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eForms Quick Guides
Legal Aid
Agency Submitting a CRM4

1. Starting a CRM4

¥t Legal Aid Agency  eForms

Click on New Forms.

Crime Forms

Select Start New Form
next to the CDS4 option.

Civil Farms

2. Layout of CRM4

Use the menu on the left of the
screen to move around the eForm.

it to lncur
¥

| 282 Leg

Disbursements in Criminal Cases

You can also use the Next and

«
P
Save | Exit|] <<Back | Mext>>

Alternative Quotes Print | Template Spell Check Send to lext Stage Back b utton S.
v General Information| Alternative Quotes
¥ Case Details ¥ Haw o cbtained any altemative
) Expenditure Details - " . .
+ anemamocuotes | 1) : The tick-list on the left of the screen
v Prio Autarty Detofe indicates the progress of your claim
" Additional Info
v Solicitor's Certificatbn ‘/ Completed

e T ©  Not Completed

Note: A calendar
function for your
ease of use.

3. Entering Details eForms will only ask for relevant information

and automatically calculate totals for you.

Preparation
Client's Details
*p ) .
A , & reparation Hours :
* UFN 0802111001 B [*Repordernoicase 1111111117 Al p 2 |:]15 | thours:minutes)
— ne. * Hourly Rate 6D
MAAT number @ |*DateofReporder  [10 v|[Feb w2011 February 2011 [3] Total
ota
* Sumame CAMERON * Forename DAVID [5uuo| Tu weh [ Fr [sa]
* Date O7Birth 3 |w|[mar [v][1970 ] 1 2 345
@ 6 7 8 9 101112 Travel
13 14 15 16 17 18 19
. . Mo, of Hours “mi
Details of Proceedings 20 21 22 23 24 25 26 thours : minutes)
* Is Your Clisnt Dstained? OYes ® Mo 27 28 Hourly Rate
Total Cost of Travel

* Court Type

() Magistrates’ Court

) Crown Court (excluding Central Criminal Court)
(& Crown Court (Central Criminal Court

Authority
Total Authority



4. Expenditure Details

eForms understands the different
ways each type of authority is costed.

If you request an expert’s report, it
will ask for details of the preparation
time and the hourly rate.

If you ask for photocopying it will ask

for the number of pages and cost per
page.

5. Attaching Documents

# Give a brief summary ofthe prosecution case. You may attach the copy advance disclosure ar
exdracts.

Eig

* Give a summary ofthe defence ar mitigation. Atach a copy ofyour client's statement and details
of any previous convictions, if available.

ITyou wish, you can attach the copy advance disclosure or extracts

2

ITyou wish, you can attach a copy ofyour client's statement and details of any —

previous convictions

You can attach supporting documents
electronically.

6. Submitting the CRM4

H@f Legal Aid Agency CRM4 : Application for Prior Authority to Incur
Disbursements in Criminal Cases

Additional Information ree| Tempiate |  Spen Ol

When you have completed the eForm click -

Send to Next Stage.

Expenditure Details

¥ Type of Expenditure
(&0 Medical Report)

a Facial Mapping Expant "

¥ Have you already been granted Prior Authority for this case under the same catagaory of

expenditure?
4 Yes (2 Mo

* Mame of Expert
Company MName

Type | Status of Expen

Preparation
* Preparation Hours
* Hourly Rate

Tatal

D It YodTace

(howrs - minulas

| 3% Legal Aid Agency

Add Attachment

Select Browse to bring up the
search function, select the file,
then click OK.

| 2L Legal Aid Agency

=

At this stage you can add an optional

message for the caseworker.

Here you can submit the form to the LAA, delete

or send for internal review before submission.

Then click OK to send the eForm.

For more information please visit http://www.justice.gov.uk/legal-aid/submit-claim/eforms




