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This manual provides instructions on how CJA attorneys will be notified of CJA Appointments and how CJA 
practioners need to process CJA forms.  Besides the payment request, this manual will also provide information as to 
other CJA forms such as the CJA 21 – Pre- Authorization, CJA 24 – Transcript Requests, and CJA xx.  The court will 
begin to accept electronic filings for criminal cases on December 5, 2005.  When this begins, a new process will also 
be implemented to process CJA forms. 
 
1.1 Brief ECF System Overview 
 
Registered users with a compatible web browser and access to the Internet can perform the following functions, 
twenty-four hours a day, seven days a week: 
 

• View or download the most recent version of the ECF User Manual and Electronic Case Filing Procedures; 
• Self-train on the court’s ECF tutorial including information about Adobe PDF files; 
• Practice entering documents into the ECF using the court’s “training” database; 
• Electronically transmit a document to the clerk’s office in civil cases without incurring additional filing costs; 
• View official docket sheets and other documents associated with these docket sheets, including immediate 

viewing of a document just submitted to the court; 
• Compile and view various reports for cases on the court’s docket; 
• Query case information; and, 
• Update and maintain user accounts. 

 
1.2 Contacts  
 

• For assistance in CJA processing, payments, and procedures, call Nancy Rutledge on 303-335-2139 or 
Stephanie Matlock on 303-335-2011.  

  
• For assistance in using ECF, including technical difficulties, call the Court’s Help Desk toll free at 866-365-

6381 or 303-335-2050 between the hours of 8:00 a.m. and 5:00 p.m. Mountain Time, Monday through Friday, 
excluding federal holidays.  The Help Desk may also be contacted by e-mail at 
cod_cmecf@cod.uscourts.gov. 

 
1.3 Software and Processing Requirements 
 
In order for this process to work effectively, you need to have the following software: 
 

1. Word or WordPerfect 
2. Excel  
3. PDF conversion software 
4. E-mail software that will receive and send attachments. 

 
1.4 CJA Forms and Process 
 
This manual will discuss the following forms and processes: 
 

1. The CJA Appointment and notification (CJA Form 20 or CJA From 30)  
2. Form 20/30 CJA 21/31 Payment request and submission 
3. Form 21 – Pre-Authorization 
4. Form 24 – Transcript Request. 

 
 

Chapter 1
Introduction
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2.1 CJA Appointment and Notification 
 
Frame 2.1-1 The appointment. 
 
After an attorney accepts a CJA appointment, the CJA appointee should use 
their CJA PACER account to log in and view/download indictment and any 
other pertinent documents.   
 
Note:  If the appointment is made to a case prior to December 5, 2005, contact 
the CJA staff for assistance. 

 

Frame 2.1-2 NEF Notification of appointment from the court  
 

 
• Once the judge/magistrate judge 

enters an order appointing a CJA 
attorney, the CJA Form 20 is 
docketed by court personnel and a 
PDF copy of the CJA Form 20 is 
entered into CM/ECF. 

 
• The appointed CJA attorney is 

added to the case, linked to the 
respective defendant in the case, 
and the attorney will receive a 
Notice of Electronic Filing (NEF). 

 
• Once the CJA attorney receives 

the NEF e-mail, he/she may click 
on the document number “link” 
in the e-mail and view the CJA 
Form 20. 

 
• NOTE: The PDF copy of the CJA 

Form 20 reflects the appointment 
of counsel for the defendant in the 
case.  Print and save the PDF 
document for payment requests. 

Chapter 2
CJA Appointment
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Frame 2.1-3 Viewing the PDF CJA 20 form 
 

 
  
 

 
• When the attorney receives the e-

mail notification of activity, he/she 
can click on the document 
number link to display the PDF 
document. 

 
• When viewing the PDF document 

from CM/ECF, note the header 
stamp that is displayed with the 
PDF document.  The header 
shows the case number, 
document number, date filed, and 
the number of pages. 

 
•  The CJA Form 20 will also have 

the s/ signature or written 
signature of the judge and date 
the order was signed.  In our 
example, note the s/EWN for 
Judge Nottingham and the date he 
signed the appointment order.  

 
•  NOTE: The CJA Form 20 

appointing the CJA attorney is 
public record. 

• You should print and save this 
document for future submission 
for payment. 
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When a CJA appointed attorney requires the services of other resources, such as an investigator or 
expert, etc., the CJA attorney must use the CJA Form 21 or CJA Form 31 (capital cases) to authorize 
the resource.  Form 21/31 must be submitted if the costs are greater than $500.00. 
To submit the CJA 21/31, the form is available at the US District Court website, under CJA 
Information >> CJA Forms >> CJA 21 Voucher for Expert and Other Services.    The CJA 21/31 
can be downloaded as a WordPerfect or Word formatted document. 
3.1 Getting the CJA 21/31 Form 
Frame 3.1-1 Getting a blank CJA 21/31 Form 
 

 

 
 
Complete the form with 
information 

Frame 3.1-2 CJA FORM 21 

 

 
 
1. Complete Boxes   

        1 through 14, as  
        necessary. 
 

2. Under Box 12, 
Signature of 
attorney can be 
a s/attorney 
Name or a hand 
signature. 

 
Note:  If hand signed, 
the document will have 
to be scanned.   If the 
document is a 
s/signature, the PDF can 
be created electronically.  

Chapter 3
CJA Pre-Authorization Process (Form 21 and Form 31)
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Frame 3.1-3 Creating the PDF 
 
Creating the PDF from Word or WordPerfect. (This example uses WordPerfect.  
However, the process is the same for WORD. 
 

 
 

 
 
 
 
 
 
 
 
 
 
1. Select File >> Print 
 
 
2. The Print dialog 

Box will be 
displayed 

 
 

Frame 3.1-4 Print Dialog Box 
 

 

 
 
1. Using the drop 

down arrow, you 
can display the 
printers and printer 
drivers available on 
the application. 

 
2. Select the “printer” 

which allows you to 
create the PDF 
document. 

 
Note:  In this example, 
WordPerfect will be 
using Adobe Acrobat to 
create the PDF 
document.  There are 
numerous applications 
available that will allow 
users to “print” and 
create a PDF document. 
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Frame 3.1-5  Creating the PDF document 
 
 

         
 
 
 
 
 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The “Save PDF File As” 
Dialog box is displayed.  
 
 
1. Select or note 

where the PDF file 
will be saved.   

 
 
2. Enter the name for 

the PDF file you are 
creating. 

  
3. Also note that the 

file type is PDF 
 
4. Click on “Save” 
 
 
 
 

Note:  You may or may 
not see a dialog box as 
displayed to the left. 

Note:  You may or may not see 
the balloon to the left.  It’s 
dependant on your settings and 
which application you are using to 
create the PDF. 
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Frame 3.1-6 The PDF document. 
 

 

 
 
1. After WordPerfect 

“prints” the PDF 
document, Adobe 
Reader or Adobe 
Acrobat (Depends 
on what the default 
application is), the 
PDF document is 
displayed for your 
review. 

    
2. After reviewing, 

always close out 
the application so it 
can be accessed 
when you load into 
CM/ECF. 

 
      
 
 
 
 
 
 

Frame 3.1-7 Filing the Request  
 
The CJA Form 21 is now ready to be docketed as an attachment to the Exparte document 
you need to file requesting the services. 
 
Reminder:  These examples are based upon the assumption the request is greater than 
$500.00 requiring a motion being filed requesting the services along with the CJA 21/31 
as a Pre-Authorization. 
 
Note:  Even though it’s a motion, you will file it as an Exparte Document (Category – 
Other documents >> Exparte Document.)  The motion will also need to be a PDF 
document. 
  

 
  
 
 
 
 
 

 
 
1. You will need PDF 

copies of the motion 
and CJA Form 
21/31. 

2. Login to the ECF 
Filing system with 
your ECF login. 

3. Click on “Criminal” 
on the blue Menu 
Bar. 
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Frame 3.1-8 Filing the Exparte Document 
 

 
 
 
 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
1. Click on the  

        
        link. 
 
 
 
 
 
 
 
 
2. From the “drop 

down” box, select 

    
 
 
 
 
 

3.  Click on the  
button. 
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Frame 3.1-9 Filing (Continued) 
 

 
 
 
 

 
 

 
 

 
 
 
1. Enter the case 

number you wish to 
file in. 

 
 
2. Click on the 

 button. 
 
 
 
 
 
 
 

3. If the case has 
multiple defendants, 
you will need to 
check the 
appropriate 
defendant’s case 

 
4. Click on the 

 button 
 
 
 
 
 
 
 
 
5. Click on the 

 button 
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Frame 3.1-10 attaching the PDF Documents 
 

 
 
Frame 3.1-11 File Upload dialog Box 

 

 
 
1. Click on the 

 
button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The 

 
        dialog box is  
        displayed to allow  
        you to view and  
        select the PDF  
        document you want 
        to submit. 
 
Note: The court strongly 
recommends that each 
PDF document is 
opened and reviewed 
before submitting to the 
court.   This is the 
ONLY opportunity for 
this review to occur 
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Frame 3.1-12 Viewing PDF documents before submitting to the court. 
 

 
Frame 3.1-13 The PDF document 
 

 

 
3. Highlight the PDF 

document you want 
to view and RIGHT 
CLICK     and 
select  (click) on  

        to open the PDF  
        document for  
        review. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Adobe Reader or 

Adobe Acrobat will 
open and display 
the PDF document.   

 
  
5. Review the 

document for 
completeness, 
accuracy, and 
authentication as to 
the correct 
document. 

 
 
6. After review, click 

on the  in the 
upper right hand 
corner to close out 
Adobe. 
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Frame 3.1-14 Selecting the document for upload to CM/ECF 
 

 
Frame 3.1-15 
 

 

 
 
7. After clicking on the 
          from Adobe,  
        you are returned to  
        the        

        
       dialog box of  
       CM/ECF. 
 
8. The PDF filename 

is populated in the  

        box. 
 
9. Click on the  

          
       button and the PDF    
        file name will 
        populate the  

          box 
        in CM/ECF. 
 
Note:  At this point, we 
have identified the “main 
document to be 
submitted to CM/ECF.  
In this example, we’ve 
indicated the “motion” as 
the main document 
 
10. We have the CJA 

Form 21 to attach.  
So, click on the  

 for 
additional 
attachments.  

 
11. Click on the 

 button  



DISTRICT OF COLORADO                                                                                                                                                                                                                VERSION 2.0 
CJA FORMS MANUAL                                                                                                                                                                                                                     EFFECTIVE JULY 17, 2006 

 - 13 -

 
Frame 3.1-16 Adding Attachments to the main document 
 

 
 
Note:  to avoid redundancy, please refer to Steps 3 through 9 as they function the same 
way. 

 
12. Click on the 

 
button.  

 
 
 
13. The 

 
        dialog box is  
        displayed to allow  
        you to view and  
        select the PDF  
        document you want 
        to submit as an  
        attachment. 
 
 (See steps 3 through 9 
   above)  
 
Note: The court strongly 
recommends that each 
PDF document is 
opened and reviewed 
before submitting to the 
court.   This is the 
ONLY opportunity for 
this review to occur 
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Frame 3.1-17 Adding Attachments, continued 

 
Frame 3.1-18 Category and Description 

 

 
 
 
14. After populating the 

        box 
       with the attachment, 
        you can select the  
        Category and add  
        any additional   
        Description for the 
        attachment. 
 
 
15. For the Category, 

select Exparte 
Attachment. 

 
16. In the Description  

field, add an 
identifier such as 1 
To identify this as 
the first Exparte 
attachment. 

 
 
17. Click on  the 

   
Button. 
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Frame 3.1-19 Adding Attachments, continued 
 

 
Frame 3.1-20 Final Review 

 
 
18. You can see the 

first attachment has 
been added to the 
attachments box. 

 
19. You can repeat this 

process –  
 
        Browse, 

Category, 
Description  
Add to list 
for each additional 
attachment for this 
filing. 

 
20. When all of the 

attachments have 
been added, click 

on  the  
Button. 

 
21. The last screen in 

the process is 
displayed.  You can 
review what the 
docket text will read 
and note that there 
is one attachment 
to the main 
document. 

   
22. Click on the 

 button. 
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Frame 3.1-21, The NEF (Notice of Electronic Filing) 
 

 
 
The Docket entry looks like: 
 

 
 

 
 
 
23 The NEF displayed 

to indicate the 
transaction is 
complete and has 
been entered onto 
the docket. 

 
24 The NEF provides 

the following 
information to the 
filer: 

 
• Date and time 

entered/filed. 
 
• Link to docket 

sheet\ 
 

 
• Link to the 

document 
 
• Docket text 

 
 
• Electronic 

document stamp 
for each 
document 
attached. 

 
• Who will be 

served 
electronically 

 
 
• Who will be 

served by other 
means. 

 
 
 

25.  Display of the 
docket entry for the 
entry.   
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Frame 3.1-22 The Court Process 
 

• The court will also be notified as to your filing of the Exparte document and 
attachments. 

 
• The court will review the original or re-submission and initiate the approval 

process.  
 

• Approvals include judge’s signature granting or denying the pre-authorization.  If 
the judge grants the pre-authorization and the pre-authorization exceeds 
$1,600.00, the Court of Appeals must also approve the pre-authorization. 

 
• After receiving all of the necessary signatures, a docket entry is entered as to the 

request.   
 

• Whether the pre-authorization is granted or denied, a docket entry is 
entered and a NEF is sent to the attorneys involved in the case from 
CM/ECF.  Since attorneys cannot retrieve documents from the docket 
entry, a separate e-mail is also sent. 

 
• The second e-mail is sent based upon the following: 

 
• If the pre-authorization is granted, the second e-mail will be sent 

to the filing attorney with PDF documents of the approved 21/31, 
and the Court of Appeals Memorandum if the pre-authorization 
request exceeds $1,600.00.   

 
•  If the pre-authorization is denied, the second e-mail will be sent 

indicating the judge denied the request.  A PDF copy of the denial 
will be attached, if available.  

 
• NOTE:  Counsel shall retain a printed copy of the approved CJA 21/31 and the 

COA Memorandum, if sent to counsel, to be used to submit for interim or final 
payment 
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4.1 The CJA Payment Process 
 
CJA payment requests are based upon the various CJA forms such as the 20, 30, 21, 31, and 24.  The 
CJA 24 process will be covered in Chapter XX.  Payments for CJA 20, 30, 21, and 31 can be an interim 
payment or a final payment.  There are rules for interim payments. 
 
On CJA 20 and 30, a motion must be filed by one of the CJA attorneys seeking approval for interim 
payment status for the case.  If there are multiple defendants in a case represented by several CJA 
appointed counsel, only one of the attorneys need to file the motion seeking interim payment status.  If 
the motion is approved, the interim payment status applies to all of the CJA counsel on the case.   
 
For CJA forms 21 and 31, interim payments can be submitted without a motion if the interim payment 
request does not exceed the pre-authorization amount approved.   However, if the request exceeds the 
pre-authorization amount, a motion must be filed to request approval exceeding the maximum. 
 
4.2 Requests for Interim CJA Payment Status 
 
Frame 4.2-1 Filing the Exparte Document 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
1.  Click on the  

         
       link.. 
  
   
 
 
 
 
 
 
 
 

Chapter 4
CJA Payment Process and Interim Status
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Frame 4.2-2 Selecting the event 

 
 
 

 
 
 
2.     From the “drop down” 

box, select 

    
 
 

Frame 4.2-3 Selecting the event (continued) 

 

 
3. Click on the  

button. 
 

Frame 4.2-4 Enter case number 
 

 

 
 
4. Enter the case 

number you wish to 
file in. 

 
 

5. Click on the  
button. 

 
 



DISTRICT OF COLORADO                                                                                                                                                                                                                VERSION 2.0 
CJA FORMS MANUAL                                                                                                                                                                                                                     EFFECTIVE JULY 17, 2006 

 - 20 -

 
Frame 4.2-5 Select the defendant case for filing 

 

 
 
6. If the case has 

multiple defendants, 
you will need to 
check the appropriate 
defendant’s case 

 

7. Click on the  
button 

 
 
 
 
 
 
 
 
 

Frame 4.2-6 docketing continued 

 

 
 
8. After selecting the 

case, another screen 
is displayed.  Click on 

the  button 
 
 

Frame 4.2-7 Attaching the PDF Document(s) 
 

 
 

 
 
9. The PDF attachment 

screen is displayed. 
 
 
10. Click on the 

 button.  
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Frame 4.2-8 Selecting and Viewing the PDF file to upload 

 

 

11. The  
        dialog box is  
        displayed to allow  
        you to view and  
        select the PDF  
        document you  
        want  to submit. 
 
Note: The court strongly 
recommends that each 
PDF document is opened 
and reviewed before 
submitting to the court.   
This is the ONLY 
opportunity for this 
review to occur 
 
 

Frame 4.2-9 Viewing PDF documents before submitting to the court. 
 

 

 
 
 
12. Highlight the PDF 

document you want 
to view and RIGHT 
CLICK     and select  
(click) on  

        to open the PDF  
        document for  
        review. 
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Frame 4.2-10 Viewing PDF documents before submitting to the court - continued 

 

 
 
 
13. Adobe Reader or 

Adobe Acrobat will 
open and display the 
PDF document.    

 
  
14. Review the document 

for completeness, 
accuracy, and 
authentication as to 
the correct document. 

 
 
15. After review, click on 

the  in the upper 
right hand corner to 
close out Adobe. 

  
 
 

Frame 4.2-11 Selecting the document for upload to CM/ECF 
 

 
 
 
 

 
 
16. After clicking on the 
          from Adobe,  
        you are returned to  
        the        

        
       dialog box of  
       CM/ECF. 
 
17. The PDF filename is 

populated in the  

        box. 
 
18. Click on the  

          
       button and the PDF     
        file name will 
        populate the  

          box 
        in CM/ECF. 
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Frame 4.2-12 docketing- continued 

 
 

 
Note:  At this point, we 
have identified the “main 
document to be submitted 
to CM/ECF.  In this 
example, we’ve indicated 
the “motion” as the main 
document 
 
19. There are no other 

documents to attach, 
so Click on the 

  
Button 

 
 

Frame 4.2-13 Final Review Screen 

 

 
20. The last screen in the 

process is displayed.  
You can review what 
the docket text will 
read.  

 

21. Click on the  
button. 
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Frame 4.2-14, The NEF (Notice of Electronic Filing) 

 
The Docket entry looks like: 
 

 

 

 

 
 
 
22. The NEF displayed to 

indicate the 
transaction is 
complete and has 
been entered onto 
the docket. 

 
23. The NEF provides the 

following information 
to the filer: 

 
1. Date and time 

entered/filed. 
 
2. Link to docket 

sheet\ 
 

 
3. Link to the 

document 
 
4. Docket text 

 
 
5. Electronic 

document stamp for 
each document 
attached. 

 
6. Who will be served 

electronically 
 

 
7. Who will be served 

by other means. 
 
 
 
 
 
 

24.  Display of the docket 
entry for the entry.   
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Frame 4.2-15 The Court Process 
 
• The court will also be notified as to your filing of the Exparte document and attachments. 
 
• The court will review the filing.   
 
 
• If the motion for Interim Payment Status is granted, counsel involved in the case will receive two e-mails.  
 
• One e-mail from the court will have the following PDF document attached: 
 
•  

• A three page memo approving the interim payment status for the case.  
 

• The second e-mail is a NEF (Notice of Electronic Filing) sent via CM/ECF indicating an Exparte document was 
filed. 

 
Section 4.3 Preparing Documents to Request for CJA Payments (CJA 20, 30, 21, 31) 
 
 Section 4.2 covers the preparation necessary to be able to file the first submission and/or re-submission 

of requests for CJA payments. 
 

This section also addresses payments that are: 
• Interim 
• Final 
• Late (Exceeds 45 days) 
• Over the statutory maximum (20/30) 
• Exceeding the Pre-Authorized Amount (21/31)  

 
CJA payment requests are filed into CM/ECF.  All of the documents submitted must be in a PDF document 
format.  Wherever possible, the court recommends PDF documents be created via software.  For example, if a 
WordPerfect or Excel spreadsheet is used to enter hours, services, travel, etc., the PDF document created 
should be through WordPerfect or Excel.  Receipts, on the other hand, must be scanned and the PDF created 
via a scanner. 
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Section 4.3.1 Quick Tip (What to File)  
 
To file a payment request for 
CJA 20 or CJA 30 and 

• Final or Interim and  
• No Motion Required 

To file a payment request 
for CJA 20 or CJA 30 and 

• Final or Interim and  
• Exceeds statutory 

maximum or 
• Filed later than 45 

days past case 
disposition. 

To file a payment request 
for CJA 21 or CJA 31 and 
• Final or Interim and 
• No Motion Required 

To file a payment request for 
CJA 21 or CJA 31 and 

• Final or Interim and.  
• Exceeds statutory or 
• Amount requested more 

than $500.00 and there 
was no pre-authorization

You need: 
1. CJA Form filled, signed, 

dated and scanned to a 
PDF. 

2. Spreadsheet (Excel or 
WordPerfect) completed.  
Print to PDF or scanned. 

3. PDF copy of all receipts 
greater than $50.00.  
 
 
 
 
 
 
 
 

4.  NOTE:  If this is a 
re-submission, the court 
checklist must be scanned to 
a PDF document and filed as 
an attachment with the 
resubmission.  

You need: 
1. Motion (filed as an  

Exparte Document.) 
2. CJA Form filled and 

 signed  and scanned  
 to a PDF. 

3. Spreadsheet (Excel  
    or WordPerfect)  
    completed.  Print to 
    PDF or scanned. 

4. PDF copy of all 
receipts greater than 
$50.00. 

 
 
 
 
5. NOTE:  If this is a 
re-submission, the court 
checklist must be scanned 
to a PDF document and 
filed as an attachment with 
the resubmission. 

You need: 
1. CJA Form 21/31 filled, 

signed, and dated and 
scanned to a PDF 
document. 

2. Invoice completed by 
vendor scanned to a 
PDF document  

3. PDF copy of all 
receipts greater than 
$50.00. 

4. Court of Appeals  
 Memorandum (If one  
 sent to you in the pre- 

    authorization approval.  
 

5. NOTE:  If this is a 
re-submission, the court 
checklist must be scanned 
to a PDF document and 
filed as an attachment with 
the resubmission. 

You need: 
1. Motion (filed as an 

Exparte document) 
2. CJA Form 21/31 filled, 

signed, and dated and 
scanned to a PDF 
document. 

3. Invoice completed by 
vendor scanned to a PDF 
document  

4. PDF copy of all receipts 
greater than $50.00. 

5. Court of Appeals 
Memorandum (If one 
sent to you in the pre- 
authorization approval. 

 
6. NOTE:  If this is a 
re-submission, the court 
checklist must be scanned to 
a PDF document and filed as 
an attachment with the 
resubmission 

 
 
Section 4.3.2 The CJA Spreadsheet 
 

Frame 4.2.2-1 The CJA Spreadsheet 
 
The court has two versions of spreadsheets available to you to assist you, as well as the court, in calculating and 
summarizing hours, rates, and other costs. 
 
There is an Excel version and a WordPerfect version that is available on our web site.  You do NOT need both 
versions.  Download and save the version you would like to use in tracking and computing CJA costs.  
 
Each spreadsheet is designed to automatically calculate dollar amounts for the hours spent for in-court and out-of-court 
time.  Each spreadsheet is also designed to add the expense entries you make into the proper categories. 
 
NOTE: Use of either spreadsheet will decrease the time needed to verify and audit payment requests. 
 
Remember, when you are ready to submit a copy of the spreadsheet, the spreadsheet must be a PDF copy.       
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The sample used in this document is the Excel spreadsheet.  The WordPerfect version looks different but provides for the same 
functionality and is not shown in these examples.  Whichever spreadsheet you use, a PDF copy must be generated and submitted in you 
filing. 
 
Frame 4.3.2-2 The CJA Spreadsheet (Excel Version) 
 
 

 

The CJA Spreadsheet 
 
• The Excel version of the CJA spreadsheet is made up of 
three worksheets 
 
• When the spreadsheet is first opened in Excel, the 
SERVICES worksheet is displayed 
 
• The Services is used to record Attorney Time for in court 
activity and time spent for out of court activity 
 
• Next to the Services tab, is the Costs worksheet tab. The 
SERVICES worksheet is used to record other costs such as 
copying costs, facsimile costs, etc. 
 
NOTE: See the next frame for a display of the Costs 
worksheet. 
 
• Finally, the Summary tab is next to the Costs tab. The 
Summary worksheet is used to summarize costs of items 
entered in the Services and Costs worksheets. 
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Frame 4.3.2-3 Sample of the Cost worksheet 
 

 
                      

Sample of the Costs worksheet. 
 
 
 
 
 
• The Costs worksheet is used to record and capture other 
costs such as travel, facsimile, long distance, paralegal, 
photocopies, postage, and other non-labor expenses. 
 
 

Frame 4.3.2-4 Sample of the Summary Worksheet 
 

 

Sample of the Summary worksheet. 
 
 
 
• The Summary worksheet is used to summarize the costs 
from the Services and Costs worksheets.      
 
NOTE: After completion of these worksheets, the information 
can easily be used to update the WordPerfect or Word 
version of the editable CJA 
Form 20 Form 
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Frame 4.3.2-5 Filling Out the Services Worksheet 

Frame 4.3.2-6 Sample of Completed Services Worksheet 

• Attorney and case information 
• Attorney Name 
•        Bill Date - beginning date 
• -                      ending date 
•       Case Number using the correct format 
        YY-tt-NNNNN-JJJ 
•       YY = Year 
•        tt = case type in lower case letters 
•        NNNNN = Five digit case sequence number. Use 
                           leading zeros. 
•        JJJ = Judges initials 
 
•   Defendant Name 
•   Judge Name 
•   If this is an interim payment, enter the interim payment number. 
•   Check if this is a final interim payment and enter Final W/O 

Interims 
•   Cell Information 
•   Date 
•   In court (Time in tenths of hour) Box 15 time 
•     15a - Arraignment and/or Plea Hrg 
•     15b -Bail & Detention Hearing 
•     15c - Motion Hrg 
•     15d – Trial 
•     15e – Sentence Hrg 
•     15f – Revocation Hrg 
•     15g – Appeals Court Hrg 
•     15h – Other 
•   Out of court (Time in tenths of hour) Box 16 time 
•     16a - Interviews/conferences 
•     16b - Obtaining/reviewing records 
•     16c - Legal research & Brief Writing 
•     16d – Travel time 
•     16e – Investigative and other work 
•   Description 
 
 
• Sample of completed Services spreadsheet 
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Frame 4.3.2-7 The Costs Worksheet 

Frame 4.3.2-8 Sample of Completed Costs Worksheet 

 

Blank Costs worksheet 
 
• The Costs worksheet is used to record and capture other 
costs such as travel, facsimile, long distance, paralegal, 
photocopies, postage, and other non-labor expenses 
 
• Enter Date of expenditure 
 
• Box 17 – Non Labor Travel expenses 
 
• Enter Expense Description 
 
• Box 18 Expenses 
 
•      Other Facsimile expenses 
•      Other Long distance expenses 
•      Other Paralegal expenses 
•      Other photocopies expenses 
•      Other postage expenses 
•      Other Expenses 
 
 
 
 
 
 
 
 
 
• Sample of completed Costs spreadsheet 
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Frame 4.3.2-9 Sample of Blank Summary  Worksheet Frame 4.3.2-10 Sample of Completed Summary  Worksheet 
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Frame 4.3.2-11 Creating the PDF of the Spreadsheet 

 

 
To create the PDF copy of the spreadsheet, 
you must “Print” the document. 
 
• When you see the Print Dialog box, you 
click on the drop down on the Name and 
select your PDF software. 
 
• Also, make sure the “Entire Workbook” 
button is selected. 
 
• Click on OK 
 

Frame 4.3.2-12 Naming the PDF Document  
 
• A Save PDF File As dialog box is 
displayed. 
 
• You can enter the name for the PDF file 
you are creating. 
 
• Click on Save to create the PDF  
document. 
 

Frame 4.3.2-13 PDF Creation 

 

 
 
 
The PDF creation software usually displays 
a status box indicating the status of the 
PDF files being created. 
 
• After the PDF has been created, it is 
usually displayed in Adobe Reader. 
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Frame 4.3.2-14 Display of the PDF Document  

The PDF document is displayed for your 
review. 
 
• You should click on the x in the top right 
corner to close the application after 
you’ve reviewed it. 
 
• Closing the application will release it so 
it can be attached in your e-mail. 
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Section 4.3.3 Completing the CJA Form (20/21/30/31) 
 
When attorneys are appointed as counsel or they submit a CJA 21/31 as a pre-authorization, the court signed copy of 
the 20/30/21/31 is provided to the attorney as a PDF document.  When submitting a 20/20/21/31 for payment, the court 
signed copy of the 20/30 appointment or the court signed copy of the 21/31 pre-authorization must be submitted, along 
with other supporting documents to initiate the payment process. (See Section 4.2.1 Quick Tip (What to File) as a 
guide as to what documents are needed for the type of payment request being submitted. 
 
NOTE: The PDF copy of the court signed copy of the CJA 20/30/21/31 is not interactive nor is it editable.  You must 
hand write or type information onto the form for submission and scan to create the PDF document for submission. 
 
 
Section 4.3.3.1 CJA Form 20 
 
Items 15 through 22 should be completed as necessary.   
 
Item 15.        IN-COURT SERVICES  
Item 16.        OUT-OF-COURT SERVICES  
Item 17.       TRAVEL EXPENSES  
Item 18.       OTHER EXPENSES  
Item 19.       CERTIFICATION OF ATTORNEY/PAYEE  
                     FOR PERIOD OF SERVICE 

 

Item 20.       APPOINTMENT TERMINATION DATE, IF 
                     OTHER THAN CASE COMPLETION: 

 

Item 21.       CASE DISPOSITION  
Item 22.       CLAIM STATUS  (and signature block for  
                     attorney’s signature) 

 

  
NOTE:  For more information and detailed instructions for  
             the completion of the CJA Form 20, see the forms instruction on the 

website: 
The URL address is :   
http://www.cod.uscourts.gov/CJA_Frame.htm 

After completion, scan the 
document to create a PDF copy for 
submission into CM/ECF 

 
Section 4.3.3.2 CJA Form 30 
 
Items 14 through 21 should be completed as necessary 
 
Item 14.       STAGE OF PROCEEDING  
Item 15.       CLAIM FOR SERVICES--CATEGORIES FOR HOURS AND 
COMPENSATION 

 

Item 16.       TRAVEL EXPENSES  
Item 17.       OTHER EXPENSES  
Item 18.       CERTIFICATION OF ATTORNEY/PAYEE  
                     FOR PERIOD OF SERVICE 

 

Item 19.       APPOINTMENT TERMINATION DATE, IF 
                     OTHER THAN CASE COMPLETION: 

 

Item 20.       CASE DISPOSITION  
Item 21.       CLAIM STATUS  (and signature block for  
                     attorney’s signature) 

 

NOTE:  For more information and detailed instructions for  
             the completion of the CJA Form 30, see the forms instruction on the 

website: 
The URL address is :   
http://www.cod.uscourts.gov/CJA_Frame.htm 

After completion, scan the 
document to create a PDF copy for 
submission into CM/ECF 
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Section 4.3.3.3 CJA Form 21 
 
Items 16 through 18 should be completed as necessary 
 
Item 16.       CLAIM FOR SERVICES AND EXPENSES  
Item 17.       PAYEE'S NAME AND MAILING ADDRESS, TAXPAYER 
IDENTIFICATION NUMBER 
                    (TIN), CLAIMANT'S CERTIFICATION AND CLAIM STATUS 

 

Item 18.       Item 18. CERTIFICATION OF ATTORNEY:  
NOTE:  For more information and detailed instructions for  
             the completion of the CJA Form 21, see the forms instruction on the 

website: 
The URL address is :   
http://www.cod.uscourts.gov/CJA_Frame.htm 

After completion, scan the 
document to create a PDF copy for 
submission into CM/ECF 

 
Section 4.3.3.4 CJA Form 31 
 
Items 15 through 18 should be completed as necessary 
 
Item 15.       STAGE OF PROCEEDING  
Item 16.       CLAIM FOR SERVICES AND EXPENSES:  
Item 17.       PAYEE'S NAME AND MAILING ADDRESS, TAXPAYER 
IDENTIFICATION NUMBER 
                    (TIN), CLAIMANT'S CERTIFICATION AND CLAIM STATUS 

 

Item 18.       Item 18. CERTIFICATION OF ATTORNEY:  
NOTE:  For more information and detailed instructions for  
             the completion of the CJA Form 21, see the forms instruction on the 

website: 
The URL address is :   
http://www.cod.uscourts.gov/CJA_Frame.htm 

After completion, scan the 
document to create a PDF copy for 
submission into CM/ECF 

 
Section 4.3.3.5 Receipts Over $50.00 
 
Any single expenditure claim greater than $50.00 must include a copy of the 
receipt.  If there are four expenditures greater than $50.00, each receipt must be 
submitted.  
 

If the receipts are small. You can 
scan multiple receipts onto a single 
8 ½ x 11 sheet.”  

 
Section 4.3.3.6 Court of Appeals Memorandum (CJA 21/31) 
 
If the pre-authorization was for a CJA 21/31 and the pre-authorization amount is 
greater that $1600.00, a Court of Appeals (COA) Memorandum is required and 
is usually sent to the attorney as part of the approval procedure. 

If the payment request had a COA 
Memorandum,  it must be 
submitted with the payment 
request. 

NOTE:  If you did not keep a copy, lost the COA Memorandum, or need another one, contact the CJA staff.  Stephanie 
Matlock can be reached at 303-335-2011 and Nancy Rutledge can be reached at 303-335-2139.  
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Section 4.3.3.7 Motion Required (Filed as an Exparte document) 
 
Where required, you must also file any motions to the court for the following: 
 
•     Claim exceeds statutory maximum 
•     Claim filed 45 days past the disposition. 
•      Claim exceeds the pre-authorization amount. 
•      Claim exceeds the $500.00 and no pre-authorization 
      request was made. 
 
• These Exparte motions are filed in CM/ECF by the attorney. Please refer to 
the CM/ECF Users Manual to 
assist you in correctly filing those documents. 

If a motion is required, it is 
considered the Main Document.  All 
of the other documents, such as the 
CJA form, spreadsheet,/invoice, 
receipts, and COA Memorandum are 
attachments to the main 
document. 

NOTE:  If you did not keep a copy, lost the COA Memorandum, or need another one, contact the CJA staff.  Stephanie 
Matlock can be reached at 303-335-2011 and Nancy Rutledge can be reached at 303-335-2139.  You can also e-mail 
them at cod_cja@cod.uscourts.gov 
 
Section 4.3.3.8 Re-submissions of a CJA 20/30/21/31 Payment Request. 
  
When a problem/error is encountered in the review/audit process, attorneys are 
generally notified via an e-mail and an attached CHECKLIST indicating what 
corrective actions are required.   
 
NOTE:  When a problem/error is encountered, attorneys MUST RE-FILE 
the request, in its entirety, along with the CHECKLIST sent to the attorney. 
 
 

The CHECKLIST must be submitted 
and a PDF document as an 
additional attachment with the re-
submission. 
 
NOTE:  See Section 4.2.1 Quick 
Tip (What to File) as a guide as to 
what documents are needed for the 
type of payment request being 
submitted  
 

 
Section 4.3.4 Filing the Payment Request 
 
Again, as a reference, please see Section 4.2.1 Quick Tip (What to File) as a guide as to what documents are 
needed for the type of payment request being submitted  
 
Section 4–2 Preparing Documents to Request for CJA Payments (CJA 20, 30, 21, 31) documented what 
forms/documents are needed for filing.  This section, 4.2.3 documents examples of the filing process. 
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Frame 4.3.4-1 Filing a Payment Request. 
 

NOTE: These series of examples depict the filing of a CJA 20/30 Payment Request. 
where a motion is required 

The process for a CJA 30/21/31 and re-submissions are very similar with the exception of 
using the correct CJA Form.  Therefore, examples will not be shown. 

 

Frame 4.3.4-2- Filing a Payment Request  

 
 
 

 
 
 
 
 
 
 
 
 
1.  Click on the  

         
       link.. 
  
   
 
 
 
 
 
 
 
 

Frame 4.3.4-3 Selecting the event 

 
 
 

 
 
 
2.     From the “drop down” 

box, select 
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Frame 4.3.4-4 Selecting the event (continued) 

 

 
3. . Click on the  
button. 
 
 

Frame 4.3.4-5 Enter case number 

 

 
 

4. Enter the case number 
you wish to file in. 

 
 

5. Click on the  
button. 
 
 

Frame 4.3.4-6 Select the defendant case for filing 

 

 
 
6. If the case has multiple 

defendants, you will 
need to check the 
appropriate 
defendant’s case 

 

7. Click on the  
button 

 
 
 
 
 
 
 
 

Frame 4.3.4-7 docketing continued 

 

 
 
8. After selecting the 

case, another screen is 
displayed.  Click on the 

 button 
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Frame 4.3.4-8 Attaching the PDF Document(s) 

 
 

 
 
9. The PDF attachment 

screen is displayed. 
 
 
10. Click on the 

 button.  
 
 

 
Frame 4.3.4-9 Selecting and Viewing the PDF file to upload 

 

 

11. The  
      dialog box is  
      displayed to allow  
      you to view and  
      select the PDF  
      document you  
      want  to submit. 
 
Note: The court strongly 
recommends that each 
PDF document is opened 
and reviewed before 
submitting to the court.   
This is the ONLY 
opportunity for this 
review to occur 
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Frame 4.3.4-10 Viewing PDF documents before submitting to the court. 

 

 
 
 
12. Highlight the PDF 

document you want to 
view and RIGHT 
CLICK     and select  
(click) on  

      to open the PDF  
      document for  
       review. 
 

Frame 4.3.4-11 Viewing PDF documents before submitting to the court - continued 

 

 
 
 
13. Adobe Reader or 

Adobe Acrobat will 
open and display the 
PDF document.    

 
  
14. Review the document 

for completeness, 
accuracy, and 
authentication as to 
the correct document. 

 
 
15. After review, click on 

the  in the upper 
right hand corner to 
close out Adobe. 
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Frame 4.3.4-12 Selecting the document for upload to CM/ECF 

 
 

 
 
16. After clicking on the 
          from Adobe,  
        you are returned to  
        the        

        
       dialog box of  
       CM/ECF. 
 
17. The PDF filename is 

populated in the  

        box. 
 
18. Click on the  

          
       button and the PDF     
        file name will 
        populate the  

          box 
        in CM/ECF. 
 
 

 
Frame 4.3.4-13 docketing- continued 

 
 

 
Note:  At this point, we 
have identified the “main 
document to be submitted 
to CM/ECF.  In this 
example, we’ve indicated 
the “motion” as the main 
document 
 
19. There are no other 

documents to attach, 
so Click on the 

  
Button 
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Frame 4.3.4-14 Final Review Screen 

 

 
20. The last screen in the 

process is displayed.  
You can review what 
the docket text will 
read.  

 

21. Click on the  
button. 

  
 

Frame 4.3.4-15, The NEF (Notice of Electronic Filing) 

The Docket entry looks like: 
 

 

 

 

 
 
 
 
 
 
 
 
22. The NEF displayed to 

indicate the 
transaction is 
complete and has 
been entered onto 
the docket. 

 
The NEF provides the 
following information to 
the filer: 
 

23. Date and time 
entered/filed. 
 

24. Link to docket  
Sheet. 

 
25. Link to the 

document 
  Docket text 
 

26.  Electronic 
document     

       stamp for each  
       document attached. 

 
27. Who will be served 

electronically 
 
28. Who will be served by 

other means. 
 

 
29. Display of the 

docket entry for the 
entry. 
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Frame 4.3.4-16 The Court Process 
 

• The court will also be notified as to your filing of the Exparte document and 
attachments. 

 
• The court will review the filing.   

 
• If there are errors/problems from the initial review/audit, a CHECKLIST is marked 

up to indicate to the attorney what corrective actions are necessary for the request 
to move to the next step in the payment approval process.  An e-mail is sent to the 
attorney along with a PDF copy of the CHECKLIST. 

 
NOTE: If the attorney receives such and e-mail, THE CHECKLIST and all of the 
documents must be re-filed into CM/ECF.  The CHECKLIST must also be submitted 
as an additional attachment. 
 
 

• If there are no errors from the review/audit, the process is started to obtain the 
signatures/approvals necessary to generate the payment from Washington DC.  

 
• Once all of the approvals are done, the payment will be processed for payment 

from Washington DC.   
 

• Court staff will also docket an Exparte Document entry into CM/ECF noting the 
payment has been established for payment. 

 
Attorneys will not be able to view the document from the NEF.  The payment check will be 
mailed from Washington DC.   
 
NOTE:  If there are questions, contact the CJA staff.  Stephanie Matlock can be reached at 
303-335-2011 and Nancy Rutledge can be reached at 303-335-2139.  You can also e-mail 
them at cod_cja@cod.uscourts.gov 

 

Frame 4.3.4-17 
 
Remember, the above examples are for the filing of a CJA 20 with a motion. 
 
The filings of the following are very similar in the docketing steps,. so further examples will 
not be documented. 
 
Again, as a reference, please see Section 4.2.1 Quick Tip (What to File) as a guide as 
to what documents are needed for the type of payment request being submitted  
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5.1 The CJA Form 24 Authorization and Voucher for Payment of Transcript 
 

Frame 5.1-1 CJA Form 24 Authorization and Voucher for Payment of Transcript 
 

 
 
 
 
 

 
 
 
Pull up CJA Form 24 in 
WordPerfect or Word 
from 
www.cod.uscourts.gov 
 
Complete  the CJA 
Form 24 :in WORD or 
WordPerfect. 
 
Box 2 Person 
Represented 
 
Box 3 or 4 Case 
Number 
 
Box 7 In Case/Matter 
 
Box 11 Offenses 
Charged 
 
Box 12 Proceeding in 
which 
transcript is to be used. 
 
Box 13 Proceeding to 
be 
transcribed 
 
Box 14 Special 
authorization 
 
Box 15 Attorney’s 
statement 
 
When you are done, 
you must convert the 
Word/WordPerfect 
document to a PDF 
document.   
 
NOTE: Wherever 
possible, the court 
recommends PDF 
documents be created 
via software 

Chapter 5
CJA Form 24 Authorization & Voucher for Payment of Transcript
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Frame 5.1-2 Filing a CJA 24 Transcript Request  

 

 
 
 
 
 
 
 
 
 
1.  Click on the  

         
       link.. 
  
   
 
 
 
 

Frame 5.1-3 Selecting the event 

  

 
 
 
2.     From the “drop down” 

box, select 

    
 
 

Frame 5.1-4 Selecting the event (continued) 

  

 
3. . Click on the  
button. 
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Frame 5.1-5 Enter case number 

 

 
 

4. Enter the case number 
you wish to file in. 

 
 

5. Click on the  
button. 

 
 

Frame 5.1-6 Select the defendant case for filing 

 

 
 
6. If the case has multiple 

defendants, you will 
need to check the 
appropriate defendant’s 
case 

 

7. Click on the  
button 

 
 
 
 
 

Frame 5.1.-7 docketing continued 

 

 
 
8. After selecting the case, 

another screen is 
displayed.  Click on the 

 button 
 
 

Frame 5.1-8 Attaching the PDF Document(s) 

 

 
9. The PDF attachment 

screen is displayed. 
 
10. Click on the 

 button.  
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Frame 5.1-9 Selecting and Viewing the PDF file to upload 

 

 

11. The  
      dialog box is  
      displayed to allow  
      you to view and  
      select the PDF  
      document you  
      want  to submit. 
 
Note: The court strongly 
recommends that each 
PDF document is opened 
and reviewed before 
submitting to the court.   
This is the ONLY 
opportunity for this 
review to occur 
 
 

Frame 5.1-10 Viewing PDF documents before submitting to the court. 

 

 
 
 
12. Highlight the PDF 

document you want to 
view and RIGHT 
CLICK     and select  
(click) on  

      to open the PDF  
      document for  
       review. 
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Frame 5.1-11 Viewing PDF documents before submitting to the court - continued 

 

 
 
 
13. Adobe Reader or 

Adobe Acrobat will open 
and display the PDF 
document.    

 
  
14. Review the 

document for 
completeness, accuracy, 
and authentication as to 
the correct document. 

 
 
15. After review, click 

on the  in the upper 
right hand corner to 
close out Adobe. 

  
 
 

Frame 5.1-12 Selecting the document for upload to CM/ECF 

 

 
 
16. After clicking on the 
          from Adobe,  
        you are returned to  
        the        

        
       dialog box of  
       CM/ECF. 
 
17. The PDF filename is 

populated in the  

        box. 
 
18. Click on the  

          
       button and the PDF     
        file name will 
        populate the  

          box 
        in CM/ECF. 
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Frame 5.1-13 docketing- continued 

 

 
Note:  At this point, we 
have identified the “main 
document to be submitted 
to CM/ECF.  In this 
example, we’ve indicated 
the “motion” as the main 
document 
 
19. There are no other 

documents to attach, 
so Click on the 

  
Button 

 
 

Frame 5.1-14 Final Review 
 

 

20. The last screen in the 
process is displayed.  You 
can review what the 
docket text will read.  
 

21.  .Click on the  
button. 
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Frame 5.1-15 The Notice of Electronic Filing (NEF) 

The Docket entry looks like: 
 

 

 
 
 
 
 
 
 
 
 
22. The NEF displayed to 

indicate the 
transaction is complete 
and has been entered 
onto the docket. 

 
The NEF provides the 
following information to 
the filer: 
 

23. Date and time 
entered/filed. 
 

24. Link to docket  
Sheet. 

 
25. Link to the document 

  Docket text 
 

26.  Electronic document    
       stamp for each  
       document attached. 

 
27. Who will be served 

electronically 
 
28. Who will be served 

by other means. 
 

 
 
 
29. Display of the docket 

entry for the entry. 
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Frame 5.1-16 The Court Process 
 

• The court will also be notified as to your filing of the CJA 24 Transcript Request. 
 
• The court will review the filing.   

 
• If there are errors/problems from the initial review/audit, you will be contacted by 

phone or e-mail.  You will have to re-submit the CJA 24 as a new filing. 
 

• Once all of the approvals are done, the payment will be processed for payment 
from Washington DC.   

 
• Court staff will also docket an Exparte Document entry into CM/ECF. 

 
Attorneys will not be able to view the document from the NEF.  The payment check will be 
mailed from Washington DC.   
 
NOTE: If there are question as to the transcript and the approvals for a transcript, 
contact charlotte Hoard at 303-335-2100 or Lucy West on 303-335-2099 
 
NOTE:  If there are questions as to the PAYMENT, contact the CJA staff.  Stephanie 
Matlock can be reached at 303-335-2011 and Nancy Rutledge can be reached at 303-335-
2139.  You can also e-mail them at cod_cja@cod.uscourts.gov 

 

Frame 5.2-1 CJA 24 Re-submission 
 
If you are notified as to an error, you will need to re-submit the CJA 24 request as another 
filing.. 
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6.1 The CJA Form 23 Financial Affidavit  
 
If an attorney needs to file a CJA Form 23- Financial Affidavit, it is usually required when a motion is filed requesting 
appointment of CJA counsel.  The motion filed is usually a public document and can be viewed by opposing counsel as 
well as by the public.  The CJA Form 23 – financial affidavit is considered a private document and should NOT be filed 
as an attachment to the motion (or any other public document.)  Therefore, the CJA Form 23 must be filed as a Sealed 
Document in CM/ECF. 
 
NOTE: These examples are for the filing of the sealed document (CJA 23).  The motion should have been filed before 
the filing of the sealed document. 
Frame 6.1-1 Selecting the Sealed Document Event 

 

 
 
1.  Click on the  

         
       link.. 
 

Frame 6.1-2 The Sealed Document Event 

 
 

 
 
 
 
 
 
 
2..  Click on the      

  
       event. 
 

Chapter 6
CJA 23 Financial Affidavit
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Frame 6.1-3 The Sealed Document event, continued 

 

 
 

3. . Click on the  
button. 
 

Frame 6.1-4 The Sealed Document event, continued 

 

 
 
4. Enter the case number 

you wish to file in. 
 
 

Click on the  
button 

 
 

 

Frame 6.1-5 The Sealed Document event, continued 

 

 
5.  After entering the case 
number and clicking 

, another screen is 
displayed. 
 

6.  Click on the  
button 
 
 

Frame 6.1-6 Selecting and viewing the PDF document  
 
7.  The PDF attachment 

screen is displayed. 
 
8 . Click on the 

 button.  
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Frame 6.1-7 Selecting and viewing the PDF document, continued 

 

 

9.  The  
      dialog box is  
      displayed to allow  
      you to view and  
      select the PDF  
      document you  
      want  to submit. 
 
Note: The court strongly 
recommends that each 
PDF document is opened 
and reviewed before 
submitting to the court.   
This is the ONLY 
opportunity for this 
review to occur 
 
 

Frame 6.1-8 Opening the  PDF document for viewing 

 

 
 
 
10. Highlight the PDF 
document you want to 
view and RIGHT CLICK     
and select  (click) on  

 
 

 
      to open the PDF  
      document for  
       review. 
 
 
Note: Your PC may 
display something 
different.  The bottom line 
is to open the PDF 
document so you can view 
before submitting.to the 
court.   This is the ONLY 
opportunity for this 
review to occur 
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Frame 6.1-9 Viewing the PDF document 

 

 
 

11.  Adobe Reader or   
      Adobe Acrobat will 

open and display the 
PDF document.    

 
  
12.  Review the document  
      for completeness,  
      accuracy, and  
      authentication as to the 
      correct document. 
 
 
13.  After review, click on  
       the  in the upper  
       right hand corner to  
       close out Adobe. 
  

Frame 6.1-10 Selecting the PDF document to upload 

 

 
 
 
14.  After clicking on the 
          from Adobe,  
        you are returned to  
        the        

        
       dialog box of  
       CM/ECF. 
 
15.  The PDF filename is  
       populated in the  

        box. 
 
16.  Click on the  

         
       button and the PDF     
        file name will 
        populate the  

          box 
        in CM/ECF 
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Frame 6.1-11  Uploading the PDF document 

 

 
 
17.  After clicking on the  

        button, 
       the file name is  
       populated in the  

       box of  
      CM/ECF. 
 
Note:  At this point, we 
have identified the “main 
document to be submitted 
to CM/ECF.  In this 
example, we’ve indicated 
the “motion” as the main 
document 
 
18.  There are no other  
       documents to attach,  
       so Click on the  

       button 
 

Frame 6.1-12 Selecting the filer 

 

 
 
19. The next screen  
      displayed allows us to  
      select the filer. 
 
20.  Click on the party filing 
       the document.  In this  
       example, click on  
       Dudley Doright. 
 

21.  Click on the  
       button. 
 

Frame 6.1-13 Selecting the filer, continued 

 

.  
22.   After clicking the  

        button,  
       another screen is  
       displayed. 
 

23.  Click on the  
button 
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Frame 6.1-14 final screen review 

 

 
24.  The last screen in the 
process is displayed.  You 
can review what the 
docket text will read.  
 

25.  .Click on the  
button. 

Frame 6.1-15 The Notice of Electronic filing (NEF) 

 
 
 

 

 
26.  The NEF displayed to  
        indicate the  
        transaction is  
        complete and has  
        been entered onto the 
        docket. 
 
The NEF provides the 
following information to 
the filer: 
 

27. Date and time 
entered/filed. 
 

28. Link to docket  
Sheet. 

 
29  Link to the document 

  Docket text 
 

30.  Electronic document    
       stamp for each  
       document attached. 

 
31. Who will be served 

electronically 
 
32. Who will be served by 

other means. 
 

 
 
 
33. Display of the docket 

entry for the entry. 
 
Note: the “Sealed 
Document entry 
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Frame 6.1-5 The Court Process 
 

• The court will also be notified as to your filing of the Sealed Document. 
 
• The court will review the filing.   

 
• If there are errors/problems from the filing, you will be contacted by phone and 

instructed as to what must be done. 
 
Note:  this is just the CJA 23.  A motion should have been filed to request the CJA 
appointment.  This filing of the sealed document is a support document for the motion. 
 
Attorneys will not be able to view the document from the NEF.  
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7.1    Violation Notices 
 
A Violation Notice is issued to a person on federal property by federal authority, such as a Park Ranger, 
Military Police, or Federal Protective Service, etc. when an alleged violation has occurred.  Depending on the 
violation, incarceration may be the outcome if the party is found guilty.  In those cases, and where warranted, 
CJA counsel may be appointed to defend the party receiving the Violation Notice. 
 
5.2 Central Violations Bureau 
 
When a Violation Notice is issued, the central record keeping is the responsibility of the Central Violations 
Bureau (CVB).  Therefore cases that are initiated and terminated as a CVB case, the case is never entered 
in the district court database (CM/ECF).  However, there may be occurrences where CJA counsel has been 
appointed to represent a party in a Violation Notice case.  In those situations where the case is initiated 
and terminated as a CVB case, the CJA 20, CAJ 21 will ALWAYS be handled in paper.   
 
5.3 CJA Processing 
 
If CJA counsel is appointed in a Violation Notice case, there are two possible situations as to how CJA 
appointed counsel will process CJA related forms. 
 
The forms involved are: 
 
CJA 20 - Appointment   CJA 20 - Request for Payment 
CJA 21 - Pre- Authorization   CJA 21 – Request for Payment  
 
Scenario 1  Case Initiated and Terminated as a CVB case 
Frame 7-1 
CJA 20 Appointment 

The Court will mail/fax CJA 20 Appointment Form to CJA counsel. 
 
Counsel will need to keep form to complete when requesting payment. 

Frame 7-2 
CJA 20 Payment Request  

1. Counsel must hand  
complete the CJA 20 received from the court. 

2. Counsel must complete and print the WordPerfect or Excel 
Spreadsheet for costs, etc.  

3. Counsel must submit all receipts greater than $50.00 
4. Counsel mails the items to the court for processing. 

Frame7-3 
CJA 21 Pre-Authorization 
Request 

1. Counsel must  
electronically or hand complete the CJA Form 21 and print. 

2. Counsel must prepare and print a motion requesting approval of the 
pre-authorization. 

3. Counsel mails the items to the court for processing. 
Frame 7-4 
CJA 21 Payment Request 

1. Counsel must  
hand completes the CJA Form 21 authorization received from the court. 

2. Counsel must complete and print the Excel Spreadsheet for costs, or 
the invoice for services. 

3. Counsel must submit all receipts greater than $50.00. 
4. If counsel received a Court of Appeals Memorandum with the pre-

authorization, the COA Memorandum must also be submitted. 
5. Counsel shall mail the items to the court for processing. 

Chapter 7
Violation Notices (Petty Offenses) and CJA Counsel
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Frame 7-5 
Re-submitted CJA 20 
Payment Request 

Generally, a checklist is sent to counsel indicating what corrections are 
needed for re-submission. 
 
Counsel must make the corrections and submit ALL of the items listed in 
Frame 6-2 and the checklist. 
 
Counsel mails the items with the corrections requested to the court for 
processing.  

Frame 7-6 
Re-submitted CJA 21 
Payment Request 

Generally, a checklist is sent to counsel indicating what corrections are 
needed for re-submission. 
 
Counsel must make the corrections and submit ALL of the items listed in 
Frame 6-4 and the checklist. 
 
Counsel mails the items with the corrections requested to the court for 
processing. 

Scenario 2   Case Initiated as a Violation Notion but an Information is 
filed thus allowing the case to be opened as a mj (magistrate) or po 
(petty offense) case in the district court database (CM/ECF) 
Frame 7-7 
CJA 20 Appointment 

Same as the process and procedures documented in Chapter 2 of this 
document. 

Frame 7-8 
CJA 20 Payment Request 

Same as the process and procedures documented in Chapter 2 of this 
document. 

Frame 7-9 
CJA 21 Pre-Authorization 
Request 

Same as the process and procedures documented in Chapter 3 of this 
document. 

Frame 7-10 
CJA 21 Payment Request 

Same as the process and procedures documented in Chapter 4 of this 
document. 

Frame 7-11 
Re-submitted CJA 20 
Payment Request 

Same as the process and procedures documented in Chapter 4 of this 
document. 

Frame 7-12 
Re-submitted CJA 21 
Payment Request 

Same as the process and procedures documented in Chapter 4 of this 
document. 

 
 


