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eVoucher 
Guide to Ordering CJA Transcripts 

 
 

 

1. Check the docket – has the transcript or another transcript request for the same hearing 
already been filed? 

2. If not, complete an AO435 (AZ Form) Transcript Order.  
Instructions for completing the current version of the AO435 (AZ Form) are 
available here.  File the AO435 electronically on CM/ECF.  

    3.  Log in to eVoucher and select the appropriate case from the “Appointments 
          List” window on your home screen: 

 

 

 
 
 
 
 
 
 
 

***Note:   If you are an attorney appointed only for Appeal and you need the case added 
to your appointment list in eVoucher, please email the case number to 
cja_evoucher@azd.uscourts.gov and request that the case be added to eVoucher for the 
purpose of ordering appeal transcripts. 

http://www.azd.uscourts.gov/forms/ao-435-transcript-order-form-and-instructions
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4. Under “Create New Voucher” in the column on the left side of the screen, click 
    “AUTH-24 Create”: 

 
 

 
 
5.  On the next screen, fill in the “Proceeding Transcript To Be Used” (i.e. “on appeal”).  

Fill in the “Proceeding To Be Transcribed” (i.e. Sentencing held 7/1/2015”).  Be sure to 
include hearing type and date for each hearing.  If other than standard delivery (30 
days), select the desired delivery type from the “Special Transcript Handling” drop 
down menu.  If appropriate, check the boxes for opening statements, closing arguments, 
instructions, or voir dire, and click “Next”: 
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6.  On the “Documents” tab, click browse to attach a PDF of the same AO435 form you 
filed on CM/ECF.  Insert description “AO435 Form” and click the “Upload” button: 

 

 
If you are attaching a Justification Letter (for transcripts ordered with a turnaround time of 
less than 30 days), or have obtained a court order for the release of a sealed transcript, 
repeat above process to upload those documents as well, with an appropriate description in 
the “Description” field. Then click “Next”: 
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7. On the next screen, check the box next to “I swear and affirm the truth or correctness of 
the above statements,” then click “Submit”: 

 

 
 
8.  You should see a screen similar to the following indicating that the AUTH-24 has been 

successfully submitted: 
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9.  If there are any issues with the AUTH-24, it will be rejected. You will receive an email 

generated by the eVoucher system alerting you to the reason for rejection.  You will 
need to log in to eVoucher, make the necessary corrections, and resubmit the AUTH-
24 request. The rejected AUTH-24 will be in your “My Active Documents” window, 
highlighted in gold 

 

 
 
 
10. Once your AUTH-24 has been approved, the court’s transcript monitor will initiate the 

creation of the CJA-24 voucher on behalf of the court reporter. 
 
11. After the transcript has been completed and sent to you, the court reporter will 

complete a CJA-24 voucher in eVoucher.  You will receive an email requesting that 
you approve the CJA-24 voucher.  You should only approve the voucher if you have 
received the requested transcript(s).  

 
12.  You must log in to eVoucher and certify that you have received the transcript and 

approve the CJA-24 voucher for payment. If you do not do this, the court reporter will 
not be paid.  
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13.  When you log in to eVoucher, the CJA-24 voucher will appear in your “My Active 
Documents” window with a status of “Submitted to Attorney” with a pen symbol: 

 

 

 
14.  Click on the appropriate entry in your “My Active Documents” window, and the 

“Basic Info” tab of the CJA-24 voucher will appear.  Click on the “Confirmation” tab. 
  

 

 
 

 

15.  On the next screen, check the box next to “I certify that I have reviewed the above 
information,” and click “Approve.”  

 
 
You have successfully approved the CJA-24 voucher for payment. 


