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Presenter Notes
Presentation Notes
Good day and welcome to the District Court of the Virgin Islands FY 2026 CJA eVoucher Attorney Training.�Before we begin, please note the following housekeeping items:
Please mute your microphone unless you are speaking.
Please ensure that you have signed in using the account associated with the name of the registered participant.
If you have a question, please raise your virtual hand or use the chat feature, and we will address it as appropriate throughout the session.
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Presenter Notes
Presentation Notes
During today's training, we will cover the following topics:�
An overview of the CJA eVoucher System and its key features. 
Current CJA hourly rates and case compensation maximums. 
An overview of the Single Login Profile (SLP) and Vendor Management System (VMS). 
Travel time guidelines 
The various voucher types, including the required supporting documentation for each. 
Common findings that result in voucher delays or corrections. 
Observation from the Magistrate Judges; and 
Voucher Demonstration. 
By the end of this session, you should have a better understanding of the CJA eVoucher process, common submission requirements, and the resources available to help ensure timely and accurate voucher processing.




What is CJA eVoucher? 

3

The Criminal Justice Act (CJA) 
eVoucher System is:
 the Court's electronic CJA voucher system;
 provides for the creation, submission and 

tracking of all CJA related vouchers; and
 all payments are submitted electronically 

using the CJA eVoucher system.

Presenter Notes
Presentation Notes
The eVoucher System is the Judiciary's official electronic case management and payment system for court-appointed counsel and authorized service providers.
eVoucher provides a secure, web-based platform that allows users to electronically prepare, submit, and track vouchers and authorization requests from any location with internet access.
the eVoucher System routes each authorization or voucher through the appropriate review and approval process.
the eVoucher System improves efficiency, enhances accountability, reduces paper processing, and provides greater transparency by allowing attorneys and service providers to track the status of their submissions in real time.



eVoucher Program Features

• CJA eVoucher is a web-
based application that 
provides counsel, court staff 
and judges the ability to 
create and process CJA 
vouchers and documents 
electronically. 

The CJA eVoucher program is a 
secure, web-based system that 

enables:
• electronic authorization of 

expert and other service 
providers; 

• electronic preparation and 
submission of vouchers by 
appointed counsel; and 

• electronic transmission of 
vouchers to the court for review 
and processing.

Presenter Notes
Presentation Notes
Through the eVoucher system, appointed counsel can electronically request authorization for expert and other service providers when prior court approval is required. 
Once services have been rendered, counsel prepares and submits the appropriate voucher on behalf of the service provider, ensuring that all required documentation is attached.
The system also allows attorneys to review each voucher for accuracy before electronically submitting it to the court. Once submitted, the voucher is routed through the appropriate review and approval workflow, allowing court staff and judicial officers to process payments more efficiently.
Overall, the eVoucher program improves efficiency, enhances accountability, reduces processing time, and provides greater transparency by allowing attorneys to monitor the status of their authorizations and vouchers throughout the review process.



Things you 
can do in 
eVoucher

Accept
Accept or 
decline CJA 
Appointments 

Manage
Update and 
maintain your 
user profile 
and contact 
information 

Create
Create a CJA 
20/30 Payment 
Voucher

Create a CJA 26 
Excess 
Compensation 
Statement

Create a CJA 
21/31 Payment 
Voucher for 
experts

Create a CJA 24 
Transcript 
Voucher

Create an 
Authorization 

Upload
Upload 
supporting 
documentation 
and receipts

Monitor
Review 
voucher status 
and track the 
approval 
process

View case 
assignments, 
authorizations, 
and payment 
history

Request
Request 
Authorization 
for Travel

Request 
Authorizations 
for your 
experts

Submit
Submit 
vouchers on 
behalf of self 
and authorized 
service 
providers and 
associates, 
when 
applicable

Respond to 
voucher 
corrections 

Presenter Notes
Presentation Notes
The eVoucher System provides everything you need to manage your CJA appointments electronically. Through the system, you can accept appointments, manage user information, create vouchers, upload documents, track the status of your submissions, submit authorization requests and submit your payment vouchers. 
Throughout today's training, we'll demonstrate each of these functions and highlight best practices for using the system efficiently.



CJA Rates
Hourly Rates for CJA Panel Attorneys 
for Services ON or AFTER January 1, 
2026:

Presenter Notes
Presentation Notes
Effective January 1, 2026, the Criminal Justice Act (CJA) hourly compensation rates increased as follows:

Non-Capital Cases: $175 to $177 per hour

Capital Cases: $223 to $226 per hour

These hourly rates apply to all services performed on or after January 1, 2026, and remain in effect until further notice.



2026 CJA 
Case Compensation Maximums

Waivable Case Compensation 
Maximums for Non-Capital Cases 
ON or AFTER January 1, 2026:

If a case is a ...
And services were completed 
on or after Jan. 1, 2026, the 
case maximum is ...

Felony (including pre-trial diversion of alleged felony) $13,800 
Misdemeanor (including pre-trial diversion of alleged 
misdemeanor) $3,900 

Proceeding under 18 U.S.C. § 4106A $3,000 
Proceeding under 18 U.S.C. §§ 4107 or 4108 (for each 
verification proceeding) $3,900 

Proceeding under 18 U.S.C. § 983 $13,800 
Post-conviction proceeding under 28 U.S.C. §§ 2241, 
2254 or 2255 $13,800 

Proceeding under 28 U.S.C. § 1875 $13,800 
Appeal (from felony, misdemeanor, proceeding under 18 
U.S.C. § 4106A ,18 U.S.C. § 983, post-conviction 
proceeding under 28 U.S.C. §§ 2241, 2254 or 2255, and 28 
U.S.C.§ 1875)

$9,800 

Other representation required or authorized by the CJA 
(including, but not limited to probation, supervised release 
hearing, material witness, grand jury witness)

$3,000 

Appeal of other representation $3,000 

Presenter Notes
Presentation Notes
Effective January 1, 2026, the statutory compensation maximums for non-capital CJA cases have also increased.
For felony cases (excluding federal capital prosecutions), the maximum compensation is $13,800 at the trial court level and $9,800 for appeals.
For misdemeanor cases, including petty offenses, the maximum compensation is $3,900 at the trial court level and $9,800 for appeals.
These are statutory maximums. Any compensation exceeding these amounts requires excess compensation approval in accordance with the Criminal Justice Act and applicable Judiciary policies.




Single Login Profile (SLP) and Vendor Management 
System at a Glance
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Presenter Notes
Presentation Notes
A Single Login Profile (SLP) is an account management feature that allows attorneys and experts to link multiple district court and circuit court accounts.

Beginning with eVoucher Version 6.11, attorneys and experts must create an account in the Vendor Manager System (VMS) to manage their payment account information.

The VMS account must be created and linked to your existing eVoucher account before submitting a voucher for payment. 
Payments are made via electronic funds transfers (EFTs) for your convenience. 
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Presenter Notes
Presentation Notes
Before we continue, are there any questions?



Travel Time 
Guidelines for 
CJA Attorneys 
Residing in the 
U.S. Virgin 
Islands and 
Puerto Rico

Presenter Notes
Presentation Notes
In accordance with the Guide to Judiciary Policy, Volume 7A and the Criminal Justice Act (CJA) Plan for the District Court of the Virgin Islands, effective on March 1, 2024, the court implemented the following guidelines as it relates to travel time and expenses for CJA Attorneys who resided in the U.S. Virgin Islands and Puerto Rico.




Travel Time 
Guidelines for 
CJA Attorneys 
Residing in the 
U.S. Virgin 
Islands and 
Puerto Rico

Maximum Travel Time 

Attorneys who reside in St. Thomas and are required 
to travel to St. Croix for a court proceeding shall be 
allowed to claim actual travel time to and from the 

Almeric L. Christian Federal Building and U.S. 
Courthouse up to a maximum limit of 4.0 hours.

Attorneys who reside in St. Croix and are required to 
travel to St. Thomas for a court proceeding shall be 
allowed to claim actual travel time to and from the 
Ron de Lugo Federal Building and U.S. Courthouse 

up to a maximum limit of 4.0 hours. 

Attorneys who reside in Puerto Rico and are required 
to travel to St. Croix for a court proceeding shall be 
allowed to claim actual travel time to and from the 

Almeric L. Christian Federal Building and U.S. 
Courthouse up to a maximum limit of 5.0 hours. 

Attorneys who reside in Puerto Rico and are required 
to travel to St. Thomas for a court proceeding shall 
be allowed to claim actual travel time to and from 

the Ron de Lugo Federal Building and U.S. 
Courthouse up to a maximum limit of 5.0 hours. 

Presenter Notes
Presentation Notes
Chief Judge Robert A. Molloy issued a memorandum, allowing a maximum of 4.0 hours for travel time between St. Thomas and St. Croix and 5.0 hours for travel time between Puerto Rico and the Virgin Islands.




Travel Time 
Guidelines for 
CJA Attorneys 
Residing in the 
U.S. Virgin 
Islands and 
Puerto Rico

• All attorneys travel time claimed must use the 
attorney’s office address 

• Attorneys are not allowed to claim travel 
expenses (i.e., airfare, hotel, taxi, car rental, 
parking, per diem, etc.), unless specifically 
authorized by the presiding judicial officer.

• Please Note: Rental Car Insurance is not a 
reimbursable expense.

Presenter Notes
Presentation Notes
Travel time should be calculated from the attorney's primary office address to the destination. 
The only exception is when the attorney's official business address is also their residence. In those instances, travel may begin from the home address; and 
travel expenses—such as airfare, lodging, mileage, parking, rental vehicles, or other reimbursable travel costs—must receive prior approval from the presiding judicial officer. 
Without prior authorization, reimbursement of these expenses is not guaranteed and may be reduced or denied.
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Presenter Notes
Presentation Notes
Before we continue, are there any questions?



The following 
are common 
findings 
observed during 
routine reviews.

Payment vouchers are not being submitted in a timely manner. 
(CJA 20)

CJA 21 and CJA 24 vouchers for experts are not being prioritized 
and submitted in a timely manner for payment.

Attorneys are not obtaining prior authorization before exceeding 
the applicable Statutory Case Compensation Maximums. (CJA 26)

Attorneys are retaining experts without first obtaining the required 
prior authorization. (CJA 21)

Attorneys are requesting transcripts without first obtaining the 
required prior authorization. (CJA 24)

Attorneys are submitting travel requests at the last minute or 
traveling without obtaining the required prior authorization. 
(TRAVEL AUTH)

Payment vouchers are frequently submitted without all required 
supporting documentation, including Orders of Appointment and 
approved case budgets for budgeted cases. (every submission)

Presenter Notes
Presentation Notes
All final vouchers (CJA 20s) must be submitted within 45 days of the conclusion of the case unless interim payments have been authorized.  All vouchers submitted more than 45 days after the completion of services require a court order granting leave to file the voucher out of time before payment can be processed.
Expert vouchers (CJA 21s) should be prioritized and submitted within 30 days of receipt of an invoice to ensure timely review and payment.

Prior approval of a CJA 26 is required before compensation may exceed the statutory case maximum. Failure to obtain approval in advance may result in delays in voucher processing and payment. Additionally, please attached a copy of your proposed CJA 20 as support.

Requests for authorization of funds for, experts and other services must be submitted via an ex parte motion to the Court via CM/ECF. Additionally, an AUTH request must be submitted and approved before an attorney retains an expert when the anticipated expert expenses exceed $1,000.

Attorneys must submit and obtain approval of an AUTH-24 before incurring transcript expenses that require prior authorization.

Attorneys must obtain prior authorization from the Presiding Judge for travel where expenses are expected to exceed $800. Permission for out of district or overnight travel must be obtained from the Presiding Judge. Prior approval in not required for same-day travel to visit your client in Guaynabo, PR.




Sharing some CJA eVoucher Common Issues

Honorable Emile A. Henderson III
United States Magistrate Judge 
for the District Court of the Virgin Islands 

Presenter Notes
Presentation Notes
Next we will have the Honorable Emile A. Henderson III
�United States Magistrate Judge for the District Court of the Virgin Islands sharing common issues.



Voucher 
Types

CJA-20/30: Payment Vouchers for Attorneys

AUTH: Authorization Request for Expert Services

CJA-21/31: Payment Voucher for Experts and Other 
Services

CJA-26: Claim for Excess Compensation

AUTH-24: Authorization for Transcripts

CJA-24: Payment Voucher for Transcripts

Travel AUTH

Presenter Notes
Presentation Notes
Overview of the different types of vouchers:
CJA 20 – Appointment of and Authority to Pay Court-Appointed Counsel: Used by appointed counsel to request compensation and reimbursement for services provided in non-capital cases.
CJA 30 – Death Penalty Appointed Counsel: Used to compensate court-appointed counsel in federal capital cases.

AUTH – Authorization for Expert and Other Services: Used to obtain prior court approval for expert or other service providers when the requested amount exceeds the statutory authorization threshold or when prior authorization is otherwise required.

CJA 21 – Expert and Other Services Voucher: Used to compensate authorized expert and other service providers, such as investigators, interpreters, psychologists, mitigation specialists, and forensic experts.
CJA 31 – Death Penalty Expert and Other Services Voucher: Used to compensate expert and other service providers in federal capital cases.

CJA 26 – Statement for a Compensation Claim in Excess of the Statutory Case Compensation Maximum: Submitted when attorney compensation exceeds the applicable statutory case compensation maximum and additional payment approval is required.

AUTH 24 – Authorization for Payment of Transcript: Used to obtain prior court authorization for transcript services before the transcripts are prepared.

CJA 24 – Transcript Voucher: Used by court reporters or transcription service providers to request payment for authorized transcript services.



CJA-20 Voucher

CJA 20 – Appointment & Authority to Pay 
Counsel
• used to compensate court-appointed 

counsel for services rendered;
• claims may be entered once the appointment 

is created;
• include detailed service descriptions and 

reimbursable expenses;
• upload all required supporting documents
• claim types include Final, Interim, 

Supplemental, and Withholding; and
• attorney travel expenses are claimed on the 

CJA 20 voucher.

Presenter Notes
Presentation Notes
The CJA 20 Voucher (Appointment of and Authority to Pay Court-Appointed Counsel) Used by appointed counsel to request compensation and reimbursement for services provided in non-capital cases. 

When completing the voucher, attorneys should provide clear and detailed descriptions of the services performed, as well as any reimbursable expenses. Sufficient detail helps facilitate a timely review and approval process.
Each CJA 20 submission must also include all required supporting documentation. Missing documentation is one of the most common reasons vouchers are returned for correction.
Depending on the stage of the case, attorneys may submit different types of claims, including Interim, Supplemental, Final, or Withholding vouchers. Finally, attorney travel expenses should be claimed directly on the CJA 20 voucher and supported by the appropriate documentation and any required prior approvals."



CJA-20 Voucher

The 45 days, 
begins when the 

Judgment is 
entered on the 

docket.

*Interim Payments to Counsel
20% of each interim payment is withheld until 
the submission of the final voucher, the 
amount withheld can be claimed on a 
Withholding Voucher.

Presenter Notes
Presentation Notes
Where it is considered necessary and appropriate in a specific case, the presiding trial judge may arrange for periodic or interim payments to counsel.  In the District Court of the Virgin Islands, 20% of each interim payment is withheld until the submission of the final voucher, the amount withheld can be claimed on a Withholding Voucher.




Documents for the CJA-20 Voucher

• order of appointment;
• interim payment order (if applicable);
• order granting Leave to File Out of Time(if 

voucher is submitted after the 45-day 
deadline);

• approved CJA 26 (if compensation 
exceeds the statutory maximum);

• approved Case Budget Order (for budgeted 
cases); and

• supporting documentation for all claimed 
expenses (e.g., receipts, invoices, travel 
documentation).

Presenter Notes
Presentation Notes
The documents identified above are required supporting documentation and must be submitted with the CJA 20 voucher.
"Each CJA 20 voucher must include the required supporting documentation to avoid delays in processing. At a minimum, the Order of Appointment should be attached. Depending on the circumstances, additional court orders may also be required, such as an Interim Payment Order, an Order granting leave to file the voucher out of time if it is submitted after the 45-day deadline, an approved CJA 26 for excess compensation, or an approved Case Budget Order for budgeted cases.
In addition, attorneys should upload any receipts, invoices, or other documentation necessary to support reimbursable expenses claimed on the voucher. Submitting complete documentation with the initial filing helps expedite the review and approval process."



20

Presenter Notes
Presentation Notes
Before we continue, are there any questions?




AUTH Voucher

• an AUTH is the authorization request for 
an attorney to use an expert where the 
expenses are expected to exceed $1,000; 

• an ex parte motion must be filed on the 
docket via CM/ECF BEFORE the AUTH 
can be submitted in CJA eVoucher; and

• compensation exceeding $3,000 requires 
prior approval from the Presiding Judge 
and the Chief Judge of the 3rd Circuit.

Presenter Notes
Presentation Notes
Attorneys must submit an AUTH voucher – Used to obtain prior court approval for expert or other service providers when the requested amount exceeds the statutory authorization threshold or when prior authorization is otherwise required.
Requests for authorization of funds for investigative, expert and other services must be submitted in an ex parte motion to the Court via CM/ECF and an AUTH (Authorization for Expert and Other Services) in the Court’s CJA eVoucher system.



AUTH Voucher 

The AUTH in eVoucher should not be filed prior 
to receiving an Order granting the request made 
on the ex parte motion. This motion will be 
addressed by the Magistrate Judge. The request 
for investigative, expert and other services must 
contain:
a) the service provider’s name, address, telephone 

number,
b) the service provider’s hourly rate;
c) the estimated number of hours to complete the 

work;
d) justification for the use of the service provider, 

and
e) a comprehensive background of the service 

provider’s education and/or credentials.



AUTH Voucher 

Requesting Additional Expert Funds
• Submit additional funding requests using the AUTH 

document in eVoucher.
• Attach a memorandum in support (no motion in 

CM/ECF required).
• This streamlines processing and allows request status 

tracking.
• The original AUTH retains the approved funding and is 

used to generate CJA 21/31 vouchers and calculate 
authorization amounts.

Presenter Notes
Presentation Notes
When additional funding for expert services is needed, attorneys may submit the request directly through the AUTH document in eVoucher by attaching a memorandum in support. Filing a separate motion in CM/ECF is not required.Using the AUTH document expedites the approval process and allows attorneys to monitor the status of their request within eVoucher.

It is important to note that the original authorization remains the official record of the approved funding. It is the authorization used when generating CJA 21 and CJA 31 vouchers, and it serves as the basis for all authorization amount calculations within the system.



CJA-21/31 Voucher

• payment voucher for expert and other service providers 
that provided services throughout the case;

• payment is made directly to the service provider;

• the attorney is responsible for the submission of the 
voucher for the expert within 30 days of the receipt of an 
itemized invoice; and

• mandatory documents are required upon submission.

***This voucher requires two levels of approval and 
submission by the attorney.***

Presenter Notes
Presentation Notes
CJA 21 – Expert and Other Services Voucher: Used to compensate authorized expert and other service providers, such as investigators, interpreters, psychologists, mitigation specialists, and forensic experts.
CJA 31 – Death Penalty Expert and Other Services Voucher: Used to compensate expert and other service providers in federal capital cases.
The attorney is responsible for creating the CJA 21/CJA 31 voucher in eVoucher and reviewing and approving the voucher on behalf of the expert. The attorney’s approval is required before the voucher can be submitted to the Court for review and processing.

Please Note: If you approve a voucher and it remains in your eVoucher inbox, additional action may be required. The voucher may require a second approval before it can proceed to the Court for review.




CJA-21/31 Voucher Mandatory Documents

• Court Orders: Appointment, expert 
authorization, and interim payment 
orders (if applicable);

• Expert Billing: Itemized invoice for 
services;

• Expense Documentation: Itemized 
receipts for expenses over $75 and 
any additional supporting 
documentation.

Presenter Notes
Presentation Notes
When submitting a CJA 21/31 voucher, be sure to include all required supporting documentation to avoid processing delays.
This includes the order of appointment, the order approving expert services, and the order granting interim payments, if applicable.
You must also upload an itemized invoice for all expert services performed. For expense reimbursement, include itemized receipts for any expense exceeding $75, along with any other documentation necessary to support the claim.
Providing complete and accurate documentation with the initial submission helps ensure timely review and payment.
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Presenter Notes
Presentation Notes
Before we continue, are there any questions?




CJA-26 Request for Excess Compensation

• required when compensation exceeds the 
statutory maximum; 

• current maximums effective January 1, 2026:
a) Felony: $13,800
b) Misdemeanor: $3,900;

• may be requested for cases involving unusual 
complexity;

• submit a detailed justification describing the 
work performed or anticipated;

• request approval before exceeding the statutory 
maximum; 

• requires approval by the Presiding Judge; and
• include all required supporting documentation 

especially the proposed CJA-20 voucher. 

Presenter Notes
Presentation Notes
A request for excess compensation is required when an attorney’s compensation will exceed the statutory case maximum. Effective January 1, 2026, the maximum compensation amounts are $13,800 for felony cases and $3,900 for misdemeanor cases.
Excess compensation may be appropriate when a case involves factors that make it unusually complex or require services beyond what is typically expected. The request must include a detailed explanation of the work performed or anticipated, along with the reasons additional compensation is necessary.
Attorneys should submit the request for approval before exceeding the statutory maximum. The request must be reviewed and approved by the Presiding Judge, and all required supporting documentation must be included to support the request.



CJA-26 Request for Excess Compensation

Please Note: Case Compensation Maximums apply to each 
attorney in each case. Excess compensation vouchers are 
approved by the Chief Judge of the circuit and requires 
authorization prior to exceeding the Case Compensation 
Maximum. Local authorization is obtained via the CJA26 
voucher approved by the Presiding Judge and should be 
completed prior to exceeding the case maximum.
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Presenter Notes
Presentation Notes
Before we continue, are there any questions?




AUTH-24 Voucher

• an AUTH-24 is used to request authorization 
for transcripts;

• transcript requests must first be authorized 
through an AUTH-24;

• approval is required before the court reporter 
can prepare the transcript; and

• submit all required supporting documents 
with the request.

Presenter Notes
Presentation Notes
The AUTH-24 is the authorization request used when CJA counsel needs a transcript prepared. Before contacting the court reporter or requesting transcript preparation, counsel must submit the AUTH-24 through eVoucher and obtain the required approval. This process ensures that transcript expenses are authorized before services are performed. Be sure to include all supporting documentation, including any required justification or applicable orders, to prevent delays in processing.



AUTH-24 Voucher

Please note:
• it is the attorney’s responsibility to prepare 

the AUTH-24
• only the necessary portions of the transcript 

should be ordered;
• include the specific hearing/trial date(s) of 

the necessary testimony;
• expedited or daily copies are discouraged 

unless necessary; and
• after approval, email the approved AUTH-24 

to the court reporter.

Review the Confirmation tab. Verify that the Special 
Authorizations are correct. Review the Public/Attorney Notes, 
Private/Court Notes, and the Appointment Notes. Approve or 
Reject the AUTH-24. If rejecting, provide reasons in the 
Public/Attorney Notes field.

Presenter Notes
Presentation Notes
Attorneys are responsible for preparing and submitting the AUTH-24 authorization request. To help manage CJA costs, only the portions of the transcript that are necessary for the representation should be requested, and the request must identify the specific hearing or trial date(s) needed. Expedited or daily transcripts are discouraged unless there is a compelling need. Once the AUTH-24 has been approved, the attorney should email a copy of the approved authorization to the court reporter along with the transcript request so preparation can begin.



CJA-24 Voucher 
(Voucher for Payment of Transcripts)

• the CJA-24 is used to pay Court Reporters for 
transcript services;

• submit the voucher within 30 days of receiving 
the invoice;

• court reporters must be registered as an Expert 
in eVoucher with current billing information; and

• include all required supporting documents with 
the voucher.

***This voucher requires two levels of 
approval and submission by the attorney.***

Presenter Notes
Presentation Notes
The CJA-24 voucher is used to compensate court reporters for transcript services that have been authorized and completed. To ensure timely payment, attorneys should submit the voucher within 30 days of receiving the court reporter's invoice. Court reporters must be established as Expert users in eVoucher and have current billing information on file before payment can be processed. As with all CJA vouchers, all required supporting documentation must be included with the submission to avoid delays.



CJA-24 Voucher Mandatory Documents

• an order of appointment; and
• any documents to support the 

request.

Note: In multi-defendant cases 
involving CJA defendants, only one 
transcript should be purchased from 
the Court Reporter for all CJA 
defendants.

Presenter Notes
Presentation Notes
When submitting a CJA-24 voucher, include the Order of Appointment and any supporting documentation related to the transcript request. In multi-defendant cases where multiple defendants are represented under the CJA, only one transcript should be purchased from the court reporter on behalf of all CJA-appointed defendants. This helps avoid duplicate costs and ensures responsible use of CJA funds.



CJA-24 Voucher

§ 320.30.30 Commercial Duplication in Multi-Defendant Cases
• (a) In multi-defendant cases involving CJA defendants, no more than one transcript 

should be purchased from the court reporter on behalf of CJA defendants. The 
appointed counsel or the clerk of court should share an electronic copy with each of 
the CJA defendants for whom a transcript has been approved. If the transcript was 
provided in printed format, counsel should arrange for duplication at commercially 
competitive rates. The cost of such duplication will be charged to the CJA 
appropriation. This policy would not preclude the furnishing of duplication services by 
the court reporter at the commercially competitive rate.

• (b) In individual cases involving requests for accelerated transcripts, the court may 
grant an exception to the policy set forth in (a) of this subsection based upon a finding 
that application of the policy will unreasonably impede the delivery of accelerated 
transcripts to persons proceeding under the CJA. Such finding should be reflected on 
the transcript voucher.

Presenter Notes
Presentation Notes
Please Note: Attorneys requiring copies of transcripts should obtain electronic copies from the appointed counsel who received the original transcript or, when appropriate, from the Clerk’s Office.
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Presenter Notes
Presentation Notes
Before we continue, are there any questions?




Travel AUTH
• A Travel Authorization is a 

request for an attorney to 
travel outside of their 
jurisdiction for matters that 
relate to the case.

• Travel Authorizations can 
include cost for expenses 
such as transportation and 
hotels and meals.

• Travel Authorizations are to 
be submitted prior to the 
proposed travel day.
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Presenter Notes
Presentation Notes
Attorneys should submit the Travel AUTH Voucher before making travel arrangements or incurring travel-related expenses. The request should include the purpose of the travel, anticipated itinerary, and estimated travel expenses. 
Once submitted, the request is reviewed by the court and must be approved by the presiding judicial officer before the travel occurs.
Obtaining prior approval is important because it ensures that the travel is necessary and authorized under the Criminal Justice Act. Failure to obtain advance approval may result in the denial or reduction of reimbursement for travel-related expenses.



Review of a 
Travel AUTH

• select the Travel AUTH 
document number to open 
the request;

• review details on the 
Authorization Request tab;

• confirm requested travel 
expenses and dates;

• to approve as submitted, go 
to the Confirmation tab and 
select Approve; and 

• to modify approved 
amounts, select the specific 
line item requiring 
adjustment..
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Presenter Notes
Presentation Notes
When reviewing a Travel Authorization in eVoucher, begin by selecting the Travel AUTH document number. The request will open to the Basic Info tab; navigate to the Authorization Request tab to review the requested travel details, including expenses and supporting information.

If the travel request is accurate and approved as submitted, proceed to the Confirmation tab and select Approve. If adjustments are needed, select the applicable line item and update the approved amount before completing the approval process.



Review of a 
Travel AUTH

• review the Documents tab 
for required supporting 
documentation;

• upload additional 
documents, if needed;

• to upload;
• Select Browse and locate the 

file;
• Enter a document 

description;
• Click Upload;

• documents must be;
• PDF format;
• 10 MB or less;

38

Presenter Notes
Presentation Notes
The Documents tab should be reviewed to confirm that all required supporting documentation has been included with the Travel Authorization. If additional documentation is needed, it can be uploaded directly in eVoucher.To upload a document, select Browse to locate the file, enter a brief description in the Description field, and select Upload. All uploaded documents must be in PDF format and cannot exceed 10 MB in size. Ensuring documents meet these requirements will prevent upload issues and processing delays.



Review of a 
Travel AUTH

• review the Confirmation 
tab to verify approval 
details;

• to approve;
• select “I hereby 

approve/disapprove this 
Authorization”;

• Click Submit;

• to reject;
• Enter the reason in 

Public/Attorney Notes;
• Select the 

approval/disapproval 
checkbox;

• Click Reject;

• Successful submission will 
display a confirmation 
message.
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Presenter Notes
Presentation Notes
Before finalizing a Travel Authorization, review the Confirmation tab to ensure all approved travel amounts and decisions are accurately reflected.
If the authorization is acceptable, select the checkbox confirming the approval/disapproval action and click Submit.
If the request must be rejected, provide a clear explanation in the Public/Attorney Notes field, select the confirmation checkbox, and click Reject.
When the document is successfully submitted and there are no errors or warnings, eVoucher will display a success message confirming completion of the action.
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Before we continue, are there any questions?






Presenter Notes
Presentation Notes
As we move through the various demonstrations, please feel free to ask questions at any time. This training is designed to provide you with the knowledge and resources needed to successfully navigate the CJA eVoucher system and related processes.The goal is not only to demonstrate the steps, but to ensure that everyone has a clear understanding of the procedures, requirements, and best practices before completing the training.



By a show of virtual hands, who feels more confident using CJA eVoucher?

Presenter Notes
Presentation Notes
Now that we've completed the demonstration portion of the training, by a show of virtual hands, how many of you feel more confident about completing CJA eVoucher vouchers?



Case Budgeting

• a budget covers all services and 
expenses for a particular case;

• all travel expenses are covered for the 
duration of the case;

• all required approvals, to include circuit-
level approval, will be authorized in one 
document;

• Case budgeting should be used in cases 
deemed complex and mega;

• www.ca3.uscourts.gov/case-budgeting.

Presenter Notes
Presentation Notes
Case budgeting is an important case management tool used to plan and monitor the anticipated costs of complex or extended CJA representations.
A case budget provides the court with a comprehensive estimate of all expected services and expenses throughout the life of the case. This includes attorney fees, anticipated travel, expert and investigative services, interpreters, transcripts, and any other authorized litigation expenses.
Once approved by the court, the budget serves as a financial roadmap for the case. It helps ensure that adequate funding is available while allowing the court to monitor expenditures and identify any significant variances from the approved budget.
It is important to remember that case budgeting is not a substitute for obtaining prior authorization when required. Attorneys must continue to request approval for expert services, transcripts, travel, and other expenses in accordance with the Criminal Justice Act Guidelines and the court's policies.
Effective case budgeting promotes fiscal responsibility, improves case planning, and helps minimize delays in the authorization and payment process.

http://www.ca3.uscourts.gov/case-budgeting


Case Budgeting Resources



Budget Authorizations

Once the Court has 
received the Order from the 

3rd Circuit approving a 
budget for a case, the 

Court will submit a budget 
authorization on behalf of 
the attorneys in the case. 

The Court will enter the 
approve funds for the 

attorneys and experts for 
the case and once the 

budget auth is approved 
within the system, the 

system auto-creates the 
AUTH within the system. 

As the attorney, the Budget 
Auth document type allows 

you to request additional 
attorney funds and/or to 

request service providers 
on a budgeted case. 

Presenter Notes
Presentation Notes
Case budgeting establishes a comprehensive financial plan that identifies and accounts for all anticipated services and expenses associated with a case. 

The approved budget includes attorney-related expenses, such as travel, as well as authorized expert services and other case-related expenses necessary to support effective representation under the Criminal Justice Act.



.

Payment to Experts
• It is the responsibility of the attorney to submit 

payments for an expert in eVoucher on behalf of 
the expert.

• Payments should be submitted in eVoucher
within 30 days of receipt.

• It is the responsibility of the attorney to review 
the itemized invoices and all supporting 
receipts for accuracy.

Merging of Cases within the eVoucher
• When a magistrate case is merged into a 

criminal case, the two cases now show as one 
representation ID number in the system. 

Presenter Notes
Presentation Notes
Important Reminders:

Timely Processing of Expert Service Provider Payments Ensure expert vouchers are submitted, reviewed, and processed promptly to avoid unnecessary delays in payment.

Proper Procedures for Merging Cases in CJA eVoucher Follow established procedures when merging cases in eVoucher to maintain accurate case records, prevent processing errors, and ensure proper voucher tracking.



CJA eVoucher Resources

https://www.vid.uscourts.gov/criminal-justice-act-info

•Acceptance of Fees Policy 

•Updated Interpreter Rates 

•Travel Time Guidelines for CJA Attorneys Residing in the U.S.

   Virgin Islands and Puerto Rico 

•Standing Order re Submission of Interim Vouchers in 

Budgeted Cases 

•Creating a Vendor Account with an EIN 

•Creating a Vendor Account with an SSN 

•Creating an Authorized Agent Account 

•New Vendor Manager System (VMS) Announcement 

•Virgin Islands CJA Plan 

•Attorney Instructions for Entering Associate Attorney Services 

•CJA eVoucher 

•CJA eVoucher Attorney User Manual (Release 6.11) 

•CJA eVoucher PowerPoint Presentation 

•CJA Rates 

•CJA Appointment Manual 

•CJA Application For Membership 

•CJA Renewal Application For Membership 

•CJA eVoucher Attorney Acknowledgment Form 

•CJA Engagement Letter for Investigative, Expert and Other Services 

Presenter Notes
Presentation Notes
Before we conclude, please remember that a variety of CJA eVoucher resources are available on the Court’s website to assist you throughout the voucher preparation and submission process.
By visiting vid.uscourts.gov and selecting the Criminal Justice Act tab, you can access helpful resources, including the CJA eVoucher Attorney User Manual, training materials, forms, case budgeting resources, travel guidelines, and other supporting documentation.
These resources are designed to provide guidance, promote accurate voucher submissions, and help ensure compliance with CJA requirements. We encourage you to review these materials regularly, as updates and additional guidance will be posted as needed.

https://www.vid.uscourts.gov/criminal-justice-act-info
https://www.vid.uscourts.gov/sites/vid/files/cja/acceptance_of_fees_policy.pdf
https://www.uscourts.gov/services-forms/federal-court-interpreters
https://www.vid.uscourts.gov/sites/vid/files/240301%20-%20Memo%20Re%20Travel%20Time%20for%20USVI%20and%20PR%20Attorneys.pdf
https://www.vid.uscourts.gov/sites/vid/files/240301%20-%20Memo%20Re%20Travel%20Time%20for%20USVI%20and%20PR%20Attorneys.pdf
https://www.vid.uscourts.gov/sites/vid/files/StandingOrderreSubmissionofInterimVouchersinBudgetedCases.pdf
https://www.vid.uscourts.gov/sites/vid/files/StandingOrderreSubmissionofInterimVouchersinBudgetedCases.pdf
https://www.vid.uscourts.gov/sites/vid/files/Creating-an-EIN-Payment-Account-in-Vendor-Manager-System.pdf
https://www.vid.uscourts.gov/sites/vid/files/Creating-an-SSN-Payment-Account-in-Vendor-Manager-System.pdf
https://www.vid.uscourts.gov/sites/vid/files/Authorized-Agent-in-Vendor-Manager-System.pdf
https://www.vid.uscourts.gov/sites/vid/files/Announcing%20New%20Vendor%20Manager%20for%20CJA_1.pdf
https://www.vid.uscourts.gov/sites/vid/files/CJA%20Plan-%20Revised%202022.pdf
https://www.vid.uscourts.gov/sites/vid/files/AssociateAttorneyServices.pdf
https://evadweb.ev.uscourts.gov/CJA_vix_prod/CJAeVoucher/
http://www.uscourts.gov/rules-policies/judiciary-policies/cja-guidelines/chapter-2-ss-230-compensation-and-expenses#a230_16
https://www.vid.uscourts.gov/sites/vid/files/CJA%20Appointment%20Manual_1_22_26_Update.pdf
https://www.vid.uscourts.gov/sites/vid/files/forms/CJA_APPLICATION_FOR_MEMBERSHIP.pdf
https://www.vid.uscourts.gov/sites/vid/files/forms/CJA_Renewal_Application_For_Membership10_18.pdf
https://www.vid.uscourts.gov/sites/vid/files/CJA%20eVoucher%20Attorney%20Acknowledgment%20Form.pdf
https://www.vid.uscourts.gov/sites/vid/files/CJA%20Financial%20Arrangements%20for%20Experts.pdf


Financial Services Contacts for
CJA eVoucher

Shervin T. Clarke
Financial Supervisor
CJA eVoucher Payment Certifier
Shervin_Clarke@vid.uscourts.gov
(340) 775-8015

Shaneka Carter
Procurement & Financial Specialist
CJA eVoucher 1st Level Reviewer
Shaneka_Carter@vid.uscourts.gov
(340) 775-8016

Deanne Schneider
Budget Analyst
CJA eVoucher System Administrator
Deanne_Schneider@vid.uscourts.gov
(340) 775-8017

mailto:Shervin_Clarke@vid.uscourts.gov
mailto:Shaneka_carter@vid.uscourts.gov
mailto:Deanne_schneider@vid.uscourts.gov
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Presentation Notes
Thank you for attending today’s annual CJA eVoucher Attorney Training. 
We appreciate your time and participation, and we value your feedback. We ask that you please take a few moments to complete the online survey following this training session.
Your responses provide valuable insight into what is working well and where we can improve. The feedback received will help us tailor future training sessions, enhance our resources, and ensure we continue providing information that is relevant and beneficial to our CJA attorney community.
Thank you again for your continued partnership and commitment to providing effective representation under the Criminal Justice Act
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