CONTRACT FOR PAYMENTS RELATED TO DUE PROCESS SERVICES PROVIDED
TO INDIGENT DEFENDANTS
(OTHER THAN ATTORNEY FEES)
TYPE 1- DUE PROCESS COSTS LIMITED TO ESTABLISHED RATES
(HEREINAFTER DUE PROCESS CONTRACT)
(Fiscal Year 2025-26)

This Due Process Contract is entered into between the Justice Administrative
Commission, a Commission of the State of Florida (JAC), and
(Vendor) for
payments of due process services provided to indigent defendants set fort in Addendum
A. For compensation and tax reporting purposes, payments pursuant ue Process
Contract shaII be made payable onIy to the holder of the tax identifi ) number
waiver is granted
Number (FEIN). If
ssumes the risks
), misuse, and identity
by Vendor shall also

associated with such use including, but not limited to, inte
theft. Any breach of a provision of this Due Proc
constitute a breach of this Due Process Contract.

For purposes of this Due Process Contract, the tefp, “Attarney” refers to a private court-
appointed attorney, an attorney whose cliént has been declared indigent for costs
pursuant to s. 27.52(5), F.S., or a pro se nt who has been found indigent for costs
pursuant to s. 27.52(5), F.S., who obtain rocess services pursuant to ss. 27.425
and 29.007, F.S.

In consideration of the mutualfeovehants and provisions contained herein, the parties

agree as follows \

This Due Process Contrach supersedes and terminates all prior Contracts relating to
payments for due rvices provided to indigent defendants. The provisions of
this Due Proces [l apply to all billings submitted by the Vendor subsequent
to the effective is,Due Process Contract regardless of whether the services were
incurred prij

l. T

The term of this Due Process Contract shall be for a period beginning on the date of
execution by JAC through June 30, 2026, unless suspended or terminated sooner as
provided herein. If it becomes necessary to replace this Due Process Contract with
another Due Process Contract, then the new Due Process Contract shall supersede and
terminate this Due Process Contract.
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1. SERVICES AND GENERAL PROVISIONS
SERVICES

1. Vendor contracts with JAC for the sole purpose of establishing a process whereby
JAC pays directly for services procured by an attorney working under a JAC Contract or
where a court has entered an order on behalf of a pro se person. Any indigent person is
deemed to be the client of Attorney. The contractual relationship for services under this
Due Process Contract is between Attorney and Vendor. Vendor acknowledges and
agrees that due process costs are the sole responsibility of Attorney. JACG4is not privy to
any agreement or contract between Attorney and Vendor. Attorney andiVendor shall
attempt to resolve any dispute between Attorney and Vendor without tervention.

tion of JAC, may
JAC. Payment by
shall only be made
atutes, applicable court
d JAC Policies and

if the billing procedures and rates sought comply with Flo
orders, Administrative Orders, this Due Process
Procedures.

3. If Vendor fails to comply with the requirem ofdhis Due Process Contract and
JAC Policies and Procedures, JAC may tefminate this Due Process Contract. If JAC
terminates this Due Process Contract, dor will no longer be allowed to obtain
payment from JAC directly for due proce es.

4. Vendor shall hold JAC less any and all liability which might arise from
any dispute or litigation as a result @f'a payment by JAC or disputes with Attorney.

5. Vendor acknowledges grees that due process costs are the sole
responsibility of Attorpey. JAC is net privy to any agreement or contract between Attorney
and Vendor and ingno cepts responsibility or liability for quality of service, terms
and conditions, @f'any,other aspects of any agreement or contract between Attorney and
Vendor.

TRAVEL EXPENSES

6. To obtain reimbursement for travel expenses for Vendor or witnesses, Attorney
and Vendor must follow the requirements set forth in s. 112.061, F.S.; the Department of
Financial Services (DFS) Regulations; and JAC Policies and Procedures. JAC’s specific
travel procedures are posted on JAC’s website, and Vendor shall abide by these
procedures. Vendor may bill only for authorized travel expenses. Attorney must obtain a
court order identifying the approved traveler and the purpose of the travel. If any hotel
rate will exceed $225 per night, Attorney shall include the hotel rate in the motion seeking
authorization for travel expenses. Any time spent making travel arrangements and
preparing travel vouchers is considered clerical work and is therefore not billable. Attorney
and Vendor must submit a completed DFS approved travel voucher with any request for

Eff. 7/1/06; Rev. 5/20/25 Terminates June 30, 2026
Page 2 of 21



reimbursement for travel expenses including, but not limited to, any request for
reimbursement for mileage. When authorized, mileage will only be reimbursed for
distances exceeding fifty (50) miles one way. Reimbursement for mileage is limited to
actual mileage traveled using a personal vehicle. JAC reimburses for the actual mileage
incurred during a trip. When Vendor travels on multiple cases, the total amount of mileage
billed across those cases cannot exceed the actual distance traveled. Vendor cannot
seek reimbursement for the same mileage traveled in more than one case. Mileage must
be apportioned appropriately so that Vendor receives compensation for the actual
mileage traveled using a personal vehicle. Failure to submit a properly completed travel
voucher constitutes a waiver of any right to obtain travel expenses.

7. For Vendors with a place of business outside the State of FI C shall not
pay any travel expenses including compensation for travel time s there,is a court
order specifically finding there are no such due process vendorsd appropriate skills or
expertise available within the State of Florida. If Vendor lists a > of business within
the State of Florida, Vendor waives reimbursement for tr. 3es or travel time to
travel to Florida absent extraordinary circumstances.

COMMUNICATIONS H JA

8. Vendor shall maintain sufficient inter
communicate with JAC. Vendor agrees t
Deficiencies and Letters of Objection or

t ca ilit cluding an email account, to
accept communications including Audit
ction via email.

9. Vendor shall affix Attorney, ar number, and case number on all case
related communications addresgéd to, JAC®Wendor shall keep JAC informed at all times
of Vendor's current name, addre telephone number, email address, and Tax ID
number. Notification of ch FX provided to JAC in MyJAC.

10.  Vendor shall not send m than one electronic copy of any document to JAC.
Prior to resubmitti ment, Vendor shall verify that JAC has not received the
document.

representative(s) may track billings, submit billings, and execute contracts with JAC.
Vendor is responsible for registering for an account on MyJAC. Vendor will only allow
persons authorized by Vendor to have access to the Vendor's MyJAC account. Vendor
is liable for the actions of any authorized persons as if Vendor had performed the action
personally including, but not limited to, submitting or signing documents on behalf of
Vendor. Vendor has the sole responsibility for maintaining security of Vendor's MyJAC
account including, but not limited to, changing passwords for that account if an authorized
person leaves Vendor’'s employ. For security purposes, Vendor grants JAC the authority
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to collect client internet protocol (IP) addresses and browser information when Vendor
logs onto MyJAC.

ELECTRONIC FUNDS TRANSFER

13.  Vendor shall participate in a direct-deposit program under which Vendor authorizes
the transfer of funds electronically to an account in Vendor’'s name at a federal-chartered
or state-chartered financial institution. If Vendor seeks an exemption from this provision,
Vendor must submit in writing a request for exemption specifically delineating why Vendor
cannot comply with this provision. JAC may exempt Vendor from complignce with this
provision only if JAC determines that participation in a direct-deposit progfam creates a
financial hardship for Vendor. Participation in a direct-deposit progr t required if
Vendor is executing this Due Process Contract for purposes of reeeiving c [
in a single case.

VENDOR QUALIFICATION,

14. It shall be the sole responsibility of Vendor t
state, county, and municipal statutes, ordina
performance of Vendor’s obligations under agree ent or €ontract with Attorney. Vendor
certifies that Vendor has any occupational and prof licenses necessary to provide
the services for which Vendor seeks compensation pursuant to this Due Process
Contract. Vendor shall provide JAC wit rida license, registration, or certification
number(s), or any other identification nu that Vendor is relying upon to provide
services under the Due Process C

@Fand regulations in the

15.  If Vendor is providing semiic
Vendor shall comply with t
provide the investigative
license) of the investigator

hatrequire investigator licensing under Florida law,

A license) and the private investigator license (C
ntraeting with JAC. If the private investigative firm employs
ator who will be providing services under the Due Process

investigator for \endor shall also provide the private investigator licenses (C and
CC licens a igators who will be providing services under the Due Process
Contrac directed by JAC. It shall be Vendor’s responsibility to update this
informati as changes arise.

16.  Vendor'shall notify JAC of any change in status or information pertinent to the Due
Process Contract including, but not limited to, qualifications, employment status, license
status, acceptance of any employment or independent contractor relationship with a state
agency, removal from a case, pending criminal charges, and contact information. JAC
may suspend or terminate the Due Process Contract for failure to maintain vendor
qualifications pursuant to the provisions of the Due Process Contract.

17. Vendor shall notify JAC of any business or financial relationship between the Vendor
and an attorney that is party to a JAC attorney contract, other than for the provision of
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due process services. Such a relationship may constitute a prohibited relationship as
described in Paragraph 11(19) of this contract.

INDEPENDENT CONTRACTOR

18.  This Due Process Contract is not intended to, and shall not be construed to, create
the relationship of agent, servant, employee, partnership, joint venture, or association
between JAC and Vendor. Vendor is, and shall at all times be, deemed an independent
contractor and shall be wholly responsible for the manner in which Vendor performs the
services for Attorney. Vendor exclusively assumes responsibility for the agts of Vendor’s

employees, agents, subcontractors, and all others acting at the direction af or on behalf
of Vendor, as they relate to the services to be provided to Attorne ing activities
under this Due Process Contract. Vendor and Vendor’s agents a ploy shall not

be entitled to any rights or privileges of employees of the Stat ida including, but
not limited to, compensation insurance, malpractice insuran nd unemployment
insurance as a result of this Due Process Contract.

PROHIBITED PRACT,

19.  Attorney is not permitted to obtain state-funded d
appointed or indigent for costs clients from a due p endor or other business entity
of which Attorney or Attorney’s parent, spouse, child, or sibling, is an officer, partner,
director, or proprietor or in which Attorn orney’s parent, spouse, child, or sibling,
or any combination of them, has a mate ancial interest in any form whatsoever.
an attorney with whom Vendor shares
t limited to, joint ownership or cotenants of
an agreement to rent property that includes as a

process services for court-

property. Vendor shall not enteg,i

party to the agreement a r
court-appointed or indigentifor'@estsilients. Attorney is not permitted to solicit or accept
anything of value to incliding a gift, loan, reward, promise of future employment,
r other business entity who provides due process services
or indigent for costs clients. Vendor shall not provide

favor, or service, fr.

attorney be

for Veng &
compensatia @ue process services in any form whatsoever where Attorney obtains
services in Wglation of this subparagraph.

20. Vendor agrees not to pay, offer, or give anything of value to Attorney, including a
gift, loan, reward, promise of future employment, favor, or service, as consideration or
other remuneration for providing services in court-appointed or indigent for costs cases.
Vendor shall not solicit or accept anything of value to Vendor, including a gift, loan,
reward, promise of future employment, favor, or service, from an attorney with whom
Vendor is providing due process services under this Contract other than compensation
for providing due process services. Vendor specifically waives the right to any
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compensation for due process services in any form whatsoever where Vendor has acted
in violation of this subparagraph.

21. If an officer, employee, or agent of JAC solicits anything of value from Vendor,
including a gift, loan, reward, promise of future employment, favor, or service, Vendor
shall notify JAC immediately. JAC maintains a TIPS FORM on its website, which can be
used anonymously, through which Vendor may notify JAC. JAC'’s TIPS FORM is currently
located at:

https://www.justiceadmin.org/contact/emailjac.aspx?ToName=JAC%20Ti

A person who, in good faith, reports wrongful activity meeting t
112.3187, F.S. (Whistle-blower’s Act), is protected against retaliati
report. The law also provides for the individual’s identity

isions of s.
ing such a

ct are met, it is a
ainst a person for
reporting, in good faith, allegations of wrongdoing, or pa in the investigation of
such allegations.

22. Indealing with JAC and its staff, Vendor and\Vendoris staff or representatives shall
act in a professional and respectful manngr. B i that contribute to a hostile,
humiliating, or intimidating work environmentjincluding sexual harassment, bullying, and
abusive language or behavior, are unacegepta

23. Vendor shall not indicate 4 vertising, social media, website, or other
approved vendor, a JAC certified vendor,
suggesting that JAC endorses use of Vendor for
ssional qualifications of Vendor. It is the sole
ices of Vendor to verify professional qualifications.
ommMercial communications, Vendor shall only indicate that

ct authorizing direct payment for due process services

employed by JAC, or other la
services. JAC does not v
responsibility of the party usi
If Vendor refers to JAC i
it has a Due Proges
through JAC.

NO WAIVER/GOVERNING LAW

either party of any existing default by the other party shall be deemed
to waive an bsequent default. All rights hereunder are cumulative, not alternative, and
are in addition to any other rights given by law. The validity, construction, and
interpretation of this Due Process Contract shall be governed by the laws of the State of
Florida and the Florida Constitution.

25.  The delay or failure by JAC to exercise or enforce any of its rights under the Due
Process Contract shall not constitute or be deemed a waiver of JAC's right thereafter to
enforce those rights, nor shall any single or partial exercise of any such right preclude
any other or further exercise thereof or the exercise of any other right.
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26. Any action arising over any dispute over performance or other provisions of this
Due Process Contract may only be maintained in Florida state court. Venue for all
equitable or legal actions arising from or related to this Due Process Contract wherein
JAC or the State of Florida is a named party shall be in the appropriate state courtin Leon
County, Florida. The parties waive any right to jury trial.

27.  For purpose of the applicable statute of limitations under general law, any cause
of action for compensation in relation to attorney fees, due process costs, or related
expenses for a court-appointed case accrues on the date the case reached final
disposition notwithstanding any appeals. For purposes of this paragraph figal disposition
means:

a. At the trial court level, when the court has ente
judgment, unless rendition of judgment is staye
motion for rehearing, motion to withdraw plea, moti
motion that stays rendition for appellate purp8se
appeal does not stay the time for submi
judgment is stayed by the filing of a ti
to have reached disposition on the d

fina pealable
filing of a timely
a new trial, or other
filing of a notice of
a billing. If rendition of
e case will be deemed
of the'ré80lution of the motion.

28. Vendor waives the right to seek
once the statute of limitations has

ation in relation to due process costs

RCE MAJEURE

29.  JAC shall not be responsible for delay resulting from its failure to perform if neither
the fault nor the negligencejof JAE or its employees or agents contributed to the delay
and the delay is d o acts of God, wars, acts of public enemies, strikes, fires,
wholly beyond JAC’s control. In case of any delay JAC
shall notify Attorneys and Due Process Vendors of the delay
cribe the cause of the delay either (1) within ten (10) days after
or will create the delay first arose, if JAC could reasonably foresee
sould®6ccur as a result, or (2) if delay is not reasonably foreseeable, within
after the date JAC first had reason to believe that a delay could result. Such
notice shall be posted on JAC’s website.

SEVERABILITY

30. The provisions of this Due Process Contract shall be deemed to be severable. If
any provision herein shall be held to be illegal or void, such determination shall not affect
the validity or legality of the remaining provisions. If a court deems any provision of the
Due Process Contract void or unenforceable, that provision shall be enforced only to the
extent that it is not in violation of the law. Notwithstanding any such determination, this
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Due Process Contract shall continue in full force and effect unless a particular provision
held to be illegal or void renders the balance of the Due Process Contract impossible to
perform.

NO ASSIGNMENT

31.  Vendor shall not delegate or assign this Due Process Contract or compensation
owed to Vendor under this Due Process Contract.

ELECTRONIC SIGNATURES

32.  As authorized by s. 668.004, F.S., the Due Process Contra e executed
through electronic signature. JAC and Vendor understand dnacknowledge that
electronic signatures will be used to sign the Due Process Cogal nd shall have the
same force and effect as a written signature.

a
c

ENTIRE CONTRACT

tions, correspondence,
applicable to the matters
commitments, agreements,
bject matter of this Due Process Contract
ingly, it is agreed that no deviation from

contracts, or understandings concerning the
that are not contained in this document:
the provisions of this Due Process

34. The Due Process Cont ins all the provisions agreed upon by the parties,
which provisions shall g
Process Contract may on
JAC and Vendor. No,oral
JAC or Vendor.

d or amended upon mutual written agreement of
reements or representations shall be valid or binding upon

except through a separate contract executed by vendor and an
C tative of JAC. If any provision of this Due Process Contract is altered,
modified, a ded, or otherwise changed to deviate from the provisions of the uniform
statewide contract promulgated by JAC, then this Due Process Contract is void ab initio
in its entirety notwithstanding any execution by an authorized representative of JAC.
Alterations, modifications, or amendments include any handwritten or typographical
change or deviation of any of the provisions of the uniform statewide contract.
Performance by JAC under this Due Process Contract shall under no circumstances
waive this provision.
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1. COMPENSATION
GENERAL COMPENSATION PROVISIONS

1. Vendor shall be paid in accordance with the Established Rates (as defined herein).
Vendor affirmatively waives the right to seek compensation through JAC in excess of the
Established Rates. If Vendor bills in excess of the Established Rates, Vendor authorizes
JAC to correct the billing to comport with the Established Rates and will hold JAC
harmless for any correction to adjust the billing to comport with the Established Rates.
JAC will only make payment at the Established Rates and Vendor agrees not to seek any
higher rates through judicial action including, but not limited to, a motion fo exceed the
Established Rates.

atively waives the
right to seek compensation by JAC in excess of the Rates. If Attorney
engages Vendor at rates in excess of the Established Ra
absorbing the difference between the applicable Establi

by Vendor.

3. JAC will only pay or reimburse for due process semvices at the Established Rates.
If Attorney procures services at a higher rate,JAttorney is solely responsible for paying the
difference.

cretarial work, or work of a similar nature,
for overhead expenses including, but not
t including portable flash and hard drives and

4. Vendor shall not bill for cl
performed by Vendor. Vendor
limited to, purchase of comput
other storage media, po
supplies, legal materials,
personal services f

lien®: Vendor may only be compensated for services
nse of the case.

5 Prig ny services, Vendor is responsible for verifying that the services
are perfg t to a court order that meets the requirements of this Due Process
Contract all notify Attorney before exhaustion of the amount authorized by prior

order(s) for due process services.
OVERPAYMENTS

6. Overpayments by JAC of vendor fees, costs, or expenses are subject to full
recovery by JAC. The method of recovery is at the discretion of JAC and may include, but
not be limited to, direct reimbursement of overpayment to JAC by Vendor, offsets against
future payments, or any other remedies available to a creditor by law. In a judicial or other
proceeding, JAC’s determination of the existence and amount of overpayment is
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presumed correct and Vendor must rebut any JAC determination through clear and
convincing evidence.

LEGISLATIVE APPROPRIATIONS

7. The State of Florida and JAC’s performance and obligation to pay under this Due
Process Contract are contingent upon an annual appropriation by the Legislature.
Further, JAC’s performance under this Due Process Contract is also contingent upon
compliance by Vendor and Attorney with JAC Policies and Procedures.

IV.  DUE PROCESS COSTS
GENERAL PROVISIONS

1. Pursuant to ss. 27.425 and 27.5305, F.S., the rates for cess services are

established annually in the General Appropriations Act. ' are no established

rates for a due process service in a circuit, JAC relies on €8 recommended by the

Indigent Services Advisory Board, as set forth in JAGHP e§ and Procedures, for
, he Phrase

e Gengral Appropriations Act. The

guidance. For purposes of this Due Process Contr, “Established Rates” is
defined as the rates established annually in

Established Rates are subject to change and ma
the course of this Due Process Contract. It iS\Vendo sponsibility to remain informed
of changes and amendments to the Establi Rates. The Established Rates shall be
posted on JAC’s website at

2. When there are no X eddRates for a particular service, the rates may be
de, J

before a court approves anyratefer due process services.

3. torney or Vendor will supply JAC with all necessary
documentation€required ,under this Due Process Contract and JAC Policies and
Procedures fek J cess for payment any direct billings from due process vendors.
Vendor g nd to any Audit Deficiency related to a Vendor billing within thirty

(30) day seeipt of an Audit Deficiency. The failure to provide necessary
an required for payment of Vendor may result in JAC withdrawing the
privilege of JAC making direct payment to due process vendors. If Attorney or Vendor
fails to respond to an Audit Deficiency or fails to provide necessary documentation within
a reasonable period of time, then JAC may take appropriate action including, but not
limited to, rejecting the billing for payment, issuing a Letter of Objection to payment, or
paying the amount payable pursuant to the Established Rates or applicable court order.

4. JAC shall only pay for actual services provided by Vendor that are reasonably
necessary for the defense of the case. JAC has no responsibility for and will not pay for
any cancellation fees or loss of business charges.
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5. JAC shall have standing to contest the authorization for any due process costs and
the amount of said due process costs. Attorney shall have the burden to establish that
the due process costs are reasonable and necessary to the defense of the case. Absent
exigent circumstances, Attorney must seek authorization for due process costs prior to
the commencement of any due process services to afford JAC notice and an opportunity
to be heard before a court authorizes the costs. In the event JAC was not given notice or
an opportunity to be heard prior to the approval of said due process costs, JAC is entitled
to have any order authorizing due process costs vacated.

6. Any order authorizing due process costs must list the service(s) to bg provided and
a maximum amount authorized for each service. Any order not containing tRis information
is not sufficient for payment purposes.

clerks, with respect to pending proceedings, despite his ¢
these services including filing fees; service of process;

charges for collecting and disbursing funds;
pending litigation. Attorney is responsible fo
ss. 28.345 and 57.081, F.S., includin

ot limited to: (1) providing necessary
i0g appropriate motions with the trial court
to obtain such services pursuant t ption or without prepayment. JAC shall not
urt, the sheriff, or the clerk, in relation to
services for which Attorney utogily exempt pursuant to s. 28.345, F.S., or the
indigent client was entitled t& out prepayment pursuant to s. 57.081, F.S.
8. Vendor acknowledges that¥for purposes of calculating interest penalties, a billing
is not considered til it is properly billed to JAC. Attorney is responsible for
reimbursement t¢"JAC, for any costs such as an interest charge, loss of prompt payment
discount, or ot expenses to JAC due to delay in payment of a due process
billing attrib
@ them without JAC intervention.

with current Due Process Contracts with JAC. JAC does not verify the professional
qualifications of these due process vendors. Inclusion or removal of a due process vendor
from this database is at the sole discretion of JAC. If Vendor’s place of business is located
outside the State of Florida, Vendor shall be ineligible for inclusion in this database. If
Vendor lists a Florida address to allow for inclusion in this database, Vendor waives
reimbursement for any travel expenses or travel time to travel to Florida.
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COURT REPORTER SERVICES

10.  JAC will not pay for any transcript that is not authorized by court order. The court
order must be attached to the billing for said transcripts. Attorney must provide the court
reporter with a copy of the order of appointment and the order authorizing the transcript.
Absent exigent circumstances, Attorney shall not seek approval for transcription of a
deposition or hearing before the deposition or hearing has occurred. In determining the
number of pages to be billed, JAC will pay for a title page; index, appearance and/or
contents page(s); the transcription of the testimony of the proceeding or deposition; one
errata sheet for a deponent or witness; and necessary court reporter certification page(s)
at the conclusion of the transcript. JAC will not pay for any pages containingiword indexes,
summaries, or similar information unless specifically required by cou
must comply with the minimum formatting requirements set fog

opies. Vendor shall
provide electronic copies without additional charge. JAC any additional fees

for a court reporter to provide an electronic copy of a tran$s

11.  JAC may pay for the cost of preparing a tr :
secures an order from the court finding that preparation offthe transcript is necessary, in
which case JAC may pay for one (1) original an

12.  JAC may pay for the cost of one
or other proceeding. Any other pa script of that same deposition, hearing,
or other proceeding, regardless transcript is an additional original transcript
or a copy, shall be at the rate paid a copy of a transcript. This subparagraph applies
regardless of which state n

transcript. JAC pays ratesifor fegulaf delivery (ten business days) unless Attorney has
filed a motion justifying expeditedprates and the court has entered an order authorizing
expedited rates.

VESTIGATOR SERVICES

13.  Any prigatédinvesftigator providing services in Florida must be licensed pursuant to
is authorized to pay for any private investigator services provided in
not properly licensed pursuant to Florida law.

Florida b

14.  The rol€ of a private investigator is limited to providing investigative services such
as locating and interviewing witnesses; locating and securing documents and other
evidence relevant to the case; performing background checks; and researching any other
factual issues relevant to the case such as credibility and character of witnesses. Where
private service of process is authorized, an investigator can also serve subpoenas on
ordinary non-law enforcement witnesses; however, the investigator can only bill the flat
rates applicable for private service of process regardless of the amount of time spent
serving the subpoena. An investigator is not a substitute for a paralegal or secretary and
cannot be used to perform administrative tasks including, but not limited to, retrieving
discovery from the state attorney; copying documents from a court file; delivering
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materials to the defendant; or any other tasks of a paralegal or secretarial nature. If
multiple investigators are employed on a case, only one investigator should be assigned
or compensated for any particular task. Also, JAC shall only compensate a single
investigator for attendance at meetings with Attorney or other members of the defense
team regardless of the number of investigators that attend the meeting. JAC will not pay
for any time related to training investigators or investigator interns. An investigator shall
bill for investigative services only when (1) more than $500 in unpaid services has accrued
for a case or (2) the investigator has concluded services in that case. If an investigator
accepts cases for a circuit outside the location of the investigator’s office, the investigator
cannot seek reimbursement for travel time, mileage, lodging, or other travgl expenses to
travel to the circuit of the case absent specific authorization from the court. An investigator
waives the right to seek travel time, mileage, or other travel expe travel to the
circuit of a case absent a showing that there were no local inyestigators“ayailable to
accept appointment to the case. A private investigator providing @ 2S on a case shall
not provide expert or mitigation specialist services on the same <

PROCESS SERVERS

15.  Service of process upon witnesses shall be ghrough eriff unless the sheriff is
unable or unavailable to provide service of process. Undeks. 57.081, F.S., the sheriff is
available to provide service of process without pr t in cases involving indigent
persons. The sheriff shall be used to serve insgounty law enforcement absent exceptional
circumstances. In order to use a privategprocess server, Attorney must serve a motion
setting forth the exceptional circumstancesr ing use of a private process server upon
JAC.

TERPRETERS

16.  Forinterpreting se
such as depositions_and
interpreting servic i
proceedings a
provisions of th

Y responsible for services provided outside the court
itnes® interviews. JAC is not responsible for payment of
in court or at other judicial proceedings such as grand jury
s before a general magistrate. Notwithstanding other
ess Contract, for certified and language-skilled interpreters as

defined in es, Attorney on behalf of Vendor may seek a rate of up to $50
per hour, nish'@nd Creole interpreters and $65 per hour for other foreign language
interpret e hose rates exceed the rates established by law.

OUT-OF-STATE DUE PROCESS VENDORS

17.  Authorization for out-of-state experts or mitigation specialists is contingent upon a
finding that no such due process vendors with appropriate skills or expertise are available,
first, in the county in which the case was filed and, second, in any other county in the
State of Florida. An order authorizing the employment of an out-of-state due process
vendor must be in writing and contain specific findings regarding the unavailability of a
qualified in-state expert or mitigation specialist. Vendor waives reimbursement for any
travel expenses or travel time to travel to Florida in the absence of an order with these
findings.
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RETAINERS

18. JAC shall not prepay or provide a retainer to Vendor. If Vendor requires
prepayment or a retainer, Attorney must pay the amount and seek reimbursement only
after Vendor has completed the services for which the prepayment or retainer was paid.
Attorney shall only be reimbursed the amount necessary to compensate Vendor at the
appropriate hourly rate irrespective of the amount of the retainer.

PUBLIC RECORDS

19. To the extent that Vendor’s records constitute public records und@r Florida law,
Vendor must comply with the requirements of Ch. 119, F.S., and isi
Florida law relating to public records. Vendor is solely liable for any fe

(Fla 1990), which
ndigent client are not

concluded that files held in furtherance of representati \
public records.

V. BILLING REQUIREMENTS FOR DUEPRO OSTS
1. Attorney or Vendor shall C all billings for due process costs within
ninety (90) days after final disp@sitiga?of the’case. The filing of an appeal does not stay

the time for submitting a b|I '
Attorney represents the
ninety (90) days after final

al. For any billing submitted to JAC more than
, in accordance with s. 27.5304, F.S., the allowable
due process costs s uced by fifteen (15) percent. The reduction is a contractual
penalty for failing 46" sub illing in a timely fashion as required by s. 27.5304, F.S. A
billing shall notgbe med submitted to JAC until all of the documents required under
JAC Policies an cedfires have been received by JAC.

billing is submitted to JAC more than one (1) year after final disposition,
in accordange with s. 27.5304, F.S., the allowable due process costs shall be reduced by
fifty (50) percent. The reduction is a contractual penalty for failing to submit a billing in a
timely fashion as required by s. 27.5304, F.S. A billing shall not be deemed submitted to
JAC until all of the documents required under JAC Policies and Procedures have been
received by JAC.

3. Where any billing is submitted to JAC more than two (2) years after final
disposition, in accordance with s. 27.5304, F.S., the allowable due process costs shall be
reduced by seventy-five (75) percent. The reduction is a contractual penalty for failing to
submit a billing in a timely fashion as required by s. 27.5304, F.S. A billing shall not be
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deemed submitted to JAC until all of the documents required under JAC Policies and
Procedures have been received by JAC.

4. For purposes of this Due Process Contract, the term “disposition” means:

a. At the ftrial court level, when the court has entered a final appealable
judgment, unless rendition of judgment is stayed by the filing of a timely
motion for rehearing, motion to withdraw plea, motion for a new trial, or other
motion that stays rendition for appellate purposes. The filing of a notice of
appeal does not stay the time for submission of a billing.df rendition of
judgment is stayed by the filing of a timely motion, the case
to have reached disposition on the date of the resolutio

b. At the appellate court level, when the court has ig s mandate or the
appellate case has otherwise reached final disposi

BILLING SUBMISSION

5. Vendor shall comply with all the requirementg’of this
Statutes, local Administrative Orders, JAC Policie
orders, and shall submit requests for compensati
compensation for services rendered pursu
Policies and Procedures are incorporated, int@ythis Due Process Contract by reference
and can be found on JAC’s website at

rocess Contract, Florida
edures, and applicable court
plicable JAC forms to obtain

of this Due Process Contr
course of this Due Proce

ey may be amended from time to time during the
Contract. It is the Vendor’s sole responsibility to remain
tes to JAC Policies and Procedures.

nted by Vendor shall be certified by Attorney assigned to the case.
ill for all cases under one Tax ID number. Vendor shall execute a new
contract if Vehdor changes Tax ID number or moves to a new firm. Any sharing of
compensation with prior firms or future firms is the responsibility of Vendor.

8. Vendor’s billings for fees, costs, or related expenses shall be supported by
documentation that includes, but is not limited to, the Order of Appointment if court-
appointed counsel, or an Order of Determination of Indigent Status where the Client has
been found indigent for costs.
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9. Vendor shall be familiar with the statutory and contractual requirements for
submission of billings to JAC. It is Vendor’'s and Attorney’s responsibility to verify that all
necessary documentation required for payment of a billing is submitted to JAC prior to or
with the initial submission of a billing. Vendor is also responsible for submitting the billing
in an amount consistent with contractual and statutory requirements. Repeated failures
to submit billings that comport with statutory and contractual requirements constitute good
cause for JAC to terminate this Due Process Contract. Notwithstanding s. 215.422, F.S.,
JAC retains the authority to delay processing any billing for record inspection, Audit
Deficiency, Letter of Objection or otherwise to comply with the requirements of s.
43.16(6), F.S. If JAC determines that further inspection or other action is negessary before
JAC approves the billing for payment, the prompt payment requirements{set forth in s.
215422, F.S., will not commence until JAC completes its inspection action.

10.  All due process costs must be authorized by court o less the express
provisions of the Florida Statutes, the General Appropriations r JAC Policies and
Procedures specifically state prior court approval is not re of this order shall

be attached to Vendor’s billing for payment.

11.  Vendor shall only bill in hours and tenths offhours, ervices shall be listed in
chronological order beginning with the date of procuring théiservices. Vendor shall not bill
for services in a single entry across multiple dates. shall not bill for more than ten
(10) hours on a single date or more than fiftyg(50) hours in a calendar week for services
provided by a single person without proigi explanation justifying those hours. The
explanation must include the total numbego s billed or to be billed across all cases
and an explanation of the particul d to work these additional hours. Vendor is
solely responsible for trackin e of hours worked by Vendor or Vendor’s
employees across all cases bi

Na nvoicing for each service or activity listed on the
ed the date of service, the increment of time associated

identification of documents and materials, the number of

12.  Vendor shall provi
billing, including, but not li
with the service or@ac

of time spent on each date billed rounded to the nearest tenth

of an houir, includes multiple services in a single entry, the amount of time
attributa rvice shall be indicated in the description of the services. When
Vendor b € entries on a single date, the activities shall be billed by service type

v of documents, conferences, correspondence, drafting reports, or witness
interviews. Vendor shall not subdivide the time between entries on a single date in a
manner that increases the amount of time billed above the time actually worked on all
services provided on that date rounded to the nearest tenth of an hour.

13. If Vendor bills in excess of the Established Rates, Vendor authorizes JAC to
correct the billing to comport with the Established Rates. Vendor specifically agrees not
to seek or request any rate in excess of the Established Rates. In the event Vendor seeks
judicial action either directly or indirectly through Attorney to exceed the Established
Rates for a service, Vendor will be in material breach of this Due Process Contract.
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14.  An investigator, mitigation specialist, or expert shall bill for services only when (1)
more than $500 in unpaid services has accrued for a case or (2) the investigator,
mitigation specialist, or expert has concluded services in that case.

AUDIT DEFICIENCIES/LETTERS OF OBJECTION

15.  Vendor shall neither seek nor accept payment for a billing before JAC has
completed review of a properly presented billing. An Audit Deficiency is an instrument
used to convey that a billing is deficient and does not serve as JAC’s Lettgr of Objection
or No Objection to any billing submitted by the Vendor. Any responsg to an Audit
Deficiency shall be submitted via MyJAC.

16.  Any Letter of Objection or No Objection, or Audit Defici all expire one (1)
year from the date of issuance. If Attorney or Vendor fails to a the letter or notice
within one (1) year of issuance, the billing shall be dee ndened without further
notice.

VI. RECORD RETENTION/INSPECTION

1. Vendor shall keep contemporaneous
costs, expenses, and vendor’s time e
include supporting documentation nece
payments made under this Due Pr
the general requirements for su
hourly basis, Vendor sh

contemporaneous and de d
Attorney.

2. These recopds cuments are subject to review by JAC, subject to the
attorney-client [ an ork-product privilege. Vendor and Attorney may redact
information fro ecokds and documents only to the extent necessary to comply with
the privile

tailed records to enable JAC to verify all
providing services. The records shall
adequately evaluate and substantiate
tract. JAC Policies and Procedures set forth
entation. If providing services billed on an
in appropriate  documentation, including
ccounting of time spent providing services to

3. V S maintain the records and documents in a manner that enables Vendor
and Attorneypto redact information subject to a privilege in order to facilitate and not
impede JAC’sreview of the records and documents.

4, Upon JAC'’s issuance of a notice of inspection of records and documents as to one
or more particular case(s), Vendor shall deliver to JAC, or a designated agent, any and
all contemporaneous billing records related to the case(s) within a reasonable period of
time. This time period shall not exceed thirty (30) days unless an extension is granted by
JAC in writing. Vendor’s failure to provide the contemporaneous billing records within a
reasonable period of time shall be deemed a refusal to allow JAC to inspect the
contemporaneous billing records.
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5. Vendor agrees to retain and make available for inspection and audit, all records
and documents relating to services under this Due Process Contract for a period of five
(5) years from the date of final disposition of the case, withdrawal or discharge from the
case, date of final payment on the case, or until all federal or state audits that may relate
to each payment are complete, whichever is later, unless ordered sealed by the court.
This requirement applies to JAC and other state entities with authority to audit or review
Vendor’s records including, but not limited to, the Auditor General and the Office of Fiscal
Integrity.

6. The refusal to allow JAC to inspect contemporaneous records as pfovided herein
is a material breach of this Due Process Contract.

. 5 detailed records
even after JAC has made payment. Upon conducting a post- gnt review within five
(5) years of final payment, if JAC determines Vepdol ailed to maintain
contemporaneous detailed records supporting payme or shall be liable for
repaying JAC any amounts that cannot be substanti nding any court order
approving payment. In a judicial or other proceeding, etermination that Vendor
failed to maintain contemporaneous detailed rec@rds is presumed correct and Vendor
must rebut this determination through clear and c@gyingi
due process costs or related expenses n
records is subject to full recovery by JA

ethod of recovery is at the discretion of
ffsets against future payments, direct

ing, JAC’s determination of the existence
and amount of overpayment d correct and Vendor must rebut any JAC

determination through cle rx in€ing evidence.
8. Upon receipt of notic of inSpection, audit, or any other form of review from JAC or

other state or fede including, but not limited to, the Auditor General or the Office
of Fiscal Integri s a legal duty to preserve all records and information
potentially rele ny guestions Vendor may have as to the relevance of particular

records shg
reasona ﬁ serve all potentially relevant records until further notice. Vendor
shall discag and all data destruction or server backup recycling policies that may
be employedyon electronic data.

9. The record retention requirements set forth in this Due Process Contract are not
exclusive. Vendor may have ethical or other obligations to maintain records beyond the
period required under the Due Process Contract.

VIl.  TERMINATION

1. JAC shall have the right to terminate this Due Process Contract immediately if, in
its sole opinion, Vendor or Vendor’s agents or employees fail to comply with the provisions
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of this Due Process Contract. Such failure shall constitute a material breach of this Due
Process Contract by Vendor. In the event of breach of duty in a case by Vendor, Vendor
shall not be entitled to payment of due process costs for work performed except by court
order.

2. Upon thirty (30) days written notice, JAC or Vendor may without cause terminate
this Due Process Contract.

3. Vendor is not eligible for direct payment by JAC in the event of termination of this
Due Process Contract, unless JAC executes a new Due Process Contragt with Vendor.
If Vendor is retained in a case after termination of this Due Process CoRtract, Vendor
shall not seek payment for due process costs directly from JAC and
court for the payment of same by JAC.

4. Prior to determining whether to terminate this Due Proc ontract, JAC may
temporarily suspend the Due Process Contract immediate it le opinion, Vendor
or Vendor’s agents or employees fail to comply with thefp ons of this Due Process
Contract. A temporary suspension bars Vendor from ork on new cases under

decision to temporarily suspend the Due Pr:
deciding to terminate the contract for th

ss Contract shall in no way bar JAC from
t resulting in the temporary suspension.

6. If a chief judge or
suspend this Due Process
direct payment of fees, c
suspension.

r
N r the applicable circuit(s). Vendor is not eligible for
ts, @nd related expenses by JAC during the period of

VIIl.  MISCEL US PROVISIONS
1. \V/- @ grees’to not object or otherwise contest any request by JAC to appear
remotely By t€lepidnic or electronic means at any hearing or other judicial proceeding
related to dOg,process costs or other reimbursable expenses.
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|:| Vendor has registered for Electronic Funds Transfer/Direct Deposit with the Department of
Financial Services, or has requested an exemption from JAC for purposes of compensation in a
single case.

|:| | am not a member of a State of Florida administered retirement plan through the Florida
Retirement System (FRS).

|:| | am a member of a State of Florida administered retirement plan through the Florida Retirement
System (FRS) and I certify that | have submitted the Florida Retirement System (FRS) - Certification
Form available at https://www.myfrs.com/pdf/forms/cert.pdf.

|:| Please check the box if ANY contact |:| Vendor hereby certifies that a Substitute
information below has changed. Form W-9 has been submitted to the Florida
Professional License Number(s): Department of Financial Services. All vendors

obtaining payment from JAC are required to submit
their Substitute Form W-9 on DFS’ Vendor Website
at https://flvendor.myfloridacfo.com.

D Vendor shall comply with the requirements of Paragraph VI of the Due Pr
retention and provision to JAC of contemporaneous detailed records.

Vendor certifies that Vendor shall: (1) track all hours billed or to be bille
to JAC when work by a person employed by Vendor has or will amount
hours on a single date or more than 50 hours in a calendar week regardle
performed on one or more JAC cases.

By signing this contract, Vendor certifies that Vendor has re
the provisions of the Due Process Contract.

ess Contract regarding
cases and (2) report

r more than 10
of whether the work was

ds, and agrees to comply with

Vendor: pmpany Name
ietor/Principal Owner
Signature — Please execute with the name i idual authorized to sign on behalf of the

company/vendor. Not the company name.

Type Name of Individual signing on behal ate

MAILING ADDRESS: REMITTANCE ADDRESS:

(If different from Mailing Address)

Street Address or P.O. Box Remittance Street Address or P.O. Box

City, State, and Zip Code Remittance City, State, and Zip Code

Email Address

Telephone N

Paymentb his Due Process Contract may only be made to Vendor or the Legal Entity to whom Vendor
is associated¥endor designates that payment by JAC under this Due Process Contract shall be made to:

Name (Vendor or Legal Entity)
Federal Employer Identification Number*

*A DFS SUBSTITUTE FORM W-9 FOR THE PAYEE MUST BE ON FILE WITH DFS.

STATE OF FLORIDA, JUSTICE ADMINISTRATIVE COMMISSION

Alton L. “Rip” Colvin, Jr. Date
Executive Director
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[] Court Reporter

1. [] Court Reporter
(Stenographic)

2. [ Court Reporter (Electronic)
3. [ Court Reporter —
Transcription of Recordings (other
than Hearings and Depositions)
[] videographer

[] Video Conference Services

ADDENDUM A

REQUIRED DUE PROCESS VENDOR INFORMATION
Please check the box next to the description of the service you provide.

CHECK ALL THAT APPLY

[] Expert Witness

[1 Accounting

[J Accident Reconstructionist
[J Attending/Treating
Physician

[] Audio Video Forensics

[ Ballistic/Firearms

[] Biomechanics

[1 Blood Spatter

[] Cell Phone/Cellular Tower

[ Interpreter/Translator

. [ Spanish

. [0 French

. [ Haitian/Creole
. [ Chinese

. [ other, Specify

] sign Language Interpreter

Mapping
. [ Chemist
. [ child Abuse
. [ Child Sexual Abuse
. [ Crime Scene
Reconstruction
. [ Computer Forensics
. [JDNA
Analysis/Testing/Expert
. [ Engineering
. [ Eyewitness Testimony
. [ False Confessions

[1 Process Server

[ Mitigation Specialist

[ Investigator

[1 Copy Service/Printing &
Reproduction

. [ Fingerprint
Analysis/Examiner

. [ Forensic
Pathologist/M

. [ Forensic F

dical E
otograph

iner

. [ Handwriting
. [ Internet/Social Media
. [ Medical Dr./Physician Expert
. [ Neurologist
. [ Neuropsychologist
. [ Nurse Practitioner (RN, LPN)
. [ Pediatric Doctor
. [ Pharmacologist
. [ Physical/Medical Testing (PET
Scan, MRI, EEG, QEEG, X-Ray &
i aging)
ician’s Assistant (PA)
apher
logist/Mental Health

| Sanity/Competency Evaluations
[] Sex Offender Evaluation

8. [ Social Worker/Licensed Clinical
Social Worker
39. [ Toxicologist
40. [ Use of Force
41. [ Other — Please describe
services in box below:

Cannot exceed 300 characters . ¢
~N\
PLEASE INDICATE WHICH CIRCUITS OR UNTIES IN ICH YOU ARE WILLING TO WORK (IN-STATE VENDORS ONLY):

L] 1- First (14— rt '] 8 — Eighth [] 12— Twelfth [] 17 — Seventeenth
[] Escambia ] clay [ Alachua [] DeSoto ] Broward
[] Okaloosa val [] Baker [] Manatee
[] Santa Rosa [] Bradford [] sarasota [1 18 — Eighteenth
1 walton [ Gilchrist [ 1 Brevard
O Levy [ 13 - Thirteenth [] Seminole

] 2- Second [] Union [ Hillsborough
] Franklin . L] 19 — Nineteenth
] Gadsden 1 9 - Ninth [l 14 — Fourteenth O Indian River
[] Jefferson Marion [] Orange (] Bay ] Martin
[ Leon [] Sumter [] Osceola ] calhoun ] Okeechobee
] Liberty O Gulf ] st. Lucie
[] wakulla E 6 — Sixth E 10 - Tenth E Holmes

Pasco Hardee Jackson —_ i
[ 3 - Third ] Pinellas [] Highlands [] washington E (Z:garl;l)':::ntleth
[] Columbia O] Polk O collier
[ Dixie []7 - Seventh L1 15 - Fifteenth (] Glades
[] Hamilton (] Flagler (] 11 — Eleventh (] Palm Beach ] Hendry
[1 Lafayette ] Putnam (] Miami-Dade [] Lee
[J Madison [] st. Johns ] 16 — Sixteenth
[] Suwannee [ Volusia ] Monroe
[ Taylor

In indicating which counties and circuits for which you are willing to work, please be aware that travel time and
travel expenses to travel to a circuit or county may not be reimbursable.

[1 Check here if you DO NOT want this information posted on the JAC website.

Out-of-State Vendor information will not be posted on the JAC website.
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THE STATE OF FLORIDA
JUSTICE ADMINISTRATIVE COMMISSION

227 North Bronough Street, Suite 2100
Tallahassee, Florida 32301

Alton L. “Rip” Colvin, Jr. COMMISSIONERS

Executive Director
Diamond R. Litty, Chair

(850) 488-2415 Public Defender, 19" Circuit
FAX (850) 488-8944 ~_Kathleen A. Smith
Public Defender, 20" Circuit

www.justiceadmin.org Brian Haas
State Attorney, 10" Circuit

Jack Campbell

State Attorney, 2™ Circuit

Key Contractual Provisions
(Type 1 Due Process Contract)

In an effort to ensure all Due Process Vendors understand the expe , requirements, and
prohibitions described in the JAC Type 1 Due Process Contrg eview the following
essthg of payment.

2) complying with state purchasing laws and rules;
applicable. In processing attorney and vendor invoic

lementing best practices where
ent, JAC must certify that the
neither procures nor receives the

services for which it pays, JAC relies on the
processed. JAC acknowledges that private rneys and vendors are understandably not
ivate practice. However, please understand
the JAC Type 1 Due Process Contract are there
to ensure that your and JAC’s re

key contractual provisions inc

Paragraphs II(1) - (2): Prov
attorney and Vendor i

certification reled upon by Vendor to provide services and notify JAC of any changes in status
pertinent to the Due Process Contract.

Paragraphs I1(17) - (20): Sets forth prohibited practices related to the retaining attorney obtaining
services from a due process vendor company owned by the attorney or a relative of the attorney.
Bars Vendor from providing attorney anything of value to the attorney other than the due process
services rendered by Vendor. Bars Attorney and Vendor from sharing any financial interest or
from sharing office space.

The Justice Administrative Commission administratively serves the judicial-related offices of State Attorney, Public Defender,
Criminal Conflict and Civil Regional Counsel, Capital Collateral Regional Counsel, and the Statewide Guardian ad Litem Office. The
JAC also performs compliance and financial review of court-appointed attorney and due process vendor bills.



Paragraphs III(1) — (3): Directs that compensation for due process costs is at the legislatively
established rates posted on JAC’s website.

Paragraph I11(6): Authorizes JAC to recoup overpayments from Vendor.
Paragraphs IV (10)-(12): Contains specific requirements for court reporter services.
Paragraphs IV (13)-(14): Contains specific requirements for private investigator services.

Paragraph IV(15): Contains specific requirements for process server services.

Paragraph I'V(16): Contains specific requirements for interpreter services?

@ process costs. JAC
e ed documentation is

Paragraph 1V(18): JAC does not prepay or provide retainers fees
payment is only made after the services have been rendered and
received.

Paragraphs V(1) to (3): Billings submitted more than
subject to statutory penalties for untimely billing.
e 15 percent for billings not submitted within 90 days aftefidisposition of a case;
e 50 percent for billings not submitted within 1 ye 1sposition of a case; and
e 75 percent for billings not submitted withf\2 years after disposition of a case.

disposition of a case are

Paragraph V(6): Vendor shall submit gh the online MyJAC portal.

Paragraphs V(11) — (12): Sets
Vendor to bill for actual time wor

report when billing JAC mo x
pontal

can be submitted via the M.
C to correct a billing to the established rates when the Vendor

um requirements for hourly billings; requires
to nearest tenth of an hour; and requires Vendor to
in a day or 50 hours in a week. This required report
ith the billing (Upload as a Miscellaneous document).

Paragraph V(13):

ailed records sufficient for JAC to verify all costs, expenses, and time
expended proViding services; grants JAC authority to inspect those records subject to the attorney-
client and work product privileges; requires Vendor to maintain those records in a fashion that
facilitates JAC’s review; requires Vendor to maintain those records for 5 years from final payment
on a case; and authorizes JAC to recoup overpayments where Vendor has failed to maintain
contemporaneous records notwithstanding a court order approving payment.
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