding expenses)                   

Guide § 310.20.30.



Investigative, Expert, and Other Authorizations
How much?

• Up to $2,600 compensation (not expenses) per provider 

• Court may authorize more than $2,600 for services of “unusual 
character or duration” with Circuit approval.  Guide § 310.20.20



Investigative, Expert, and Other Authorizations 

Motion for Authorization (“AUTH”)

 Amount + Hourly rate (or other appropriate basis for fee)

 Amounts already incurred by the provider

 Other authorizations/expenditures in the case

 Demonstrate with specificity the need for requested services

 If >$2,600 show “unusual character or duration” of the services.

 CV or resume, special skills, certifications, bilingual, etc.



Investigative, Expert, and Other Authorizations

File motions for authorization of services ex parte and under seal.  They 
must be heard in camera and must not be revealed without the consent 
of the defendant.   Guide § 310.30.



Investigative, Expert, and Other Authorizations

Can I hire my spouse?

Maybe.
Prior to engaging any relative to perform CJA compensable services, 
counsel should first provide notification of the relationship and potential 
services to the presiding judicial authority.   Guide § 310.20.05(a).



Travel Authorization

• Prior authorization required for airline travel and hotel expenses.  

• Instructions and authorization forms are at www.txnd.uscourts.gov (CJA 
Handbook)

http://www.txnd.uscourts.gov/


TXND Travel Authorization

www.txnd.uscourts.gov/chapter-vii-payment



Computer Hardware/Software Authorizations

• File motion for authorization to acquire hardware, software, or litigation 
support services not typically in a law office.  Guide § 320.70.40.

• Property purchased with CJA funds is property of the United States and 
must be returned upon completion of case.  Guide § 320.70.40.

• Costs exceeding $10,000 require consultation with 
National Litigation Support Team in Defender Services 
Office.



BUDGETS Do I need a budget?

The Guide § 230.26 encourages budgets if:

If attorney time = 300 hours 
OR

Total expenditures = $45,600 (300 x $152)

Meg Alverson, Circuit Case Budgeting Attorney (504-310-7799)



BUDGETS Why?

• Budgets allow for interim payments by District Court at 80%
If you won’t reach the budget threshold but can show a need 

for interim payment(s), file a motion under Guide § 230.73.

• Budgets can include other service providers, paralegals, etc.

• Budgets/AUTHS are not a guarantee of payment.

https://www.uscourts.gov/rules-policies/judiciary-policies/cja-guidelines/chapter-2-ss-230-compensation-and-expenses#a230_73


BUDGETS How.

• File an ex parte, sealed motion with a 
proposed budget.

• Include attorney services, associates, 
other service providers.

• Attach CJA Forms 28 at 
www.uscourts.gov/forms/cja-forms

• Expect a hearing

http://www.uscourts.gov/forms/cja-forms


VOUCHERS

Auditing Rules & Helpful Tips

. . .How to avoid voucher cuts, voucher 
rejections, and emails from clerk staff. . . 



VOUCHERS

CJA 20 – attorney (CJA 30 for capital)

CJA 21 – service provider (CJA 31 for capital)

CJA 24 – court reporters (transcripts)



ATTORNEY VOUCHERS – Compensation



ATTORNEY SERVICES – Compensation 
Out-of-Court Time

1. Interviews and Conferences
2. Obtaining and Reviewing Records
3. Legal Research and Brief Writing
4. Travel Time
5. Investigative and Other Work

 A letter written to the client could be billed 
under Interviews and Conferences or 
Investigative and Other Work

In-Court Time

1. Arraignment and/or Plea
2. Bail and Detention hearing
3. Motion hearings
4. Trial
5. Sentencing Hearing
6. Revocation Hearings
7. Appeals Court
8. Other (includes “wait time” in court)



ATTORNEY VOUCHERS

“Services” 
• include CM/ECF No. from docket
• Don’t combine different categories of work in one entry
• No block-billing. Bill in 6-minute increments (0.1 hour, 0.2 hour).  
• Identify person communicated with and what you spoke about 

(“called X about Y”)
• Identify issue researched
• Identify item received/reviewed/drafted



ATTORNEY VOUCHERS – incorrect aggregate billing

This entry includes 
Obtaining and Reviewing 
Records, Travel Time, and 
two kinds of Conferences



ATTORNEY VOUCHERS  

“Services”

• In-court time = docket “minutes” entry 
• Wait time in court is billed as “in court-other”
• Provide more detail for entries that approach 3-4 hours
• Identify time and expenses spent “in common” with other CJA 

clients.   Prorate the time.  Double-billing is prohibited.  Guide §
230.50.

https://www.uscourts.gov/rules-policies/judiciary-policies/cja-guidelines/chapter-2-ss-230-compensation-and-expenses#a230_50


ATTORNEY VOUCHERS 

“Services”

• Don’t bill for overhead (billing or setting up eVoucher account)
• Don’t bill for tasks that do not require the services of an 

attorney (filing documents, dropping off plea papers)
• Excessive updates to family members require more support.
• Do include tasks you are not seeking compensation for. . . 



ATTORNEY VOUCHERS – Expenses



ATTORNEY VOUCHERS  
“Expenses”

• For reimbursable/non-reimbursable expenses: Guide § 230.63 
and § 230.66

• PACER fees are not reimbursable.  For a fee-exempt PACER 
accounts, see www.pacer.gov or the Court’s website for link.

• Make sure dates for travel time and travel expense match.
• No overhead:   pens, paper, highlighters

http://www.pacer.gov/


ATTORNEY VOUCHERS 

“Expenses”
• Miscellaneous expenses over $50 require receipts (e.g., 

cancelled check, invoice)  
• Itemize in-house copies:  ___ x 15¢ 
• For copy service, do not exceed 25¢; receipt required > 15¢  
• Westlaw/Lexis charges require bill/receipt.
• See www.txnd.uscourts.gov/chapter-vii-payment

http://www.txnd.uscourts.gov/chapter-vii-payment


ADDING DOCUMENTS TO eVOUCHER



ATTORNEY VOUCHERS – Claim Status
Should be final unless
you are authorized to 
file interim voucher

If it is “yes,” provide 
explanation in Public/Attorney
notes



Public/Attorney Notes (under Certification Tab)

Add any notes of explanation

Certify then 
“submit” 



EXCESS ATTORNEY VOUCHERS  (OVER $11,800)

Same as for other vouchers except ….

attach a CJA 26 form

CJA 26:  information you provide to help the Court determine 
whether the representation is “extended” or “complex”



CJA 26

www.uscourts.gov/forms/cja-forms

A personalized letter addressed to judge
may be useful in addition to the form.  

http://www.uscourts.gov/forms/cja-forms


ATTORNEY VOUCHERS
Criteria for reasonableness review (Guide §230.23.40(c)):

1. Responsibilities involved measured by the magnitude and importance of the case.
2. Manner in which duties were performed.
3. Knowledge, skill, efficiency, professionalism, and judgment required of and used 

by counsel.
4. Nature of counsel’s practice and injury thereto.
5. Any extraordinary pressure of time or other factors under which services were 

rendered.
6. Any other circumstances relevant and material to a determination of a fair and 

reasonable fee.

https://www.uscourts.gov/rules-policies/judiciary-policies/cja-guidelines/chapter-2-ss-230-compensation-and-expenses#a230_23


SUBSTITUTION OF COUNSEL

• If you have been replaced by substitute CJA counsel, both counsel share 
the $11,800 case compensation maximum, and the judge or Circuit 
makes “such apportionment between the attorneys as may be just.”  
Guide § 230.56.

• When combined vouchers > $11,800 both counsel submit a CJA 26  



VOUCHERS for SERVICE PROVIDERS
Compensation

• Use CJA 21 voucher, not a CJA 20
• < $900:   attorney fills out worksheet, uploads invoice, submits as “provider,” 

then submits as “counsel”
• $900 - 2,600 :   attach AUTH (or explain in Public/Attorney Notes why “timely 

procurement of services could not await prior authorization.”)
• >$2,600 – attach AUTH (or explanation why no AUTH + describe “unusual 

character or duration”)



VOUCHERS for SERVICE PROVIDERS
Expenses

• Same rules apply as for counsel.  Guide § 320.80.10.

• Note:  fees and expenses of fact witnesses are paid by the DOJ, not the 
CJA.    Fed. R. Crim. P. 17(b); 28 USC § 1825.  See Guide § 320.40.



CJA Resources
▫ www.txnd.uscourts.gov:
 CJA Handbook on the court’s website—special rules for reimbursement of 

expenses, travel authorizations
 TXND CJA Plan (Misc. Order 3)

▫ www.uscourts.gov:
 Guide to Judiciary Policy, Vol. 7 “Defender Services”  (mainly chapters 2 and 3)
 Guide to Judiciary Policy, Vol. 19 “Judiciary Staff Travel Regulations” (ch. 4)
 All CJA forms:   CJA 23 (financial aff’t), CJA 28 (budget), CJA 20, 30, 21, 31

▫ CJA Help Desk:  214-753-2173 or Tammy: 214-753-2209.

http://www.txnd.uscourts.gov/attorneys
https://www.uscourts.gov/rules-policies/judiciary-policies/criminal-justice-act-cja-guidelines
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