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On the Appointment Info page, in the Create New Voucher section, click the Create hyperlink 

next to BUDGETAUTH. 

Budget Authorizations 

A budget should be submitted in eVoucher if attorney hours are expected to exceed 300 or if 
total expenditures, including expenses and expert services, are expected to exceed $45,000. 

Create a Budget Auth p 1 

Click the hyperlink for the correct case to access the Appointment Info page. 

Step 2 
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Step 3 

On the Basic Info tab of the budget auth, you must enter information in the Budget 

Phase/Stage (e.g., "through sentencing") and Requested Additional Attorney Fees fields. 

Optionally, in the Notes field, you can add notes that you would like to be viewed with the 

requested amounts (you still have an opportunity to include notes on the Confirmation tab). If 

no attorney fees are being requested, you MUST enter 0 in the Requested Additional Attorney 

Fees field, and then submit the budget auth to the court. 
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Step 4 

Skip this step and proceed to Step 5. 

Authorizations for expert services should be requested via the AUTH, accessible among the 
other forms at the Appointment.
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Step 5 

Upload the required budget form (available at https://www.gand.uscourts.gov/cja-forms)         
and any other relevant documents, on the Documents tab, click Choose File next to the File 

field, select a document to be uploaded, and then click Upload. Note that all documents must 

be submitted in PDF format, must be 10 MB or less, and should not contain any personally 

identifiable information (PII) or sensitive information. Then click the Confirmation tab. 
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On the Confirmation tab, review and confirm that all information is correct. In the 

Public/Attorney Notes field, you can enter any information relevant to the court. Select the 

check box to swear and affirm the accuracy of the voucher, which is then automatically time-

stamped. Click Submit to send to the court. 

Step 6 
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A confirmation screen appears, indicating that the previous action was successful and the 

authorization has been submitted. Click the Home Page hyperlink to return to the home page, 

or click the Appointment Page hyperlink to create an additional document for this 

appointment.  

Step 7 




