Procedures for Transcript Requests

CJA 24

Mayra Meléndez, CJA Processing Clerk
Geraldine Fernandez, CJA Technician

Frances Rios de Moran, Esq.
Clerk of Court




Procedures for Requesting Transcripts

* File a motion through CM/ECF requesting the transcripts;
Include justifications in the event of a special authorization
request.

 Attach to the motion the fillable Authorization and
Voucher for Payment of Transcript:

Form CJA 24

o Make sure all the required fields in the Form CJA 24 are

rrectly filled-out.

t file ahandwritten form. All CJA forms are provided
le PDF file. (you may also use a typewriter)

& f the transcript is-requested in open court, the appointed
counsel is responsible for filing.the pre-filled Form CJA



http://www.uscourts.gov/forms/CJA/CJA24.pdf

Form CJA 24 Instructions

I. Fill-out boxes 1 through 11 as indicated on the instructions of the CJA
form.

ii. Box 12: Provide a brief description indicating the proceeding in which the
transcript is to be used.

lii. Box 13: Specify the proceedings to be transcribed.

iv. Box 14:

eck aqgeecial authorization that may apply. (If a special

authorizationts requested, a justification for the request shall be

‘provided in the moti

Box 15: Fill-out the attorney’s_name, date, and telephone number. Finally,

sign at the space provided. THE USE O IGNATURE IS ALLOWED.

= —

=,


http://www.uscourts.gov/forms/cja24.html

Form CJA 24

1. Always PRX

Payment category as.specified on the CJA 24 instructions
Type of defendant

0. Representation type (cri
1. Major offense charged

witness, material witness or other)




Form CJA 24

s/ Attorney’s Signhature

| For court use only. When a

special authorization is
requested and authorized
by the presiding judge.




After filling-out Form CJA 24;

Electronic Case Filing Procedures Y4 .22}
for Transcript Requests C RN




Electronic Case Filing 5

On CM/ECF:

1. Go to the toolbar and
select: (1)Criminal, and

(2)Motions @

3. Enter the criminal
case number and
choose your

S defendant.




Electronic Case Filing

2. Select the “Requesting Transcript” even
it must be selected since it is the only event t
will notify the Courtroom Services Manager
a requested transcript.

Select the
Attorney




Electronic Case Filing

e Choose the desired level

(genecally,
transcript re uesN

“Public” documents)




Electronic Case Filing

OPENFILE
R

Date document filed {mandatory)
4/13/2010 || _Calendar |

elect the pdf document (for example: C:1199cv501-21 pdf).
ename

- ( Browse__]

Attachments to Document: & No O Yes

Fre

\ < 6. Select the party
y requesting the transcript.

[OCPENFICE

7. Enter the date(s) of
the hearing(s) and the
Judicial Officer’s

name. —

R For Dates n:}f“ |

Hearing Judge |




Final Steps for Electronic Case Filing

OPENFILE

TEANSCRIFT REQUEST by CHOSEN DEFENDANT for proceedings held on SPECIFIED
DATE before Judge ASSIGNED{.

(mdl)

Docket Text: Final Text

TRANSCRIPT REQUEST by CHOSEN DEFENDANT for proceedings held on SPECIFIED DATE before
Judge ASSIGNED. (mdl)

Select/review recipients who are to be notified with NEF

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to modify this transaction if you

continue.
Clear

Mext



Transcript Requests

e Once the transcript request is approved by the Court
and the Order Is Issued:

a. The notification will be received by the Court Services
Manager, who will forward Form CJA 24 and the Court
Order to the corresponding service provider (court reporter,
transcriber, etc.).

b. The service provider will fill-out the information regarding

e clawns for the services performed (refer to slide No 11),
an ther;%et\u‘rn the form to the attorney.

c. Counselor the Clerk of Court’s designee shall sign the form
certifying that the services were rendered.

d. The service provider is responsible for submitting the

completed form- Clerk’s ©ffice for voucher processing.
c : =




continued CJA 24

« Service providers will be responsible for
filling-out the ““claim for services™ section of
the form obtained from the transcript request
filed in the electronic case docket.

John Smith
San Juan, PR 00918

<

«After the services'are rendered and Box # 21 is signed by service provider,
|the CJA attorney or Clerk of Court shall certify that the services were

Idered by signing Box #22 (e-signature not allowed). The service provider
esponsible for submitting the completed voucher to the Clerk’s Office for
ayment . o




For Additional Information

e District Court’s Website, CJA Panel Section

e CJA E-Mall -
* CJA Processing Clerk Mayra |I. Meléndez
Voice: 787-772-3057
E-mail:
F
e CJA

Voice:
E-Mail:

(87-772-3212

hr}oiqn Geraldine Fernandez
-772-3015



http://www.prd.uscourts.gov/?q=criminal-justice-act-materials
mailto:PRDdb_CJA@prd.uscourts.gov
mailto:Mayra_Melendez@prd.uscourts.gov
mailto:Geraldine_Fernandez@prd.uscourts.gov
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