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POCA fastrak (PL1) claim form guidance

Introduction

Download the most up to date version from GOV.UK:

www.goVv.uk/government/publications/poca-forms-for-solicitors-and-advocates

Top tip

Download a fresh form for each claim. Using an out of date form or overtyping may
cause an error and result in your claim being rejected.

Once downloaded, we recommend you name the file using the format:

Defendant’s name followed by the case number

You should not remove lines of information.
If you have entered work in the wrong order, we can rectify this upon receipt.

If you enter a row in error highlight the relevant cells and use the ‘clear contents’
function.

If you are copying and pasting into the form, use the ‘paste values’ function.

X
E® Cop
‘m Paste Options:

s ey __j.b"'--;:- e (o

‘- . A %4
| L2z Lix l&¥ & leo

This ensures that any values entered do not affect anything in the background of the
forms.

Your claim and papers must be submitted via email as separate attachments as follows:

1. PL1 claim form (as an Excel file)

2. Legal Aid Order if your order pre-dates 15/08/2015

3. Prior Authority paperwork for any disbursements over £100
4. Invoices/receipts for any disbursements over £20


http://www.gov.uk/government/publications/poca-forms-for-solicitors-and-advocates

POCA fastrak (PL1) claim form guidance

Top tip
Please ensure that you provide both pages of the Legal Aid Order including details of
any offences to which it relates.

If the total attachments exceed 10MB then please send via separate emails, entering clear

subject headings such as: POCAFT claim John Smith 1 of 2

Documents submitted electronically will not be returned.
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Completing the form

Claim details

Step 1
Enter your details as the instructed solicitor along with the case and defendant information.

HS-&- = PL1-POCA Fastrak Claim Form v4.2xlsx [Read-Only] - Excel Green, Emma (LAA)

File Home Insert Page Layout Formulas Data View Q Tel me what you want te do ,‘;.L Share

3%: = Ijé ﬁ) % E‘y:] Show/Hide Comment D Pratect and Share Workbook (Legacy)
3%

(7 Show All Comments D}AHUW Users to Edit Ranges

Spelling Thesaurus Check Smart | Translate New  Delete Previous Next g Protect | Protect " Share Workbaok -
Accessibility  Lookup Comment ) Show Ik Sheet Workbook ~ (Legacy) Track Changes (Legacy)
Proofing Accessibility  Insights ' Language Comments Changes A

AT9 M £ “

A B C D E F G H 1| AA AB AC AD AE AF AG AH Al [«
1,
H PL1: POCA Fastrak Claim Form va.2zsn3ng
3 H FAO Criminal Cases Unit:
4 Legal Ald POCAFastrak@justice gov uk
5 Ag ency Please use the aboue email address for any contact or queriesin the first instance
6
7 | Provider name
&  Billing DX address (postcode if not on DX)
9 | Legal Aid order address (if different to above)

10| Legal Aid account number
11| Key contact

12 | Contact email

13 Contacttelephone

14 *London rates (please indicate Yes or No)

16 | Client

17| Court

18 Court reference (T or Sinformat T12345678)

19| Your reference (20 character limit)

20 Case concluded on

21| MAATID (post15/08/15 only if not providing LA Order)

POCA Fastrak Claim | Decimal time converter 1 3
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Step 2
You must ‘sign’ the declaration by selecting yes. Unsigned claims will be rejected and

returned.

E AR PL1-POCA Fastrak Claim Form v4.2.xlsx [Read-Only] - Excel Green, Emma (LAA)
File Home Insert Page Layout Formulas Data View Q Tell me what you want t
ABC E :I [‘x ,(D E‘gw -I-:] Show/Hide Comment D Protect and Share Workbook (Legacy)
a,
¢ @ b (7 Show All Comments EF Allow Users to Edit Ranges
Spelling Thesaurus Check Smart  Translate New  Delete Previous Next g Protect | Protect | Share Workbook N X
Accessibility  Lookup Comment 255 Show Ink Sheet Workbook  (Legacy) Track Changes (Legacy)
Proofing Accessibility | Insights | Language Comments Changes ~
AT1 - e S
A B © D E F G H | AA AB AC AD AE AF Al
57

58 Declaration

5o By selecting yes above (on the right) you certify that

60+ This work has not been and will not be the subject of any other claim for remuneration under legal aid

61 « Where a previous claim has been made, you have provided the full details of the payment(s) below

62+ Where you've represented more than one defendant in a case, you have only made, and will make, one claim
63 forall of those defendants together

64+ Where there is a joined indictment you have included all matters that you have dealt with within that indictment
65 inthis claim

65 » You have provided all mandatory supporting evidence and accept that failure to provide this will result in the

67 | return of your claim

68 The Legal Aid Agency is entitled to look behind all claims to establish their authenticity and will instigate proceedings on claims found to be false, inaccurate
69| (OT misleading.

POCA Fastrak Claim Decimal time converter 4 »
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Step 3
Complete the Fee Earners information including the full name, initials and grade of fee
earner using the drop-down list.

Top tip

If you are claiming a grade of fee earner based on previous experience you should
provide supporting information. You must include justification for any claim for use of a
Grade A fee earner.

H ©- ] PL1-POCA Fastrak Claim Farm vd.2xlsx [Read-Only] - Excel

File Home  Inset  Pagelayout  Formulas  Data Q what you want to do

ABC = Ijh @ E ¥ Show ent Protec o
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vf ® 2 (7 Show All Comments 5 Allow Users to Edit Ranges
Spelling Thesaurus Check Smart  Translate New  Delete Previous Next gu Protect | Protect  Share Workbook

Accessibility Lookup Comment 25 Show Ink Sheet Workbook Legac Track Changes (Legac
Proofing Accessibility  Insights | Language Comments Changes ~
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Fee earners (Please provide details of the fee earners claiming at Grade A or Grade B rates, to include justification for any claim at
72| |Grade A rates)

73| Names Initials Grade

74
75
76
7
78
188)
189
130
12
192
193
194
135
196
197
138
199

POCA Fastrak Claim Decimal time converter | 14 v

Litigator work claimed

Enter the details of the work claimed using the drop-down box

Top tip

Time must be entered as a digital, for example: 1hour 18m = 1.3. Entering time in the
wrong format may result in your claim being underpaid.
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H - PL1-POCA Fastrak Claim Form v4.2:xdsx [Read-Only] - Excel Green, Emma (LA) [

File Home Insert Page Layout Formulas Data View Q Tell me what you want to do

3%: E] Ijé ;D E‘% t,:] Show/Hide Comment D Protect and Share Workbook (Legacy)
2%

(7 Show All Comments [E3 Allow Users to Edit Ranges
Spelling Thesaurus Check Smart | Translate New  Delete Previous Next Protect | Pratect | Sharz Waorkbaook

Accessibility Lookup Comment 25 Show Ink Sheet Workbook  (Legacy) Track Changes (Legacy)
Proofing Accessibility  Insights ' Language Comments Changes
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/4 Share

20 (Please enter the time claimed in decimal hour format rather than HH:MM format)

F
81 ce Work type Claim detail (please include number Enhanced

| Grade earner of pages read) rates
initials

Time claimed

8 []
a4 Preparation

Travel

85 ‘Waiting
Attendance at Court

POCA Fastrak Claim Decimal time converter 4

Note: A decimal time converter can be found at the final tab on the claim form.

H ©- PL1-POCA Fastrak Claim Form v4.2xlsx [Read-Only] - Excel Green, Emma (LAR) @

Fle  Home Inset  Pagelayout  Formulas  Data View  Q Tell me what you want to do

= EY Show/Hide Comment D ,_ Protect and Share Workbook (Legacy)
(7} az

@ Show All Comments Allow Users to Edit Ranges

Spelling Thesaurus Check Smart  Translate New  Delete Previous Next Unprotect | Protect  Share Workbook N
Accessibility  Lookup Comment 25 Show Ink Sheet Workbook  (Legacy) Track Changes (Legacy)
Proofing Accessibility  Insights | Language Comments Changes ~
H3 - 13 “
A B C D E F [ H 1 J K L M N o P Q R s T u v -
T
|8
3 | If necessary, you can use this sheet to convert time in HH:MM format to the
4 Lega| Ald decimal format required for submission of your claim. It will only recalculate
5 times entered in the correct format eg 01:30 rather than just 1 or 1.30
. | Agency
=
g Paste times in HH:MM Time in decimal format
o format into this column will be shown here
11 0.00
12| 000
13| 0.00
14| 0.00
15] 0.00
16| 000
17| 0.00
18| 0.00
19| 000
20| 0.00

POCA Fastrak Claim Decimal time converter 1



POCA fastrak (PL1) claim form guidance

If the form does not contain enough lines for your claim, please contact the Complex
Cases Unit (CCU) and we will send you an appropriate form. For us to add additional lines
please enclose your partially completed claim form with any request.

Routine correspondence

Enter the number of routine items of correspondence claimed. This should include
telephone calls made and received, emails and letters sent. Routine emails and letters
received are not remunerated separately.

PL1-POCA Fastrak Claim Form v4.2xisx [Read-Only] - Excel

:?: Ej E@ ﬁ) % ij Show/H nt l:\ ’T\ Protect and Share Workbook (Legac

T Show All Commen ts
Spelling Thesaurus Check Smart | Translate = MNew  Delete Previous Mext Protect | Protect  Share Workbook -
Accessibility = Lookup Comment it 15 Show Ink Sheet Workbook Legac Track Changes (Legac

Proofing Accessibility | Insights  Language Comment its Changes ~

EZ Allow Users to Edit Ranges

A137 - e -~

lal B c D E F G H AA AB AC AD AE AF AC[~
135, * Routine items claimed (letters out, emails & calls)

POCA Fastrak Claim Decimal time converter 4 3
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Disbursements
Disbursements for travel expenses must provide the destination of the journey and
mileage total unless undertaken by public transport.

Any disbursement in excess of £20 must be accompanied by an invoice or receipt.

Any interim payments that you have already received must be recorded as paid as interim
to avoid your claim being returned. Provide the total amount you were paid. You should
choose Yes in column C and enter the full amount received in column E. Column G will
automatically populate as No. This will then ensure any pre-paid amounts are deducted
from the total cost of your claim.

If you have received an interim payment already but need to claim any travel expenses not
previously paid enter these on a separate row. You should state that they were not paid as
an interim and claim as a normal travel expense.

H - s PL1-POCA Fastrak Claim Farm vd.2xlsx [Read-Only] - Excel Green, Emma (LAA)

Fle  Home Inset Pagelayout  Formulas  Data View  Q Tell me what you want to do

ABC = [
SE @ OB O : & &
. (' Show All Comments EZ Allow Users to Edit Ranges
Spelling Thesaurus Check Smart  Translate New Protect Protect
Accessibility  Lookup Comment 2 Show Ink Sheet Workbook
Proofing Accessibility  Insights ' Language Comments Changes A
Al57 - £ A
A B C D E F G H | AA AB AC AD AE AF AL~

137 Disbursements claimed - you must provide supporting evidence for items over £20
138 (Interim payments should be entered as the total gross amount and marked 'No' in the VAT applicable column)

139! f Prior
Date Paid as interim NEt. CIaI.m OR.totaI Details V.AT Authority
interim paid applicable "
140 (provide copies)

Ll
142
143
144
145
146
147
148
149
150
151
152
153
154
155 -

A T B S T B B B B S T B B B |

POCA Fastrak Claim Decimal time converter 1 »

Enhanced rates
The prescribed rate may be exceeded in cases where one or more of the following apply:

e the work was done with exceptional competence, skill or expertise
e the work was done with exceptional dispatch
¢ the case involved exceptional circumstances or complexity

If you are claiming enhanced rates you must specify the percentage of enhancement you
are applying for and provide justification for your application.
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PL1-POCA Fastrak Claim Form v4.2.xlsx [Read-Only] - Excel

A B L e | B | E | F | G J H || AA | AB | AC | AD | AE AF AC[~
15a| * Emhancement claimed (Please clearly identify those items where enhancement is claimed in the E rates - |
column above. Please enter the percentage enhancement claimed in the adjacent box and provide your justification 00 =
159|  below) 95
s0
160 85
181 =
162 70 -
163 =
164
165
186
188
189
190
191
192
193
194
195
196,
197
198
POCA Fastrak Claim Decimal | time conve rter

Supporting information
A brief overview of the case should be provided in the relevant supporting information
section.

Under the Regulations a determining officer may request information or documentation
that will assist them in assessing the costs to be allowed. This includes requesting your
attendance notes and correspondence file, even if your claim has been submitted under
the fastrak scheme.

Top tip

If it is necessary to request additional information, it may delay the determination and
payment of your claim

10
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H - PL1-POCA Fastrak Claim Form v4.2xlsx [Read-Only] - Excel Green, Emma (LAA) &

Q
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174
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182
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185
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POCA Fastrak Claim Decimal time converter 14 »

Claim summary
The ‘summary of claim’ does not populate until you have entered all the claim details.

H ©- PL1-POCA Fastrak Claim Form véd.2xlsx [Read-Only] - Excel Green, Emma (LAA) &
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(7 Show All Comments . EF Allow Users to Edit Ranges
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o * Work claimed (Please enter the time claimed in decimal hour format rather than HH:MM format)

Fee . . .
il Date Grade = earner Work type Claim detall (please include number Enhanced | oo oo g
o of pages read) rates

- initials
aa: 01/01/2019 B AO Preparation Visit to client 1.00
24| 071/01/2019 B AO Travel to prison visit at HMP Unknown 1.50
85| 01/01/2019 B AO Waiting at prison 0.30
26| | 02/09/2019 B AO Preparation Draft section 18 1.33
87 | 01/02/2019 B AO Attendance at Court poca hearing 0.05
88_
39
90_
E
92 |
93 |
94 |
95 |
9% [

POCA Fastrak Claim Decimal time converter 4 »
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H - PL1-POCA Fastrak Claim Form v4.2.xlsx [Read-Only] - Excel Green, Emma (LAA)
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Accessibility  Lookup Comment Show Ink Sheet Workbook  (Legacy)

Proofing Accessibility  Insights | Language Comments Changes
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Track Changes (Legacy)

H142 = k| Yes

A B c D E F G H | AA AB AC AD AE AF AG AH Al

B

AL

133 Total hours claimed 4.18

135 * Routine items claimed (letters out, emails & calls) 25
136
137 Disbursements claimed - you must provide supporting evidence for items over £20

138 (Interim payments should be entered as the total gross amount and marked "o’ in the VAT applicable column)

138 . Prior

. I Net claim OR total . VAT ;
Date Paid as interim A gt Details applicable Authority
41 01/01/2019 Mo £45.00 mileage to prison at HMP Unknowr  Yes
4z 02/01/2019 Yes £2,750.00 expert report " Mo Yes i/
143 r

[provide copies]

145
146
147

143
150
151
152
153,

155,
156, Total claimed £2,795.00
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H &- PL1-POCA Fastrak Claim Form v4.2xlsx [Read-Only] - Excel Green, Emma (LAA)

File Home  Inset  Pagelayout  Formulas  Data View  Q Tell me what you want t

3%: E:l Ijé p % t,j Show/Hide Comment Protect and Share Workboaok (Leg;
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=
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; e c o e v ] Bl A | aE | A | AD | AL | AF | A | mM | A | Al Ak | AL M aN | Ao | aF | an | aR | AF | At AU ad | M | ex
. Summary of Claim  (skic will ympslats axtamsticalls mncs roctinns marked  ara camplotad)
Hourslitems
u e Rate Net total
ar | A w0 4838 £0.00
x| Preparation B 233 14108 £85.67
2 | c firny 275 £0.00
o | A ] 53855 £0.00
3 | Attendance atcourt B 0.08 £303 162
= | c 0o 1871 £0.00
= | A wm 52258 £0.00
24| Travel & waiting B 130 i2258 £4068
35 | c 000 En41 £0.00
= | Rautine 25 1 7875
a7 | 00 000 £0.00
3o | Enhancement (preparation) it £0.00 £0.00
= | w0 £0.00 £0.00
w | it 000 £0.00
41| Enhancement [attendance) it £0.00 £0.00
| it £0.00 £0.00
- Litigator profit costs elaimed 21668
|
“ 5 liable to YAT £45.00
o || Dishwrsements not liable to ¥AT £2750.00
a |
4 | Toral net claimed 301168
| Total for YAT 26168
5 | YAT claimed 5234
EN Overall total claimed £3,064.02
=
= | Interim pagments made (gross figure) £2,750.00
54
55 | Ezpected pagment 231402
=

POCA Fastrak Claim Decimal time converter [

Top tip
If your claim summary does not populate correctly check that you have:
- entered the date of the Legal Aid Order

- completed the London rates field

12




POCA fastrak (PL1) claim form guidance

- stated whether VAT applies to disbursements

Email your claim and accompanying documents to pocafastrak@justice.gov.uk

On receipt, your claim will be allocated a unique reference number which should be quoted
whenever you contact us.

We aim to determine all claims within 20 days of receipt.

Once your claim has been determined, unless your costs have been allowed in full, a copy
of your PL1 will be sent to the email address provided on the claim form.

E - PL1-POCA Fastrak Claim Form v4.2xlsx [Read-Only] - Excel Green, Emma (LAA)

File Home Insert Page Layout Formulas Data View Q Tell me what you want to do

? E] Iré ﬂ) I;f}?ﬁ t}] Show/Hide Comment D ’T‘ Protect and Share Workbook (Legacy

13 Show All Comments
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= [5 000 il £000 o [5 0.00 i £0.00
3 Routine 25 235 7375 Routine 26 306 £7875
= 000 000 [t 0.00 £0.00 000
2+ || Enhancement (preparation) 000 5000 000 f“"‘e"':r::'::; 000 S0 5000
» 00 £000 £000 e 0.00 2000 €000
an 000 0,00 £0.00 0.00 2000 £0.00
4« | Enhancement {attendance] 00 000 000 f:'m:ﬁ:’:::]‘ ano 2000 000
« 000 £0.00 000 0.00 £0.00 £0.00
- Litigator profit costs claimed 2834 Litigator profit costs paid 2708
“
= q liable to YAT L4500 3 . liable to ¥AT 45,00
o || Dishursements nat liable to ¥AT £275000 JHsbursements | able to VAT £278000
a
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s Overall total claimed £3,080.00 Overall total paid 830746
=
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s
= Expected pagment £380.00 Payment due 2326 46
s -

[ POCA Fastrak Claim Decimal time converter 1 »
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POCA Fastrak Claim | Decimal time converter 1 »
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Requesting a review

You must request a review within 21 days of determination.

Email pocafastrak@justice.gov.uk quoting the unique reference number. This will be a
number starting with a prefix letter M.

You must set out on which items you want re-determined including any information you
wish the case worker to consider and attach any relevant attendance notes or copies of
correspondence.

You may use your original claim form (see instructions below) or set out your request in
the email.

You must tell us which items you wish us to review. Include any additional information,
attendance notes or correspondence for consideration.

Requesting a review using the PL1 form

Use the drop-down list in column ‘Q’ to tell us which items you wish us to review.
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POCA fastrak (PL1) claim form guidance

You should provide detailed submissions on each item you wish us to review. This should
be in your accompanying letter or email or on the claim form.

Once we have reviewed your claim, we will return a copy detailing any additional amount
to be paid.
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We will set out the reasons behind any decision by letter or email or if an additional
payment is made via the payment notification.

We aim to deal with requests for review within 20 working days of receipt.
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POCA fastrak (PL1) claim form guidance

Next steps if you remain dissatisfied following a review

If you remain dissatisfied following a redetermination you can request written reasons. You
must do this within 21 days of receipt of the notification of the redetermination.

Email requests for written reasons to pocafastrak@justice.gov.uk
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