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March 10, 2006
To Court-Appointed Counsel:

Attached you will find a chart for criminal and dependency cases with examples of the level of detail required to process your bills.  To avoid an Audit Deficiency Notice for lack of specificity in your bills, please follow these guidelines.

Your anticipated cooperation is greatly appreciated.

Sincerely,
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Sharon M. Bruley

Director, Court-Appointed Services
Sample Hourly Billing Descriptions Dependency/TPR


    
    Acceptable


 Unacceptable

	Attended shelter hearing
	
	Attended hearing
	

	Attended trial/adjudicatory
	
	Attended court
	

	Attended dependency disposition
	
	Dependency hearing
	

	Attended Case Plan Conference
	
	Meeting
	

	Attended Judicial Review
	
	Conference with attorney
	

	Telephone call from client
	
	Telephone call
	

	Reviewed letter from DCF
	
	Reviewed letter
	

	Examined client’s psychological evaluation
	
	File Review
	

	Drafted visitation motion
	
	Drafted motion
	

	Reviewed deposition of J. Smith [25 pgs] for adjudicatory
	
	Reviewed deposition
	

	Attended deposition of J. Doe
	
	Attended deposition
	

	Prepared letter to DCF
	
	Prepared letter
	

	Trial prep-prepare opening – 1.0 hr, review depos .5 hr/, prepare questions for cross-exams of S. Jones and B. Hunter 1.5 hr etc
	
	Trial Prep
	

	Reviewed case worker’s notes and police report [20 pgs]
	
	Reviewed discovery
	

	Reviewed depositions for cross-examination [124 pages]
	
	Prepared for hearing
	

	Researched child hearsay issue
	
	Research
	

	Reviewed report for Jud. Rev.
	
	Reviewed certificate of service
	

	Prepared witness/exhibit list
	
	Prepared pleading
	

	Reviewed fax from father’s attorney
	
	Reviewed fax
	

	Drafted memo of law on paternity issue
	
	Drafted memo to file
	


The above examples are illustrative and not intended to be a complete list.   The examples are minimum descriptions.  Attorneys are encouraged to provide greater detail.   Judicial circuits may develop more specific requirements and standards which JAC will apply.  Time is required to be billed in tenths of an hour accurately for work performed.  When multiple services are reported on one line, time for each service should be listed.
Sample Hourly Billing Descriptions CRIMINAL


    
    Acceptable


 Unacceptable

	Attended hearing on motion to Suppress; to Continue; in limine etc.
	
	Attended hearing
	

	Review depositions of Halm and Brown .5 hr/ 50 pages; police reports 2.0 hr/75 pages; etc.
	
	Receive and Review discovery
	

	Draft Motion to suppress/motion to continue, etc.
	
	Draft Motion/pleading
	

	Research issue on abandonment/hearsay exception/prior testimony, etc.
	
	Research
	

	Interview witness/review witness statements – 50 pages 
	
	Investigation
	

	Telephone call to/from client/conf. with State Attorney
	
	Telephone call
	

	Reviewed letter from State Attorney
	
	Reviewed letter
	

	Read depositions 100 pages/witness statements 50 pages – etc.
	
	File Review
	

	Drafted letter to Expert/Client/etc.
	
	Drafted Letter
	

	Reviewed deposition of J. Smith for suppression hearing 65 pages
	
	Reviewed deposition
	

	Attended deposition of J. Doe
	
	Attended deposition
	

	Prepared questions/reviewed witness statement/etc
	
	Prepared for deposition
	

	Drafted memo of law on probable cause to file
	
	Draft memo to file
	

	Trial prep – prepare opening 1.0 hr.; prepare proposed voir dire questions .5 hrs.; prepare questions for John Doe 1.5 hrs.; review jury questions, examine exhibits 25 docs; etc
	
	Trial Prep
	


The above examples are illustrative and not intended to be a complete list.  The examples are minimum descriptions.  Attorneys are encouraged to provide greater detail.  Judicial circuits may develop more specific requirements and standards which JAC will apply.  Time is required to be billed in tenths of an hour accurately for work performed.  When multiple services are reported on one line, time for each service should be listed.
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The 

Justice Administrative Commission

 administratively serves the offices of State Attorneys, Public Defenders,

 

Capital Collateral Regional Counsels and 

the Statewide 

Guardian Ad Litem

 Program; 

 

and, provides compliance and financial review of the court

-

appointed attorney due process costs.
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