
NUTS AND BOLTS OF 
CJA PANEL WORK 



 Available from the court’s website 
 Click on “Criminal Justice Act” and then “CJA 

Guidelines” 
 Promulgated by the Office of  Defender Services 

(ODS) 
 Judges encouraged to follow but districts adopt 

their own policies as well 



 
 Appointments 
 
 Compensation 
 
 Review/Retention 

 



 The CJA Plan states, 
 Appointments from the list of private attorneys should be 

made on a rotational basis, subject to the Court’s discretion to 
make exceptions due to the nature and complexity of the case, 
an attorney’s experience, and geographical considerations.  
This procedure should result in a balanced distribution of 
appointments and compensation among the members of the 
CJA Panel, and quality representation of each CJA defendant. 

 
Section III.B.4 



 
 Who Will Call 
 
 What Information You Will Receive 
 
 Conflict Checks 
 
 Special Appointments 
 Initial Appearances 
 Target Letters 
 Post-sentencing matters 

 



 New Members 
 Option of sitting through a case and/or 

proceedings with your mentor before taking a 
case of your own 

 Training Panel Members 
 Should get in touch with your mentor and work 

out a schedule 
 Encouraged to gain experience to each area 
 Guidelines to be approved soon 



 Lots of forms! 
 CJA-23 financial affidavit 
 This gets the whole process started 
 Ensures that your client qualifies for counsel 
 Reviewed by the magistrate judge and, in some 

cases, the district judge 
 You do not need to fill this out, but your client 

does. 
 You shouldn’t do any work until you hear that this 

form has been filled out and approved 



 



 CJA-20 
 This is your appointment document and also your 

payment voucher.    
 Retain until the end of the case 

 Rebecca Jarvis will send the CJA-20 to you, as 
well as billing sheets where you will keep your 
time. 

 





 CJA-21  
 Two functions: 
▪ Allows you get prior approval for use of service providers 
▪ Allows your service providers to bill their time and get 

paid 

 



 



 You are permitted to charge up to $800 for service 
providers without prior approval.   
 

 The work done will still be subject to a 
reasonableness review. 
 

 If you are requesting more than $2,400, request for 
prior approval will be sent to the Fourth Circuit. 
 

 When in doubt, ask! 



 This includes (but not limited to) 
 Investigators 
 Paralegals 
 Psychologists/Psychiatrists 
 Interpreters 
 Handwriting experts 
 Chemists 
 Other experts 

 See Guidelines, Chapter 3 for detailed 
information 



 Investigators must be licensed with the 
Secretary of State. 

 Additional informational form is also required 
(on the CJA site) 

 Failure to obtain prior approval will leave you 
without payment or with only partial 
payment, so don’t forget to make the 
request! 
 



 The CJA-26 
 
 If your total attorney compensation bill exceeds the 

following, you must submit a CJA-26: 
 For felonies, $9,800 
 For petty offenses, $2,800 
 For supervised release revocation matters, $2,100 
 For probation violation matters, $2,100 
 For target letter representations, $2,100 
 

 These limits apply only to attorney compensation, not 
including expenses. 



 



 In order for an excess compensation bill to be paid, 
the judge must determine that the case is either 
 Extended, as in length of time, OR 
 Complex 
 

 In your CJA-26 or equivalent memo, you must explain 
why your case is either extended or complex, or both. 

 
 I must have enough information to make a good 

argument to the presiding judge and the Chief Judge 
of the Fourth Circuit, so be specific! 



 Free PACER access 
 www.pacer.gov or call 1-800-676-6856 

 Cost of legal research (Westlaw/Lexis)may be 
reimburseable 
 Must be reasonable 
 Must include an invoice, no matter the amount 
 If over $500 and/or if the bill includes costs for 

downloading or printing, attorney must include a 
statement of justification ( See Guidelines section 
230.63.30.) 
 



 All vouchers should be submitted within 45 days 
after the representation has ended. 

 
 If you are involved in a case in which there has 

been a withdrawal and appointment of another 
CJA attorney(s), we must wait until all attorneys 
have submitted their vouchers before 
submitting for payment. 

 
 All vouchers are subject to an audit.  You should 

keep copies and supporting documentation for 3 
years. 

 



 CJA Plan provides, 
 All new members of the Panel will be divided 

randomly into three groups with terms of the 
following lengths: 
▪ First group = one year 
▪ Second group = two years 
▪ Third group = three years 

 At the conclusion of the term, the attorney will 
reapply if he/she intends to remain on the Panel 

 Afterwards, serve for three-year terms 
 No limit to amount of terms 



 Requirements that will be reviewed: 
 Quality of representation 
 Trainings attended 
 5 hours of CLE relating to criminal law each year 

(This session will count.) 
 Billing accuracy and timely submission of 

vouchers 
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