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LPDB DISTRICT CAPITAL TIME SHEET 
 

Category 
Code* Date Client Hours Description/Outcome 

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

*Category Codes 
• Court = CT  
• Defendant Interview/Client Contact = CC 
• Travel = TR 
 

• General Activities 
o Administrative Tasks  = AT 
o Investigative Services = IS 
o Legal Services = LS 
o Research/Writing = RW 
o Preparation/Review = PR 
o Meeting-Internal = MI 
o Other 

 



 
 

Guide to Completing 
LPDB District Capital Time Sheet 

 
Effective:  April 29, 2014 

 
Beginning May 1, 2014, all attorney, investigator and mitigation specialist time 
spent on a capital case, or a potentially capital case, at the trial court level must be 
documented on the attached LPDB District Capital Time Sheet. 
 

I.  The Itemized Time Sheets: 
 

A. Time must be broken down according to category, date, client name, amount of 
time in hours and tenths of an hour, and description of services/outcome, 
according to the following categories: 
 

1) Court = CT 
 

2) Defendant Interview/Client Contact = CC 
a. For the purpose of documenting client contact, time spent waiting for 

prison guards to take you into the prison and to bring your client to you in 
the visitation room is to be designated as TR, travel time.   Such time is 
NOT to be designated as client contact or defendant interview time. 
 

3) Travel = TR 
 

4) General Activities 
a. Administrative Tasks = AT 
b. Investigative Services = IS 
c. Legal Services =LS 
d. Research/Writing = RW 
e. Preparation/Review = PR 
f. Meeting-Internal = MI 
g. Other = OT 



 

B. While the document itself is Privileged and Confidential and covered by the 
Attorney Client and Attorney Work Product Privileges, time sheets are not 
expected to include exhaustive detail and, in an abundance of caution, attorneys 
should redact confidential information and work product.  However, time sheets 
must include meaningful details about the quantity and quality of services 
rendered.   
 

C. Time sheets must be computer generated or typed.  Unless there is a conflict of 
interest with the District Defender, time sheets must be submitted, by the first of 
each month, to the District Defender with jurisdiction over the case. These time 
sheets shall be maintained by the District Defender and made available upon 
request by the Case Supervisor, LPDB’s Trial Level Compliance Officer, 
Capital Case Coordinator and/or State Public Defender.   

 
D. In the event of a conflict of interest with the District Defender, time sheets are to 

be maintained by Trial Lead Counsel and made available upon request by the 
Case Supervisor, LPDB’s Trial Level Compliance Officer, Capital Case 
Coordinator and/or the State Public Defender. 

 
E.  LPDB’s ITM Division expects defenderData to complete the automation of the 

District Capital Trial Time Sheet in the next several weeks.  Until its integration 
into the statewide database all capital core team members employed by, or 
under contract with a District Defender to provide direct representation in all 
potentially capital cases and those that proceed to a capital or non-capital jury 
trial, shall use the attached form to capture their time. 

 
F. Paper time sheets shall be maintained by the appropriate repository until such 

time as the time sheet information is entered into defenderData or the case goes 
to post-conviction, whichever occurs earlier.  In the event the case reaches post-
conviction, the time sheets are to be sealed and turned over to successor counsel. 
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 LOUISIANA PUBLIC      
       DEFENDER BOARD 

 
       Effective:  September 17, 2013 

 Last Updated:  September 13, 2013January 7, 2014 
 

Protocol For Management of the  
Capital Expert Witness Fund 

 
1.  Policy 

 
1.1 This policy addresses the responsibility of the Louisiana Public Defender 

Board (“LPDB”) to efficiently and effectively manage the monies designated 
as the Capital Expert Witness Fund.    

  
2.  Purpose 

 
2.1 The purpose of this policy is to formalize LPDB’s internal procedures for 

managing the Capital Expert Witness Fund (“EWF”).  This policy defines the 
responsibilities of staff to effectively track and distribute monies from the 
Fund.   
  

3.  Reviewing Applications for Funding  
 

3.1 Upon receipt of a completed application for expert witness funding, the 
Capital Case Coordinator shall confirm that all relevant and required case 
information has been entered into LPDB’s statewide case management 
system. 
 

3.1.1 If the required information is not present in the case management 
system, the Capital Case Coordinator shall notify counsel that the 
application will not be accepted until the case management system 
is up to date. 
 

3.2 Applications for expert witness funding will only be considered if signed and 
dated when submitted by counsel, with a completed application and all 
necessary documents attached thereto. 
 

3.3 Applications for expert witness funding will be reviewed by the Capital Case 
Coordinator to determine that: 
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a. The attorney seeking funding has established that the expert for which 

funds are being requested is relevant to the defense; 
 

b. The requested expert’s hourly rate is within the guidelines approved by 
the Board; and 

 
c. The expert’s expected maximum number of hours and anticipated travel 

and other expenses are within reasonable limits. 
 

d. That the amount requested does not exceed the amount of available 
Expert Witness funds. 

 
3.4 Upon approval in full or part of the application for expert witness funding, the 

Capital Case Coordinator shall notify lead counsel in writing and by email 
that the application has been approved and provide the maximum amount 
approved. 
 

3.5 Upon denial of an application for expert witness funding, the Capital Case 
Coordinator shall notify lead counsel in writing and by email of the denial 
and reason for denial. 

 
4. Tracking Approved Expert Witness Funds 

 
4.1 Upon approval of an application for expert witness funds, the Capital Case 

Coordinator shall cause to be entered the pertinent case information, and the 
date of approval and maximum amount approved, into LPDB’s Expert 
Witness Fund spreadsheet, database, or other tracking system.   

4.1.1 All applications for expert witness funds will be reviewed to 
determine whether they are in proper order and meritorious.  In the 
event the request for funding exceeds the amount of the funds 
available in the Expert Witness Fund, the application shall be 
placed in a queue and counsel shall be notified by email as to the 
application’s position in the queue.  

4.1.2 The applications will remain in the queue in the order in which 
they were received.  Once sufficient funding is accrued to fund the 
first application for approval, counsel will be notified of the 
approval and funding for the next application in line will begin to 
accrue.  
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4.2 At all times, the Capital Case Coordinator shall monitor and track the total 
amount of all maximum approvals for all cases statewide.  Under no 
circumstances shall LPDB provide approvals totaling more than the 
maximum amount of the annual Expert Witness Fund. 

4.3 Ninety (90) days after approval the Capital Case Coordinator shall contact 
lead counsel to determine whether the expert has begun work.  Thirty (30) 
days before the funds are to be released, the Capital Case Coordinator shall 
notify lead counsel that the invoice for the expert must be submitted within 
thirty (30) days.  

4.3.1 One hundred and eighty (180) days following approval of an 
application for expert witness funds, the Capital Case Coordinator 
shall notify counsel by letter and by email, with a copy to the 
expert, that any un-invoiced funds are being released back into the 
Expert Witness Fund.  

4.3.2 Un-invoiced funds are released based on the passing of one 
hundred and eighty one (181) days following approval, not upon 
the receipt of a notice letter. 

4.4 Should counsel require additional services from the expert after un-invoiced 
funds are released back into the Expert Witness Fund, the Capital Case 
Coordinator shall require counsel to submit a supplemental application for 
expert witness funding.  Extensions may be granted for good cause shown.   

4.5 Upon release of the un-invoiced funds, the Capital Case Coordinator shall 
note in LPDB’s tracking system the date and amount of the funds being 
released and the net difference to the Expert Witness Fund. 

4.6 Upon approval of an application for expert witness funds, the Capital Case 
Coordinator shall cause to be entered the pertinent case information, and the 
date of approval and maximum amount approved, into LPDB’s Expert 
Witness Fund spreadsheet, database, or other tracking system. 
 

5. Processing of Invoices 
 

5.1 Upon receipt of an invoice by counsel for payment drawn on previously 
approved expert witness funds, the Capital Case Coordinator shall ensure 
that: 
 
a. The invoice has been reviewed and approved for accuracy and amount by 

counsel; 
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b. The invoice includes counsel’s signed affirmation that counsel has 
reviewed and approved the expert’s invoice and that payment is 
appropriate; 

 
c. The invoice is for payment of work performed by the expert within the 

previous sixty (60) days; 

 
d. The amount of the invoice, including the total of any previous invoices 

paid to the same expert, does not exceed the maximum amount approved. 

 
5.2 After confirming that all appropriate documentation has been submitted with 

the invoice, including the Capital Expert Witness Fund Invoice Submission 
Form executed and signed by counsel, the Capital Case Coordinator shall 
review the invoice for approval of the amount submitted. 
 

5.3 LPDB will consider an invoice for payment only if the invoice is submitted 
within sixty (60) days of the work being performed by the expert and all 
required documentation is submitted with the invoice.  Absent exception 
circumstances, any invoice submitted after sixty (60) days of work being 
performed shall be deemed stale and not-payable by LPDB. 
 

5.4 Once the invoice has been approved by the Capital Case Coordinator, he/she 
shall place the invoice in line for payment according to the First In – First Out 
payment principle. 

 
5.5 Upon approval of the submitted invoice for payment by LPDB, the Capital 

Case Coordinator shall cause to be input the invoice amount, payment 
approval date, and payment amount into LPDB’s tracking system. 

 
5.6 If the amount of the invoice approved for payment is less than the initial 

maximum amount approved for work, LPDB shall ensure that counsel has 
indicated in the Capital Expert Witness Fund Invoice Submission Form 
whether additional work is expected to be performed by the expert. 

 
5.6.1 If additional work is expected to be performed by the expert, the 

Capital Case Coordinator shall cause a notation to be made to that 
effect in LPDB’s tracking system. 
 

5.6.2 If additional work is not expected to be performed by the expert, 
the Capital Case Coordinator shall release any un-invoice funds 
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back into the Expert Witness Fund and notify counsel in writing 
and by email of the release. 

 
5.7 Any invoice submitted without all appropriate documentation will be returned 

to counsel for re-submission.  Any required re-submission must be made 
within sixty (60) days of the work being performed.  Absent exceptional 
circumstances, a re-submission does not extend the time within which 
invoices must be submitted. 
 

5.8 Invoices must be submitted by counsel, with all appropriate documentation.  
LPDB will not pay any invoice submitted directly from an expert. 
 

6. Continual and Contemporaneous Tracking of the Expert Witness Fund 
 

6.1  The Capital Case Coordinator shall be responsible for continual and 
contemporaneous tracking of the Expert Witness Fund, including the balance 
of approvals for services, invoices pending payment, invoices paid, and total 
funds remaining available. 
 

6.2 The Capital Case Coordinator shall cease approving applications for expert 
witness funds should the total amount of approvals plus invoices paid and 
approved for payment equal the annual monthly maximum amount of the 
Expert Witness Fund. 

 
6.2.1 Should the annual maximum amount of the Expert Witness Fund 

be reached, the Capital Case Coordinator shall not approve any 
additional applications for expert witness funds until and unless 
additional funds become available by virtue of the release of 
previously approved work or other action of the Board. 
 

6.2.2 In the event that approvals are ceased pursuant to Section 6.2.1 of 
this protocol, the Capital Case Coordinator shall notify any counsel 
seeking approval for funds that the maximum amount of the annual 
fund has been reached and that no approvals may be granted by 
LPDB until and unless additional funds become available or other 
action is taken by the Board. 
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 LOUISIANA PUBLIC      

       DEFENDER BOARD 
 

       Effective:  September 17, 2013 

 Last Updated:  November 6, 2014 

 

Protocol For Management of the  

Capital Expert Witness Fund 

 

1.  Policy 

 

1.1 This policy addresses the responsibility of the Louisiana Public Defender 

Board (“LPDB”) to efficiently and effectively manage the monies designated 

as the Capital Expert Witness Fund.    

  

2.  Purpose 
 

2.1 The purpose of this policy is to formalize LPDB’s internal procedures for 

managing the Capital Expert Witness Fund (“EWF”).  This policy defines the 

responsibilities of staff to effectively track and distribute monies from the 

Fund.   

  

3.  Reviewing Applications for Funding  
 

3.1 Upon receipt of a completed application for expert witness funding, the Capital 

Case Coordinator shall confirm that all relevant and required case information 

has been entered into LPDB’s statewide case management system. 

 

3.1.1 If the required information is not present in the case management 

system, the Capital Case Coordinator shall notify counsel that the 

application will not be accepted until the case management system 

is up to date. 

 

3.2 Applications for expert witness funding will only be considered if signed and 

dated when submitted by counsel, with a completed application and all 

necessary documents attached thereto. 

 

3.3 Applications for expert witness funding will be reviewed by the Capital Case 

Coordinator to determine that: 
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a. The attorney seeking funding has established that the expert for which 

funds are being requested is relevant to the defense; 

 

b. The requested expert’s hourly rate is within the guidelines approved by the 

Board; and 

 

c. The expert’s expected maximum number of hours and anticipated travel 

and other expenses are within reasonable limits. 

 

d. That the amount requested does not exceed the amount of available Expert 

Witness funds. 

 

3.4 Upon approval in full or part of the application for expert witness funding, the 

Capital Case Coordinator shall notify lead counsel in writing and by email that 

the application has been approved and provide the maximum amount approved. 

 

3.5 Upon denial of an application for expert witness funding, the Capital Case 

Coordinator shall notify lead counsel in writing and by email of the denial and 

reason for denial. 

 

4. Tracking Approved Expert Witness Funds 

 

4.1 Upon approval of an application for expert witness funds, the Capital Case 

Coordinator shall cause to be entered the pertinent case information, and the 

date of approval and maximum amount approved, into LPDB’s Expert Witness 

Fund spreadsheet, database, or other tracking system.   

4.1.1 All applications for expert witness funds will be reviewed to 

determine whether they are in proper order and meritorious.  In the 

event the request for funding exceeds the amount of the funds 

available in the Expert Witness Fund, the application shall be placed 

in a queue and counsel shall be notified by email as to the 

application’s position in the queue.  

4.1.2 The applications will remain in the queue in the order in which they 

were received.  Once sufficient funding is accrued to fund the first 

application for approval, counsel will be notified of the approval and 

funding for the next application in line will begin to accrue.  

4.2 At all times, the Capital Case Coordinator shall monitor and track the total 

amount of all maximum approvals for all cases statewide.  LPDB shall not 

provide approvals totaling more than the maximum monthly amount available 
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from the Expert Witness Fund.  However, approvals may exceed the maximum 

monthly amount available from the Expert Witness Fund for Core team 

members  as defined by the ABA Guidelines for the Appointment and 

Performance of Defense Counsel in Death Penalty Cases (Revised Edition 

February 2003), Guideline 4.1(A), and the Louisiana Capital Defense 

Guidelines (LAC 22:XV. Chapter 9) § 913(A)(1)(a), specifically for Mitigation 

Specialists and Investigators. 

4.3 Core team member requests for approval are subject to the availability of 

funding.  While Expert Witness requests for approval for Mitigation Specialists 

and Investigators may be approved to begin work immediately, they cannot be 

paid until funds are available. 

4.4 Ninety (90) days after approval the Capital Case Coordinator shall contact lead 

counsel to determine whether the expert has begun work.  Thirty (30) days 

before the funds are to be released, the Capital Case Coordinator shall notify 

lead counsel that the invoice for the expert must be submitted within thirty (30) 

days.  

4.4.1 One hundred and eighty (180) days following approval of an 

application for expert witness funds, the Capital Case Coordinator 

shall notify counsel by letter and by email, with a copy to the expert, 

that any un-invoiced funds are being released back into the Expert 

Witness Fund.  

4.4.2 Un-invoiced funds are released based on the passing of one hundred 

and eighty one (181) days following approval, not upon the receipt 

of a notice letter. 

4.5 Should counsel require additional services from the expert after un-invoiced 

funds are released back into the Expert Witness Fund, the Capital Case 

Coordinator shall require counsel to submit a supplemental application for 

expert witness funding.  Extensions may be granted for good cause shown.   

4.6 Upon release of the un-invoiced funds, the Capital Case Coordinator shall note 

in LPDB’s tracking system the date and amount of the funds being released 

and the net difference to the Expert Witness Fund. 

5. Processing of Invoices 

 

5.1 Upon receipt of an invoice by counsel for payment drawn on previously 

approved expert witness funds, the Capital Case Coordinator shall ensure that: 
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a. The invoice has been reviewed and approved for accuracy and amount by 

counsel; 

 

b. The invoice includes counsel’s signed affirmation that counsel has 

reviewed and approved the expert’s invoice and that payment is 

appropriate; 

 

c. The invoice is for payment of work performed by the expert within the 

previous sixty (60) days; 

 

d. The amount of the invoice, including the total of any previous invoices paid 

to the same expert, does not exceed the maximum amount approved. 

 

5.2 After confirming that all appropriate documentation has been submitted with 

the invoice, including the Capital Expert Witness Fund Invoice Submission 

Form executed and signed by counsel, the Capital Case Coordinator shall 

review the invoice for approval of the amount submitted. 

 

5.3 LPDB will consider an invoice for payment only if the invoice is submitted 

within sixty (60) days of the work being performed by the expert and all 

required documentation is submitted with the invoice.  Absent exceptional 

circumstances, any invoice submitted after sixty (60) days of work being 

performed shall be deemed stale and not-payable by LPDB. 

 

5.4 Once the invoice has been approved by the Capital Case Coordinator, he/she 

shall place the invoice in line for payment according to the First In – First Out 

payment principle. 

 

5.5 Upon approval of the submitted invoice for payment by LPDB, the Capital 

Case Coordinator shall cause to be input the invoice amount, payment approval 

date, and payment amount into LPDB’s tracking system. 

 

5.6 If the amount of the invoice approved for payment is less than the initial 

maximum amount approved for work, LPDB shall ensure that counsel has 

indicated in the Capital Expert Witness Fund Invoice Submission Form 

whether additional work is expected to be performed by the expert. 

 

5.6.1 If additional work is expected to be performed by the expert, the 

Capital Case Coordinator shall cause a notation to be made to that 

effect in LPDB’s tracking system. 
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5.6.2 If additional work is not expected to be performed by the expert, the 

Capital Case Coordinator shall release any un-invoiced funds back 

into the Expert Witness Fund and notify counsel in writing and by 

email of the release. 

 

5.7 Any invoice submitted without all appropriate documentation will be returned 

to counsel for re-submission.  Any required re-submission must be made within 

sixty (60) days of the work being performed.  Absent exceptional 

circumstances, a re-submission does not extend the time within which invoices 

must be submitted. 

 

5.8 Invoices must be submitted by counsel, with all appropriate documentation.  

LPDB will not pay any invoice submitted directly from an expert. 

 

6. Continual and Contemporaneous Tracking of the Expert Witness Fund 

 

6.1  The Capital Case Coordinator shall be responsible for continual and 

contemporaneous tracking of the Expert Witness Fund, including the balance 

of approvals for services, invoices pending payment, invoices paid, and total 

funds remaining available. 

 

6.2 With the exception of Core Team Members as defined by the ABA Guidelines 

for the Appointment and Performance of Defense Counsel in Death Penalty 

Cases (Revised Edition February 2003), Guideline 4.1(A), the Capital Case 

Coordinator shall cease approving applications for expert witness funds should 

the total amount of approvals plus invoices paid and approved for payment 

equal the monthly maximum amount available in the Expert Witness Fund. 

 

6.2.1 Should the monthly maximum amount of the Expert Witness Fund 

be reached, the Capital Case Coordinator shall not approve any 

additional applications for expert witness funds, with the exception 

of Core Team Members, until and unless additional funds become 

available by virtue of the release of the monthly installment of the 

Expert Witness Fund, or release of funds for previously approved 

work or other action of the Board. 

 

6.2.2 In the event that approvals are ceased pursuant to Section 6.2.1 of 

this protocol, the Capital Case Coordinator shall notify any counsel 

seeking approval for funds that the monthly maximum amount of 

the fund has been reached and that no approvals may be granted by 

LPDB until and unless additional funds become available or other 
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action is taken by the Board.  The notification shall estimate the 

month in which the Expert Witness Fund approval reasonably can 

be expected. 
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