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Expert Services exceeding the statutory maximum in compensation, currently $800, requires
authorization for payment in eVoucher. Requests exceeding the $800 amount require the filing
in CM/ECF of a motion and supporting brief detailing the expert services sought under seal.
(See page 10 of the CJA Plan)

1. CREATING AN AUTH FOR THE JUDGE’S AUTHORIZATION IN eVOUCHER

STEP 1

Click the appropriate case number in the Appointments’ List on the Attorney Home page. (See
Figure 1)

Home Operations Reports Links Help logout

Welcome Ann Attorney: My Profile
ATTORNEY

My Appointments:  View

To group by a particular Header, drag the column to this area. Saarch:
Case Defendant Type Status Date Entere
2:05-CR-80034-... Michael Word (# 1) CIA-20 Voucher Entry 06/14/2016
Start: 01/01/1301  Claimed Amount:... ‘_‘-.' Edit
End: 0/01/1501 -
2:05-CR-80034-... Michael Word (# 1) C1A-21 07/20{2016
Start: 01/01/1301  Claimed Amount:... John Harrington ;. VO_UCher Entry
End: 01/01/1901 Investigator = Edit
2:05-CR-80034-... Michael Word (# 1) C1A-21 _ Voucher Entry 07/26/20156
Start: 01/01/1901 Claimed Amount:... Robert Jones ‘_;,' Edit
End: 01/01/1901 Investigator - Edit
2:05-CR-80034-... Michael Word (# 1) C1a-21 08/01/2016
Se=rt DBOLZ016  Claimed Amounti.. James Hoppy ;. Vo_ucher Entry
End: 08/01/2016 Investigator o= Edit

1 Page 1 of 1 (4 items)

ppointmenis

Appointments Defendant
Case: 2:05-CR-BO034-GER Defendant: Michael Word
Defendant #: 1 - Representation Type: Criminal Case

Order Type: Subs for Federal Defender
Order Date: 03/01/16

Pres. Judge: Gerald E Rosen
Adm./Mag Judge:

Case Title: United States of America v. Word et al
Attorney: Ann Attorney

1 Page 1 of 1 (1 items)

Figure 1: Appointment List on Attorney Home Page

Clicking the case number hyperlink will take you to the “Appointment Info” page.
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STEP 2

Select the AUTH Create link in the left panel “Appointment” section. (See Figure 2)

Appointment
In this page you will find a
summary about this
appointment, including a list of
uchers related to this
intment and links to create

Create New Voucher

AUTH Create
Authorization for Expert and other
Services

AUTH-24 Create

Authorization for payment of transcript

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

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

TRAVEL Create
Authorization for payment of Travel

Figure 2: AUTH Create link

This will allow you to create the authorization to submit to the Judge to approve the expert services
requested.

NOTE: A separate AUTH is required for each expert requested, unless it was an excess fee
authorization for a budgeted case or the entire amount authorized has not been paid to the
specific expert for whom the authorization was approved.
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STEP 3

Enter the details for the provider services requested that appears on the Basic Info screen. (See

Figure 3)

Link to CM/ECF

Request Date: 1/1/

1 CIRDISTDIV.CODE
645
3 MAG. DR T/DEF NUMBER

1 PERSON REFPRESENIED
lichael Word

[VOUCHER NUMEER

1 DISL. DETDEF NUMBER
2:03-CR-80034-1-GER.

5 AFFEALS. DETDEF NUMBER

7.IN CASE'MATTER OF|Case Name)
[United States of America v. Word et

8. PAYMENT CATEGOEY
[Felony (including pre-trial diversion

6. OTHER. DKT DEF NUMBER

0. TYPE PERSON REFRESENTED
|4 dult Defendant

10. REFRESENTATION TYFE

Criminal Case

2l fof alleged felonv)
T1. OFFENSE(5) CHARGED

21:846=CD.F CONSPIRACY TO DISTRIEUTE CONTROLLED SUBSTANCE

T2 ATTORNEY'S NAME AND MAILING ADDRESS T3. COURT ORDER

|Ann Attomey - Bar Number: P32323 []A Associate []€ Co-Counsel [+] F Subs for Federal Defender
231 W. Lafayette Blvd. [[]© Appainting Counsel [ ] P Subs for Panel Attorney [ ] R Subs for Retained Attorney

1]:3)]?:0“ }1:[‘ 418:2432 000 []5Prase [] T Retained Attorzey []¥ Standby Counsel
ne: 313-2343-

Tasks

Link to Appointment
Link to Representation

Reports

[Prior Attorney's Name
|Appointment Diates
[Siznature of Presiding Judge or By Order of the Court

[David F. Grand
14. LAW FIRM NAME AND MATLING ADDRESS [Date of Order Nunc Pro Tusc Date
Case Detail Budaet Report 312016 2282016

Detailed budget info for entire Repayment [_| VES []¥O

case

Case Summary Budget Report Order Date %

Totals only of budget info for 3

antire cag e Nunc Pro Tunc Date %
Re| nt

Defendant Summary Budget s U

Report Estimated Amount $ 3500.00 | =

Totals only of budget info for -

defendant Authorized Amount $

Basis of Estimate |H0ur|y rate approved by court order

Document History Report

hows how the document has Motion for investigative services filed

and order granting entered. See

moved through the system Description attached order for details.
Form Authorization -

Service Type | Investigator V| *
Form Authorization - Transfer Requested Provider [Ann Expert |

For Authorization forms
iz

Figure 3: CJA Authorization on Basic Info Screen

NOTE: The following sections that require completion are designated with an asterisk on the
screen.

*Estimated Amount: Insert the estimated cost of the expert services requested.
*Service Type: Click on the drop down arrow to select the service type requested.

The following sections do not require completion but will aid the court substantially with the
processing of the authorization.

Basis of Estimate: If an order approving the authorization has been entered after the filing of a
motion in CM/ECF, simply provide that information in this section.

Requested Provider: Itis helpful to provide the service provider’s (expert’'s) name so that the
authorization is easily associated with the voucher.

Sections that are greyed out cannot be completed. Those sections may only be completed by the
Court.
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STEP 4

Documentation in support of the request, such as approved orders, budget spreadsheets showing
budget for experts, etc., should be uploaded under the Documents tab. (See Figure 4)

Basic Info ) Documents Confirmation

Supporting Documents

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

Browse...
Description | |
Upload
Link to Appointment o
Description Delete View
Link to Representation Order Granting Expert Services for Ann Expert Delete View
Reports

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget
Report

Totals only of budget info for
defendant

_| «First |[ <Previous |[ Next> |[ Last» | [ sae | | Delete Draft

Figure 4: Documents screen

Only .pdf documents may be uploaded into eVoucher. After browsing for and selecting the

document, enter a description of the document and click upload. The attachment will appear in the
lower section of the screen under the “Description” section. Click [Next].

STEP 5

Confirm the AUTH by clicking in the checkbox to swear or affirm the truthfulness of the

authorization. Once you have selected the “l swear...” checkbox, the Submit button will become
active, turning blue. Click Submit. (See Figure 5)

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

Notes

I swear and affirm the truth or correctness of the above statements
Date: 8/16/2016 9:58:42

) Submit

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

Figure 5: Submit Button on Confirmation Tab
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After the Judge has approved the AUTH, it will appear in the “Closed Documents” folder located in
the lower right corner on the “Attorney Home” page. (See Figure 6)

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

Case Defendant Type Status Date Entered
2:05-CR-800... Michael Word (# 1) AUTH . Voucher Closed  12/11/2016
Start: 12/11/2016  Claimad Amount: ... Trvestigator L:" (5450000585

End: 12/11/2016 Approved Amount...

Figure 6: Closed Documents Folder on the Attorney Home Page

NOTES:

= |f the expert service provider's compensation will be below $800, you only need to create the
CJA-21 — no AUTH is required.

= Only create a CJA-21 for expert service providers whose compensation will be below $800.

2. CREATING THE CJA 21 VOUCHER IN eVOUCHER

STEP 1

Click the appropriate case number in the Appointments’ List on the “Attorney Home” page. (See
Figure 1) :

> Home
P o Welcome Ann Attorney: My Profile
ATTORNEY My Appointments:  View

B My Active Document

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

Defendant  Type Status Date Entere
5-CR-80034... Michael Word (# 1) CIA-20 Voucher Ent 06/1%/2016
1901 Claimed Amount:. } S i

2:05-CR-80034-... Michael Word (¥ 1) CIA-21 07/20/2016
=t 0U0V190L  Claimed Amount:... John Harringtan N oudERty
Extaiuie Investigator o= Edit
2:05-CR-80034-.. Michael Word (# 1) CIA-21 Voucher Entry 07/26/2016
ot 0Uoy1s0r  Claimed Amount:.. Robert Jones N e
End: 01/01/1501 Investigator -
2:05-CR-80034-... Michael Word (# 1) CIA-21 08/01/2016
Sart BO0L2016 Claimed Amount:... James Hoppy = Voucher Entry
End: 08/01/2016. Tnvestigator o Edit
1 Page 1 of 1 (4 items)

Appointments Defendant

P —— Dottt Mk Word
Defendant #: 1 X .
Case Title: United States of America v. Word et al Order Type: Subs for Federal Defender
Attormey: Ann Attorney Order Date: 03/01/16

Pres. Judge: Gerald E Rosen
Adm./Mag Judge:

1 Page 1 of 1 (1 items)

Figure 1: Appointment List on Attorney

Clicking the case number hyperlink will take you to the “Appointment Info” page where you may
select the option to create the authorization.
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STEP 2

Select the CJA-21 Create link on the left panel on the Appointment Info . (See Figure 2)

Appointment
In this p you W

Create New Voucher

AUTH Create
Authorization for Expert and other
Services

AUTH-24 Create
Authorization for payment of transcript

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

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

TRAVEL Create
Authorization for payment of Travel

Figure 2: AUTH-24 Create link

Clicking “Create” allows you to create the voucher that will be submitted to the expert for
completion. The expert services provider is required to enter the services rendered and expenses
incurred in relation to the case.
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STEP 3

Select the appropriate Authorization option. If an authorization is required, be sure that the
authorization has been approved by court order. You should not select a previous authorization
for a new service provider request, unless it was an excess fee authorization for a budgeted
case or the entire amount authorized has not been paid to the specific expert for whom the
authorization was approved.

Authorization Selection

You can select a Previous Authorization Request, request a New Authorization or dick the "No Authorization Required” button it under the
statutory limit.

No Authorization Required
If your voucher compensation is under
the statutory limit and does not require

prior authorization.

Use Previous Authorization

elect this option to display a list of
previo st

this appointment.

Figure 3: Authorization Selection

STEP 4

Click the appropriate AUTH under “Existing Requests for Authorization” to activate the “New
Voucher Information” section.

Existing Requests for Authorization

ID Number: 5638 Service Type: Investigator

COrder Date: 03/01/2016 Estimated Amount: $2,500.00
Authorized Amount: $2,500.00 Requested Provider: Maomi Bradshaw
ID Number: 570 Service Type: Investigator

Order Date: 03/01/2016 Estimatzd Amount: £2,500.00
Authorized Amount: $2,500.00 Requested Provider: Rob Stark

ID Number: 589 Service Type: Investigator

Order Date; 03/01/2016 Estimated Amount: £3,500.00
Authorized Amount: £3,500.00 Requested Provider: Ann Expert

Figure 4: Authorization Selection

NOTE: There can be multiple existing Authorization requests in this section be certain to select the
correct one. The “Order Date” cannot be used to distinguish between authorizations because the
order date is the CJA attorney’s appointment date. The ID Number can be used because the
highest number is the most recent authorization; however, the “Requested Provider” may also be
used if the service provider's name was listed on the AUTH. REMEMBER: You cannot select a
previous authorization for a new service provider request, unless it was an excess fee
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authorization for a budgeted case or the amount authorized has not been entirely claimed by
the expert.

After selecting the appropriate Authorization, complete the “New Voucher Information” section. The

voucher assignment is greyed out until you select the service provider's name from the “Expert”
drop down menu. (See Figure 5)

ID Number: 589 Service Type: Investigator
COrder Date: 03/01/2016 Estimated Amount: £3,500.00
Authorized Amount: £3,500.00 Requested Provider: Ann Expert

New Voucher Information

Service Type Y

£ 3

Description

Voucher Assignment ' Attorney (@) Expert {

This indicafes who will be responsitia for filing the vouchear claim part
Service Provider

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

Expert |Expert. Ann V| a

Expert Info Ann Expert

Details 231 W. Lafaystte Bhvd.
Detroit MI 48226 US
Phone: 313-234-5000

Create Voucher |ﬂ

Figure 5: New Voucher Information section

1. Select the name of the service provider from the “Expert” drop down menu.

2. Click the “Expert” option in “Voucher Assignment.” Clicking the Expert voucher assignment
allows the service provider to complete voucher of services and expenses for payment. If
the Expert voucher assignment is not selected, the voucher will be created for the attorney to

complete. If this happens delete the draft voucher and create another voucher using the
same Authorization.

3. Click the “Create Voucher” button, once the “New voucher Information” section is complete.
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STEP 5

After clicking “Create Voucher,” you will see the CJA-21 voucher screen. (See Figure 6)

Home Operations Reports Links Help  jogout
Welcome Ann Attorney (Attormey)
# CIA-21 I Basic Info Services Expenses Clalm Status Documents Confirmation
Basic Info
T OO DT BV CODE “FERSO OUCHER FUABER
645 tichae] Ward
T AIAG DRT DT SUVEIER T OIS DR T BT NUNEIR T APPEALS. DRTORT FUAIER COTHIR BT BEF NCVEIR
105CR-B00H-1-GER
7 IN CASEALATTER OF (Cass Nams) [ FAVMERT CATECORY ¥ TVPE PERSON REFRESENTED T REFRESENTATION TVPE
. [Unuted States of Amenica v. Woed et Felony (mcludmg pre-tnal diversion P
Link to CHIECE Ly Faleged felomy) L duls Defendars imemal Case
11 OFFENSERS) CHARGED.
Vi by [21:346=CDF CONSPIRACY TO DISTRIBUTE CONTROLLED SUBSTANCE
aucher 12 ATTORNEY'S STATEMENT
#: e £ =
] At e
[ampeeral of werices abusy P — Approgrunze
- - Ann Amorney - Bar Number: P32323
© summary: s0.00 331 W, Lafayeme Blud
{Dietront MI 48226
Services Phone: 313-254-5000
Tatals $0.00 T TETy 3 T4 TVPE OF SERVICE FROVIDER,
Travel [Hourly rate approved by court order -'-:::m",',':', aslate [ 'lil-"'-"i'.'}"l"f."
Expense Type Amount Aceion for nvestigmive services filed and order granting entered. See L83 Tderprater Trancluter 1|16 Butes, A=l A=
Travel Miles $0.00 rtachied arder for detals. ]9 Payehabegint [0 M, Pl Epat
Travel Misc 30,00 []04 Prychiatrise []18 Compatie (Hardwars, Settwars.
Totals $0.00 15 COURT ORDER. 42 Pobypragh Exuminer v
s - wl [ 18 Farataat Sarvines
Expenses foethisisnivn ripoioted b e 13 b ey gl [l ———— [[89Egl nty amins
[Expense Type Amount ) bipzasey cf Pravidszg Judge o By Ordar oo Gt (198 Accesmisnt []20 dury Comaease
[P $0.001 | Darid R Grand [ CALR Wt Lesi, a) 223 Bgacicn Spaciain
Lonk Destance Charges 5000 [Peecflnde Heme P Teoe Te %ur-—m Trade ]2 Duptisacion Sarvices
E soo ] 21208 Dt buatos i [ 210
Post 000§ [Rewymens ] vES (30 ] Batfcties Expart | Al X
W?DDN** .00 180 Wenpoms Firvarma Explosive. |- LisgstimSapgort Sarvicn
o 000 Expamr []28 Compunie Farsmics Expart
[ 14 Parhatagion, vindieal Exuminsr
T
fann Expest
Tasks Sugnaniee of Presiding Judge Date Sigmed Tudge Code Apprened Amount
Sagnanure of Chief Judge, Cour of X - ud s
|ppeats (or Delegare) Date Signed Judge Code Approved Amount
Preferred Payee I X v
afendant Summary Budgel
Ann Expert - Experts it Us
Report Billing Code:0645-000004
Totals anly of budget info for 231 W. Lafayette Bhvd.
defendant Deetroit, MI
A4B236 - US
Defendant Detall Budget FPM”‘_"“ 313-234-5000
Report .
Datail budget infa for
= First < Previous Next > Last » v
Dol b =1 i e I e ]
Form CIAZ1
010-2013. US COURTS Site: CIA - mie_test

Figure 6: Created CJA-21 voucher to be completed by the expert

The voucher is now with the service provider to complete and submit after the services have been
rendered. Click the “Home” button in the top left corner of the page.

NOTE: Interim payments may also be sought for experts involved in cases where services will be
provided over an extended period of time. Interim payments for experts must be sought by a
motion filed in CM/ECF under seal before the assigned district judge by the appointed attorney.
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3. CERTIFYING RECEIPT AND SUBMITTING FOR PAYMENT IN eVOUCHER

After an expert completes a voucher, it will appear in the “My Active Documents” folder on your
Attorney Home page. (See Figure 1) Click the case or document number hyperlink to open the
voucher.

= My Active Document:

To group by a particular Header, drag the column to this area.Search: “
Case Defendant Type Status . Date Ent
2:05-CR-80... Michael Word (... CIA-21 Submitted to 09/14/20...
Start: 04/01/...  Claimed Amou... Ann Expert Attorney
e U Investigator 0645.0000561
rd
FINAL
PAYMENT
2:05-CR-80... Michael Word (... CIA-21 12/12/20...
ot 12/11/...  Claimed Amou...  Ann Expert Submitted to
End: 12/12/2... Investigator Attorney
0645.0000591
rd
FINAL
PAYMENT

Figure 1: My Active Documents Folder

The attorney must certify that services were rendered and the correctness of the voucher before the
voucher is submitted to the Court for payment. To certify and submit for payment, check the
certification box, then click “Approve”. (See Figure 2) NOTE: You may review the expert’s claim
by looking at the Services and Expenses tabs.

B buls | Serviom Cgemses | Ol St Dsusests  § Cosfimtion

Sl confirmation

A
s /Appro_ve ||0 Reject |

e e =] =]

Figure 2: Confirmation tab with Certification...

If the voucher is correct, click the certification checkbox and Approve. The voucher has been

submitted to the court for payment approval. The confirmation page with the document number will
appear after successful submission. The submission will appear in the “My Submitted Documents”
section of your Home Page. Q
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