District of Oregon CJA Tip Sheet
Travel Requests
Attorneys must submit travel requests in eVoucher at least two weeks in advance of the proposed travel.
This is done by creating a Travel document in eVoucher. The attached declaration should detail the
purpose, itinerary, duration, and estimated expenses for the travel. A motion and order are not needed.
All air travel must be pre-authorized by the court, as air travel is paid by the CJA Panel Office.
Call National Travel Service at 1-800-445-0668 to get estimates for airfare and lodging costs. Tell them
this would be paid by U.S. Courts - Oregon CJA Travel account. Do not book the trip until after the court
has approved the request.
Travel by privately owned vehicle or rental car within the district or within 500 miles, and with only one
overnight stay, does not require prior authorization.
CJA reimburses for expenses actually incurred during travel, including meals and lodging, rather than
providing a per diem. All receipts should include line item detail where possible. Alcohol and tips are not
reimbursable.
Time spent making travel arrangements, whether undertaken by an attorney, paralegal, or other staff
member, is not compensable. Time spent preparing a request for travel authorization from the court is
compensable.
Dates of travel are anticipated, but are subject to change due to unforeseen scheduling conflicts. The
standard range for travel to take place is within a two months of the date the court approves the request.
Travel costs are estimated.
CJA reimburses for actual costs incurred instead of per diem. Per diem is used as a guide to what is
reasonable to reimburse. The government rate for lodging can be found here:
https://www.gsa.gov/portal/content/104877
Questions? Contact the CJA Panel Team!
OR_PanelTeam@fd.org
(503) 326-2123, ask for eVoucher help
eVoucher: navigate to Help, eVoucher Documentation
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