Attached is a file containing the budget that Judge Rogers has authorized for Stage 1 of the Issam Hamama case.  This is the file you will use to fill in the Time Sheet, Expense Sheet and Voucher, as described briefly below and in more detail in the training manual. 

Time Sheet:  Click on the appropriate button (Lead Attorney or Co-Counsel) at the top of the Timesheet.

In the date/description column, enter the date first and then a brief description of the work performed (the cell will expand to accommodate this).  Enter your hours, rounded to the nearest 1/10 of an hour, in the corresponding categories.  If you run out of rows, you can expand the file by clicking one of the buttons at the bottom of the page.  

Expense Sheet:  Fill in the date, description and expenses, remembering to separate travel expenses from other expenses such as charges for copying, postage, etc.  You can summarize daily expenses by month, i.e., a total amount for April photocopies, April postage, etc.

Voucher Sheet:  Make sure that the appropriate button (Lead Attorney or Co-Counsel) is highlighted on the voucher sheet.  Please verify that the data that has been automatically entered is correct, and complete the areas shaded in light blue that are not been filled in.  There are several areas that contain drop-down boxes which you can access by clicking on the arrows on the side of the cell that you are in.  Once the voucher is complete, save this file (using the same name) print a copy, sign it, and mail it to the court, along with receipts and a printout of the detail of your time.  

Please e-mail a copy of your completed file back to me.  I will combine it  into the master.  You will receive another interim shortly.










Bob Ranz

