NUTS AND BOLTS OF
CJA PANELWORK



CJA Guidelines

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



Appointments

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.

Sectionlll.B.4



Appointments

Who Will Call

What Information You Will Receive

Conflict Checks

Special Appointments
Initial Appearances
Target Letters
Post-sentencing matters



Appointments

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



Compensation

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



oan
(R, 11711}

IN THE UNITED STATFS O DISTRICT COURT [ COURT OF APFEALS

FINANCIAL AFFIDAVIT
IN SUFPORT OF REQUEST FOR ATTORMEY, FNEFRT, OR OTHER SERVICES WITHOUT PAYMENT OF FEE

1 OTHER. Speecife beieoar)

INTHE CA OF LA RO ]
FOR
l |
AT
|
PERSOM EEFRESENTED (Sho powr fall neme] 1 [ Defondant - Adnlt DOCEET MU
2 ] Defendnt - Fuvenila Mgioteaie Tudge
30 Appsllamt
4 7] Prbation Vinkior District Cinat
3 Separvisod Roleaso Vialator
3 O Habem Putitiomar (Conrt off Appesdi
CHARGEOFFENSE jiescribe ifapplicabic & chect bex— () Falomy 7 0 2235 Petitionar
0 Misdemsanor 8 [ Matorial Witness
8 7 Other (S

ANSWERS TO QUESTIONS REGARDING ABILITY TO PAY

| Are you now sxployed? O Y [0 Mo [0 ScfEmploysd
[Mams and addres: of employer:
IFYES, bow nmch do you IF N0, give month and year of last employmest?
FAPLOY. sam par month? § How mmch did yom sam par month™ §
MENT I married, i your spouse eoployed? 0 Yes [ Mo
H:,mmlmmd-apm,
IF YES, how mmch doss your what is the approxinsis monthly
Spowss sarn par month? § nt'\wpmmn::jol;umﬂln:ij" 5
TNCOME FHave you recsived withiz the past 12 months any incoms from 2 bust Seasion or - lf-arriler or in tha
& form of reat paymmts, mmthmkmmamqpmmandmm OYe [ Mo
ASSFTS | orEFR ERECEIVED SOURCES
INCOAE IF YES, ghve the amoent §
mecaived and idantify the &
somrcas §
CASH Do yom have: sy cash on hesd or monay in savings o checking sccounts? J¥es 0 Mo IF YES, tonl amount? §
Do yom o amy real estate, stocks, bonds, notes, mtomobiles, or other valuble propesty (exckading ordimary honssbold femiskings
and clothing)? 7 Yes 1 Mo
VALUE DESCEIFTION
PROP- FYES gwvaleand §
ERTY doscrpion foreach  §
4
L 3
MIARTTAL STATUS List panoms you actually support and your mlationskdp io tham
Singke Totl
DEPENDENTS Married Ho. of
Widound Diepandants
OBLIGATIONS | Seperaiad or Divarcad
& MONTHLY
DEETS | preTs @ DESCRIPTION TOTAL DFET PAYMENT
MONTHLY BILLS i I
R, wiiliries, e, 1 1
chorys accimnts, ek ) i I
1 1

1 cartify undar panalty of parjury that the foregoizg & tee and comect.

SIGNATURE OF DEFEMDANT
R PERSON REPRESENTED)



Compensation

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.
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Compensation

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
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Compensation

You are permitted to charge up to $8o0 for service
providers without prior approval.

The work done will still be subjectto 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!



Compensation

This includes (but not limited to)

Investigators

Paralegals
Psychologists/Psychiatrists
Interpreters

Handwriting experts
Chemists

Other experts
See Guidelines, Chapter 3 for detailed
information



Compensation

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!



Compensation

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.



SUPPLEMENTAL INFORMATION STATEMENT FOR A COMPENSATION CLAIM IN EXCESS OF THE
STATUTORY CASE COMPENSATION MAXIMUM: DISTRICT COURT

THIS FOEM FROVIDES INFORMATION TO SUFPORT COUNSEL S CLAIM THAT THE REPRESENTATION GIVEN WASIN AN COMPLER
CASE, AND THAT THE EXCESS PAYMENT IS KECESSARY TO PROVIDE FAIR COMPENSATION. PARAGRAPH 112 B{F) OF MGJJDFJJ]\'FC FoOR
THE ADMINISTRATION OF THE CRIMINAL JUSTICE ACT, VOLUME VIL GUIDE T0 RUTHCIARY POLICIES AND PROCEDURES, DEFINES THE TERMS
“EXTENDED™ AND “COMPLEY,” AND SUGGESTS CRITERIA FOR DETERMINING “FAIR COMPENEATION.” THIE FORM SERVES AS COUNSEL'S
MEMORANDUM REQUIRED BY PARAGRAPH 2 12 C2) OF THOSE (RUIDELINES, AND DOES NOT REPLACE ANY OTHER DOCUMENTATION REQUIRED
TO SUPPORT THE PAYMENT REQUEST. IF EXTRA SPACE IS NEEDED, ATTACH ADDITIOMAL SHEETS OF PAPER.

ATTORNEY HAME-

CASE MAME:

DOCEET HUMEBER:

1 | PERICD OF APPODNTMENT (DATES):

TOTAL NUMBER OF IN-COURT HOURS:
SENTENCING HEARINGS
TOTAL NUMBER OF OUT-OF-COUET HOURS:

OFFENSES CHARGED:

HUMBER OF COUNTS CHARGED: WUMBER. OF CO-DEFEMDAMNTS:

OTHER PEMDING CASES (DOCEET NUMBEES) OF DEFENDANT DURDNG EEFRESENTATION:
IF APPLICABLE, SFNTENCING GUIDFLIME EANGE FOUMD EY THE COURT FOR SENTENCING:

WAS A MANDATORY MINIMUM FOUND OF AT ISSUE AT SENTENCING? YES HO

DESCRIEE DISCOVERY MATERIALS (NATURE AND VOLUME) ANDVOR. DISCOVERY FRACTICES WHICH ARE A NOTEWCETHY FACTOR
M THE NUMBER. OF HOURS CLAIMED:

LIET AND DESCRIBE MOTIONE, LEGAT MFMORANDA, FURY INETRUCTIONS, AND SENTENCING DOCUMENTS, O LEGAL RFSFARCH NOT
EESULTING IM SUCH, WHICH ARE A NOTEWCRTHY FACTOR IN THE NUMBER OF HOURS CLAIMFD AND WHICH WERE DRAFTED
ORIGINALLY FOR THIS CASE (DO NOT INCLUDE STANDARDIZED MOTIONS, ETC., UMLESS CONTENT WAS MODIFIED SIGNIFICANTLY):

SUMMARTZE INVESTIGATION AND CASE PREPARATION (E.G, NUMBER AND ACCESSIRILITY OF WITHESSES INTERVIEWED, RECORD
COLLECTION, DOCUMENT ORGANIZATION) WHICH ARE A NOTEWORTHY FACTOR IN THE NUMEER. OF HOUES CLAIMET:

— CONTINUED OM BEEVEREE SIDE —



Compensation

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.

| must have enough information to make a good
argument to the presiding judge and the Chief Judge
of the Fourth Circuit, so be specific!



Compensation

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.)



Compensation

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.



Review/Retention

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



Review/Retention

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



Questions?



OVERVIEW OF CJAVOUCHER REVIEW PROCESS
(NON-CAPITAT CASES)

Step 1. Attomey is notified by CIA Supervising Attormmey about an appointment and receives a
CJA-20 appointment document signed by the presiding judge.

1
Step 2 (if applicable): Attommey requests prior approval for service providers nsimg a CJA-21
and supplemental form. if bill will likely be over $800. (Fequest mmst go to the Fourth Circuit if
it is over $2.400) Obtain CJA-21 and other forms at www fd org. Attomey may also make a
written request to the CJA Supervising Attormey to submat inferim wouchers.

Step 3. Attorney performs services and keeps contemporanecus billing records.

Step 4. Attorney submits billing records and CJA-20 document (and CJA-21 if applicable) with
original signatures to Rebecca Jarvis, CJA Technician, in the Clerk’s Office. If claim surpasses
the statutory maximum, attomey must also submit a CJA-26. Forms nmst be submitted within
45 days of the end of the representation, or according to an interim schedule, if applicable.

Step 5. Mathematicaltechnical and reasonableness review 1s performed m the Clerk™s Office.
CJA Supervising Attorney forwards vouchers to the presiding judge with a recommendation.
Step 6. Presiding judge receives recommendation, performs independent reasonableness review,
and approves or adjusts voucher.

Step 7 (if applicable). If voucher claim exceeds the case maximum, voucher 1s forwarded to the
Chief Judge of the U.5. Court of Appeals for the Fourth Cirewnt.

Step & Omnce voucher is approved by presiding judge (and Chief Jadge of the Fourth Cireuit, if
applicable), it is sent back to the Clerk’s Office.

Step 9. Clerk’s Office performs final review and directs that payment be 1ssued.

l

Step 10, Check is cut from the Administrative Office in Washington, D.C.
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