CJA 21 - Expert Service - <$800 - No Authorization Needed
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Select Service Type, enter Description and either select Expert name or fill in expert information.

Then Create Voucher. Once the voucher is created, you should go to the Claims Status tab and enter the first date
the expert will perform services, if known. Also be sure to SAVE the document. You will go back to this document
once an invoice is received from the expert.

When the invoice is received from the expert, find the CJA 21 document on your desktop, by opening the
appointment and finding associated documents.

NOTE: At this stage, when you are entering the invoice information, you are doing this step for the expert.
Your confirmation at the end will be for the expert, via their invoice.
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On the Services tab, add a line for each day or type of service invoiced.
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On Expense tab, add a line for each type of expense invoiced.

On the Claims Status tab, be sure to enter the end date of service and complete the other selections required.



Next, attach a PDF copy of the invoice received from the expert. Now review the document by selecting the
Confirmation tab.
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Check the box at the bottom and click Submit.



When you return to your desktop, you will notice that the document is still on your desktop with a status noted of
“Submitted to Attorney”. It is now ready for you to approve as the attorney.
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Select the CJA 21 from the desktop.

After reviewing the document, you can go to the Confirmation page, check the box at the bottom and click Approve.
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The CJA 21 is now Submitted to the Court for payment.
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