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POCA non-fastrak (PL2) claim form guidance

Introduction

Use the PL2 form for profit cost claims in excess of £2000.
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 Using an out of date form or overtyping may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.

Copy

X
B
'y Paste Options:

™ T £ 2 %4
| 123 X lmo” a8 Lo

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

You must submit your claim, together with any receipts, invoices, or prior authority
paperwork. You must also submit the Legal Aid Order if it was dated before 15 August
2015. Email these to poca@justice.gov.uk



http://www.gov.uk/government/publications/poca-forms-for-solicitors-and-advocates
mailto:poca@justice.gov.uk
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Completing the form

Claim details

Step 1
Use the drop-down list to tell us how you are submitting attendance notes.

PL2 -POCA Claim Form v4.2.xlsx [Read-Only] - Excel

Page Layout Formulas Data Review  View Q Tell me what you want to do
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11| Provider name

12| Billing DX address (postcode if not on DX)

13| Legal Aid order address (if different to above)
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15| Key contact

16| Contact email

17| Contact telephone

1.? * London rates (please indicate Yes or No)

20| Client
21 Court

2| Paurt rafaranca 1T o € numbon
Claim Details | Work Claimed Disbursements summary & Totals 4 »

You should email your claim and papers as separate attachments, as follows:

1. PL2 claim form in Excel format

N

Legal Aid Order
3. Invoices/receipts/prior authority (where appropriate)
4. Case file including attendance notes (if you choose the email option)

If the total attachments exceed 10MB then please send via separate emails, entering clear
subject headings such as: PL2 claim John Smith 1 of 2.

Before sending supporting documents by post or Secure File Exchange please submit
your claim (PL2) via email and await further instructions.

Please note that documents submitted electronically will not be returned. If a paper file is
submitted it will be returned within 14 days of the determination.
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Step 2
Enter your details as the instructed solicitor along with the case and defendant information.
Select whether you are claiming London rates.
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Claim Details

Step 3
Move on to the essential supporting documents section.

Use the drop-down to confirm whether each item has been provided. You must state the
reason if not providing an item.
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Essential supporting documents (if you are unable to provide any of these please exptain why below as your claim may be
61| rejected otherwise)

63| Aftendance notes

64| Invoices/receipts
65| Proof of prior authorities

66 S5.18 defence statement

67 5.16 prosecution statement(s)

68| s.17 defence response(s)

69| Expert reports

70| Briefs to counsel

71| Indictment

72 Case summary/details of case at trial

73 Confiscation order (& schedule)

74| Restraint order and any variations/responses

77 | Declaration
78| By selecting yes above (on the right) you cerfify that

79 This work has not been and will not be the subject of any other claim for remuneration under legal aid
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Step 4
Complete the declaration by selecting ‘Yes’ from the drop-down. We will reject unsigned
claims.
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77| Declaration
78| By selecting yes above (on the right) you certify that

79 | This work has not been and will not be the subject of any other claim for remuneration under legal aid
50 | Where a previous claim has been made, you have provided the full details of the payment(s) below
81 | Where you've represented more than one defendant in a case, you have only made, and will make,
82 | one claim for all of those defendants together

83 | Where there is a joined indictment you have included all matters that you have dealt with within that
84| indictment in this claim

85 | You have provided all mandatory supporting evidence and accept that failure to provide this will result
86 in the return of your claim

87|  The Legal Aid Agency is entitied to look behind all claims to establish their authenticity and will instigate proceedings on claims found to be
false, inaccurate or misleading.

Fee earners (Please provide details of the fee earners claiming at Grade A or Grade B rates, to include justification for any
91| claim at Grade A rates)
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Step 5
Complete the ‘Fee earners’ information including the full name, initials and grade of fee
earner using the drop-down list.
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Top tip

If you are claiming a grade of fee earner based on previous experience you should
provide supporting information. You should include justification for any claim for use of a
Grade A fee earner. Failure to do so may result in a lower payment.

Step 6
Complete the ‘Relevant supporting information’ box with details of the case and any
relevant supporting information.

Top tip

Include any information that may not be apparent from the case papers and which you
wish us to consider.
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Step 7

If claiming more than the prescribed rate specify the percentage of enhancement. You
should also provide supporting evidence or information. This may be in an accompanying
note for taxation or in the box provided.

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
e the case involved exceptional circumstances or complexity
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Top tip

If you are claiming enhanced rates and do not provide information in support your claim
will be allowed at the prescribed rate only.

Litigator Claim

Enter the details of the work claimed and fee earner using the drop-downs. Provide any
additional clarification of the preparation work in the supporting information box (see step 6
above).
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Enter time in a decimal format, for example: 1 hour 18 minutes = 1.3. Using the wrong
format may result in your claim being underpaid.
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Disbursements

Claim disbursements for travel expenses that attract VAT as part of travel in “Work
claimed”.

You must provide an invoice or receipt for any disbursement in excess of £20 unless it
applies to mileage only.
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Claim travel items not attracting VAT under the disbursements tab.
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Other disbursements

Claim all other disbursements on the disbursements tab. For any items whereby, you have
received an interim payment already, you should choose Yes in column C and enter the
full amount received in column F. Column G should state No (this will happen
automatically). 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.
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Routine correspondence and telephone calls

Enter routine items on the claim details tab. This should include telephone calls made and
received, and emails and letters sent. Routine emails and letters received are not
remunerated separately.

PL2 -POCA Claim Form v.4.2xsx [Read-Only] - Excel Green, Emma (LAR) B

Inset  Pagelayout  Formulas  Data  Review View Q@ Tellmewh

o) X Cut
ER Copy ~

. e

Avial ~12 - ® Wrap Text 8 El > AutoSum ‘%Y p
P N [ Fil - !

- B I U erge & Center .9 50 | Conditional Formates Cell | Insert Delete Format Sort & Find &

Format Painter : Formatting = Table = Styles - Clear~ Fifter - Select -

Clipboard 3 Font Alignment Number Styles Cells Editing -

Paste

H33 e 5 C -

A B < D 3 F [ H | 4B AC AD AE AF AG AH All=
100 * Routine cor ! items cl.

1|

* Enhancement claimed (Please enter the percentage enhancement claimed in the adjacent box and
- provide your justification below. Items on which enhancement is claimed should be marked yes in column H
112 of the Work Claimed tab)

113

114

115
116

17

118
119

120
121

122

123
124

125|

126|
127|

Claim Details | Work Claimed ‘ Disbursements Summary & Totals | 4 >

Please note that the ‘summary of claim’ does not populate until you have entered all of the
claim details.
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Top tip

If your claim summary does not populate correctly check that you have:
- downloaded a fresh form

- entered all the mandatory information (marked *)

- completed the London rates field

- entered an Original Legal Aid order date

- stated whether VAT applies to disbursements

Email your claim to: poca@justice.gov.uk

On receipt, we will allocate your claim a unique reference number. You should quote this
whenever you contact us.

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

If we do not allow your claim in full, we will email a copy of your PL2 with our
determination. Details of the determination will be on the claim details page and/or under
work claimed and disbursements.

H - E xlsx [Read-Only] - Excel Green, Emma (LAA)
File Home  Inset  Pagelayout  Formulas Q nt to do
ABC = b + Show/Hi Protect and Share Workbook (Legac
v < ) - i
3 Show All Commen s 7 Allow Users to Edit Ranges
Spelling Thesaurus ~ Check Smart | Translate  New  Delete Previous Next Protect | Pratect |Share Workbool i
Accessibility  Loakup Commen t -5 Show Ink Sheet Workboak c Track Changes (Legacy
Proofing Accessibility | Insights | Language Commen ts Changes ~
H51 - f ~
A B c o E F G H I K L Ll L o F a Fs T u L W -
. Summary of claim (this will populate automatically once sections marked * are compgleted) Summary of payment
Hoursitems Hoursitems  Rate
o Hoursfitems Claimed  Rate claimed Net jotal — disal a Net total
3 A 48.00 £48.36 £23]1.28 A 4450 350 £4338 | £2,15202
32 Preparation B 0.00 £41.06 2100 Preparation B 0.00 0.00 £41.06 £0.00
3 c 0.00 £27.15 0o ® 0.00 0.00 £27.15 £0.00
3 A 0.00 £33.55 £0p0 A 0.00 0.00 £38.55 £0.00
S A““‘Ei':e at B 0.00 £31.03 oo ‘“’x':"" B 0.00 0.00 £31.03 £0.00
3% c 0.00 £18.71 £0po ® 0.00 0.00 £1871 £0.00
3 A 0.00 £22.58 oo A 0.00 0.00 £22.58 £0.00
3 | Travel & waiting B 0.00 £2258 oo Travel & waiing B 0.00 0.00 £2258 £0.00
38 c 1.00 £11.41 £11)41 c 1.00 0.00 £11.41 £11.41
0 Routine items 0 £31 £opo Routine 0 0.00 £315 £0.00
] A 0.00 £0.00 £0p0 A 0.00 0.00 £0.00 £0.00
[ B 0.00 £0.00 oo E""’"*:"‘ B 0.00 0.00 £0.00 £0.00
(5 c 0.00 £0.00 oo e — ® 0.00 0.00 £0.00 £0.00
[ A 0.00 £0.00 0o Enhancement A 000 0.00 £0.00 £0.00
B | e stcout B 0.00 £0.00 £0po onattendanceat B 0.00 0.00 £0.00 £0.00
[ c 0.00 £0.00 oo court c 0.00 0.00 £0.00 £0.00
[ Litigator profit costs claimed £2,3]269 Litigator profit costs paid
43
o | — 7 liable to VAT £45.00 - = liable to VAT
50 isbursements not liable to VAT £2750.00 Isbursements not liable to VAT
Bl
5 Total net claimed £5,127.69 Total net paid £2,185.93
53 Total for VAT £2,37769 Total for VAT £2,185.93
5 VAT claimed £475.54 VAT paid £437.19
55 Overall total claimed £5,603.23 Overall total paid £2623.12
56 -
Claim Details | Work Claimed Disbursements summary & Totals 4 >

11


mailto:poca@justice.gov.uk

POCA non-fastrak (PL2) claim form guidance

H 9 PL2 -POCA Claim Form v.4.2.xlsx [Read-Only] - Excel Green, Emma (LAA]

File Home  Inset  Pagelayout  Formulas  Data View @ Tell mewhat you want to

Aj: D Eé Q Eé{ D Show/Hide Comment D Protect and Share Workbook (Legacy)
a5

(3 Show All Comments. ER Allow Users to Edit Ranges

Spelling Thesaurus |~ Check  Smart | Translate  Mew  Delete Previous Next ., Protect | Protect  Share Workbook i §
Accessibility Lookup Comment 5 Show Ink Sheet Workbook  (legacy) Track Changes (Legacy)
Proofing Accessibility | Insights | Language Comments Changes -~
Al2 - f A
Ll B = o E F G H I J K LK L} [u} P a R 3 T -
2 | Work claimed _(Please enter the time claimed in decimal hour format rather than HH:MM format) Viork
Pages Time Enhanced  Travel  Disbursement Part = Part  fyme  Grade Enhanced Disbursement
Lic RS Rt read claimed rates Disbursements  detail Topay pay P ooy paid  rates to pay LAA
time grade
3
4 v v v v - | 490 v v E45.00 ~ - v v v £ v v - £22.50 |~
5| 0012018 € | AA Travel at HIP Unknown 1.00 £45.00 100 miles Yes [ £2250
& 0u0E0te A AR Drafting - 5.18 response 800 Yes 00 A
7| owaz0te A AR Consideration - s.16 & 7.00 Yes 700 A
o | ozzzots A AA Consigeration - 5.16 & 7.00 ves T A
9 | 0M22018 A AA Consideration - s.16 & 7.00 Yes 700 A
0| 04022018 A AA Drafting - 5.17 respanse 7.00 Yes 700 A
0| 0s022018 A AA Drafting - 5.17 response 7.00 Yes 700 A
o || os022018 A AA Drafting - 5.17 response 7.00 Partpay 3.5 A 3.50 A =)
1|
4
"
|
|
|
8
20 |
a |
22 |
2 |
2
a5 e
| Claim Details | _Work Claimed | Disbursements | Summary & Totals < y
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POCA non-fastrak (PL2) claim form guidance

Requesting a review

You must request a review within 21 days of determination.

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

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 PL2 form

Use the drop-down list in column ‘V’ to tell us which items you wish us to review and
provide comments in support.

H ©- s PL2 -POCA Claim Form v.4.2xlsx [Read-Only] - Excel Green, Emma (LAA)

File Home  Inset  Pagelayout  Formulas ntto do
ABC = L + ou Comment
v L ] ] -
i (' Show All Commen ts
Spelling Thesaurus Check Smart  Translate New  Delete Previous Next Protect | Pratect  Share Workbool
Accessibility  Lookup Comment 15 Show Ink Sheet Workbook  (Legacy)
Proofing Accessibility | Insights | Language Commen ts ~
vi2 2 fe || Yes &
F G H | 4 K Won o P q A s T u i3 W
2 -the time claimed in decimal hour format rather than HH:MM format) Work paid
Part  Part
Pages Time Enhanced Travel Disbursemen it Time Grade Enhanced Disbursement Redeter Provider Rede
Claim detail Topay pay  pay AA Determination Notes
read claimed rates Disbursements  detail paid  paid  rates to pay mine? Comm
time  grade
3
A - -] 49.0~ - £46.00 [~ ~ - - ~| 45~ - ~ £2260 [~ ~ -
5 at HMP Unknown 1.00 £45.00 100 miles i 1.00 c £22.50
6 6.00 ke 600 A
7 7.00 Yes A
8 7.00 Yes 700 A
9 7.00 Yes T A
n 7.00 Yes T A
n 7.00 Yes T A
Time claimed appears excessive for the
@ 7.00 Partpay 2.5 A 350 A document produced. Ye |-
1
"
[
[
7
[
[
20
2
2
23
28
5 -
Claim Details Work Claimed Disbursements Summary & Totals 4 3

You should provide detailed submissions on each item you wish us to review 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. We will set out the reasons behind any decision by letter or email or if an
additional payment is made via the payment notification.
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POCA non-fastrak (PL2) claim form guidance

Green, Emma (LAA)

Home  Inset  Pagelayout  Formulas  Data

VE| B LORD el W F'

(3 Show All Comments . 3 Allow Users to Edit Ranges

and Share Workbook

Spelling Thesaurus ~ Check Smart | Translate | New  Delete Previous Next g Protect | Protect  Shar
Accessibility  Lookup Comment 5 Show Ink Sheet Workbook Track Char
Proafing Accessibility | Insights | Language Comments Changes -~
ACS v I &
NN o P Q R s T u v W Wy Z L.t B AC L) -
2 Work paid Redetermination
Part  Part 4 Grade Enhanced Disbursement Redeter Provider Redetermination Extra o g |Entance di:::;:e
Topay pay  pay " LAA Determination Notes . paid LAA Redetermination Hotes
P paid  paid  rates 1o pay mine? Comments wertss.  Fates  mentto
time  grade
. pay
4 - - - | 455~ - ~ £22.50 |- ~ ~ - ~ | £0.00 v -
5| ves 100 c £22.50 Mo e ] 1
6| Yes 600 A A
7| Yes 7.00 A Toa 7 =
8| Yes 7.00 A Toa T
3| Ves 7.00 A "oa T
0| Yes 7.00 A oA 7
n Yes 7.00 A "oa T
Partpay 35 A 350 A Time clamed sppears excossive for the es see attacned letter 1w oA
K g ‘document produced.
13 r [
"
B 4 4
B ’ ,
"
18
19 T [
20 4 [
21
ez
2 r [
2
25l e

| Claim Details | _Work Claimed | Disbursements | Summary & Totals < y

PL2 -POCA Claim Form v.4.2xlsx [Read-Only] - Bicel Green, Emma (LAA)
Inset  Pagelayout  Formulas Review  View @ Tell mewhat youwantto do
2 X Cut = = == = 2 AutoSum - A,
- - ==|0 ®- - = €m =
0 5 oy - Calibri 1 A A = ¥ ¢ Wrap Text General = = 4B = e Ead
Paste Sromatpanter B I U He DA === == EMegeBiCenter -~ - % 0 8 Conditional Formatas Cell  Insert Delete Format Cloar~ Sort & Find &
- ormat Painter Formatting~ Tablew Styles~  ~ - - ear Filter - Select ~

Clipboard & Font & Alignment & Number = Styles Cells Editing ~

V20 ¥ b ~
F G L) K L M ~ o F aQ FE T u ¥ W - A z £ AB AC a

El £48.35 £2,32126 A 2450 350 £4838  £2,15202 A 2550 250 £4835  £220038
3 £41.06 £0.00 Preparation 8 0.00 0.00 £41.08 £0.00 Preparation 8 0.00 0.00 £41.06 £0.00
3 £27.15 £0.00 c 0.00 0.00 £27.15 £0.00 c 0.00 000 22715 £0.00
3 £38.55 £0.00 A 0.00 0.00 £38.55 £0.00 A 0.00 000 £3855 £0.00
ES £31.03 £0.00 A“e'l.?;:‘”e a 8 0.00 0.00 £31.03 £0.00 A“’“"ﬁ';t"e o B 0.00 0.00 £31.03 £0.00
38 £18.71 £0.00 c 0.00 0.00 £18.71 £0.00 c 0.00 00 21871 £0.00
3 £22.58 £0.00 A 0.00 0.00 2258 £0.00 A 0.00 000 22258 £0.00
3 £2258 £0.00 Travel & waiting 8 0.00 0.00 £2258 £0.00 Travel & waiting 8 0.00 0.00 2258 £0.00
38 £11.41 £11.41 [ 1.00 0.00 £11.41 £11.41 c 1.00 0.00 L1141 £11.41
0 2315 £0.00 Routine 0 0.00 £3.15 £0.00 Routine 0 000 £2.15 £0.00
] £0.00 £0.00 A 0.00 0.00 £0.00 £0.00 A 0.00 000 £0.00 £0.00
s £0.00 £0.00 f:"’::"egf:: 8 0.00 0.00 £0.00 £0.00 ;:"’::“"::f:: 8 0.00 0.00 £0.00 £0.00
[ £0.00 £0.00 (o= c 0.00 0.00 £0.00 £0.00 Che= @ 0.00 0.00 £0.00 £0.00
" £0.00 £0.00 Enhancement A 0.00 0.00 £0.00 £0.00 Enhancement A 0.00 0.0 £0.00 £0.00
[ £0.00 £0.00 onattendanceat 8 0.00 0.00 £0.00 £0.00 onattendanceat 8 0.00 000 £0.00 £0.00
[ £0.00 £0.00 court = 0.00 0.00 £0.00 £0.00 court c 0.00 0.00 £0.00 £0.00
[ £2,33269 Litigator profit costs paid £2163.43 Litigator profit costs paid 8221179
43
1 £45.00 Disbursements liable to VAT £2250 Disbursements liable to VAT £2250
50 £2750.00 not liable to VAT £0.00 not liable to VAT £0.00
L1l
5 £5,12769 Total net paid £2185.93 Overall net paid £223429
5 £237768 Total for VAT £2182.93 Overall total for VAT £223429
54 £475.54 VAT paid £437.19 VAT paid 244686
o £5,603.23 Overall total paid £25623.12 Overall total paid £2681.15
5
5 £2750.00 Total of interims deducted (gross figure) £0.00 Deduction of previous payments £2623.12
58
5 £2.863.23 Payment due £2623.42 Final payment due £68.03
&0 -

B Claim Details | Work Claimed ‘ Disbursements | summary & Totals 4 »
We aim to deal with requests for review within 20 working days of receipt.

If you remain dissatisfied with the determination you may request formal written reasons
within 21 days of receipt of the notification of the redetermination.

A request for written reasons must be sent via email to poca@justice.gov.uk

Next steps if you remain dissatisfied following a review

If you remain dissatisfied following a review you can request written reasons. You must do
this within 21 days of receipt of the notification of the redetermination.
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POCA non-fastrak (PL2) claim form guidance

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