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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  

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

correctly filled-out.

• Do not file a handwritten form. All CJA forms are provided 

in a fillable PDF file. (you may also use a typewriter)

• If the transcript is requested in open court, the appointed 

counsel is responsible for filing the pre-filled Form CJA 

24.
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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.

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

iv. Box 14: Check any special authorization that may apply. (If a special 

authorization is requested, a justification for the request shall be 

provided in the motion).

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

sign at the space provided. THE USE OF E-SIGNATURE IS ALLOWED.
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Form CJA 24

1. Always PRX

2. Type in client’s full name

3. Or 4. Docket number and Judicial Officer’s initials

7. Case name from CM/ECF

8. Payment category as specified on the CJA 24 instructions

9. Type of defendant

10.Representation type (criminal, witness, material witness or other)

11. Major offense charged
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Form CJA 24
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s/ Attorney’s Signature

For court use only. When a 

special authorization is 

requested and authorized 

by the presiding judge.



Electronic Case Filing Procedures

for Transcript Requests

After filling-out Form CJA 24;
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Electronic Case Filing

On CM/ECF:

1. Go to the toolbar and 

select: (1)Criminal, and 

(2)Motions Second
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3. Enter the criminal 

case number and 

choose your 

defendant.



Electronic Case Filing

8

2. Select the “Requesting Transcript” event, 

it must be selected since it is the only event that 

will notify the Courtroom Services Manager of 

a requested transcript.

Select the 

Attorney



Electronic Case Filing
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• Choose the desired level 

of security (generally, 

transcript requests are 

“Public” documents)  



Electronic Case Filing

6. Select the party 

requesting the transcript.

7. Enter the date(s) of 

the hearing(s) and the 

Judicial Officer’s 

name.
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Final Steps for Electronic Case Filing
These boxes will show a 

preview of the docket entry

Final Step;  you may amend 

the lists of NEF recipients and 

proceed by clicking Next
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Transcript Requests

• 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 

the claims for the services performed (refer to slide No 11), 

and then return the form to the attorney.

c. Counsel or 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  to the Clerk’s Office for voucher processing.
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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.

•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 

rendered by signing Box #22 (e-signature not allowed). The service provider 

is responsible for submitting the completed voucher to the Clerk’s Office for 

payment .

Original Attorney’s Signature 00/01/2010

John Smith

San Juan, PR 00918
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For Additional Information

• District Court’s Website, CJA Panel Section;

http://www.prd.uscourts.gov/CourtWeb/a_cja.aspx

• CJA E-Mail; PRDdb_CJA@prd.uscourts.gov

• CJA Processing Clerk; Mayra Meléndez

Voice:   787-772-3057

E-mail: Mayra_Melendez@prd.uscourts.gov

Fax:     787-772-3212   

• Financial Specialist; Marielle Descartes

Voice:   787-772-3035

E-Mail: Marielle_Descartes@prd.uscourts.gov
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