

      (Click on the question to obtain the answer.  To return to the top of the page at any time click [Top of Page])

APPLICATION QUESTIONS:

1. I currently have a contract and signed a Memorandum of Agreement with Judicial, do I need to fill out and submit an application with CCPA?
2. I had submitted an application for an increase in my case limits with CCPA, do I need to fill out and submit another application for the 2007-2008 CCPA contract?
3. Do I need to fill out everything on the application? 
4. I have been practicing for many years and cannot recall prior course information or the number of trials required on some questions, how much information do you require?
5. What is the distinction between a “renewal” contract and a “new” contract?
6. Can I pick more than one court?
7. Do I need to submit proof of Professional Liability Insurance before or after I receive a contract?
8. How many cases can I request?
BILLING QUESTIONS:

9. I am an attorney; do I need to fill out the CO-17 form?  
10. What does the electronic signature mean and who can use it?  
11. Do I need specific software for the forms?   

12. Where do I mail my bills? 
13. How fast can I expect to see my payments?  

14. I can’t understand what my check is for?  

15. Will I receive the same information on the direct deposit confirmation as opposed to an actual check?  

16. I have questions on direct deposit? 

17. I have an old panel case, have the rates changed?   

18. I do not have a family contract, although I was appointed on a case, how do I bill?  

19. I was re-appointed to represent a parent on a motion to reinstate guardianship, how do I bill?   

20. How do I bill excess hours for a sibling group?   

21. Do you have interdepartmental mail?  
22. I have a child protection and delinquency case, how do I bill?  
23. How do I bill for subpoenas, additional witnesses, petitions, transcripts, travel etc?  
24. What is the procedure for securing payment for an Expert Witness or Psychological Evaluation on my case? 
25. Which billing requires prior approval?
26. I have changed my address, who do I notify?

APPOINTMENT QUESTIONS:

27. Why have I been scheduled for OTC standby when I did not volunteer?
28. 
Why isn’t CCPA forwarding me a list of all my cases and docket numbers assigned each                 
 month?
29. 

HYPERLINK  \l "TwentyNine"

I was assigned a case but then discovered a conflict of interest, what do I do?
30. 

HYPERLINK  \l "Thirty"

I am closing my practice, what do I do with my cases?





1.
I currently have a contract and signed a Memorandum of Agreement with Judicial, do I need to fill out and submit an application with CCPA?
Yes, you will need to fill out and submit an application to CCPA. The Memorandum of Agreement was with Judicial, the contract for 2007-2008 is with CCPA and is entirely separate. [Top of Page]
2.
I had submitted an application for an increase in my case limits with CCPA, do I need to fill out and submit another application for the 2007-2008.
No, the application you submitted was to CCPA and will be sufficient for the 2007-2008 CCPA contract renewal.  However, you will be required to provide Proof of Professional Liability Insurance for the contract period 2007-2008. [Top of Page]
3.
Do I need to fill out everything on the application?
Yes, everything on the application must be filled out.  If you are unsure of exact dates please provide as much information possible.  There are additional pages provided at the end of the application for this purpose. [Top of Page]
4.
I have been practicing for many years and cannot recall prior course information or the number of trials required on some questions, how much information do your require?
Please provide all the course information from the past year and any pertinent information from past courses that you have on hand or can recall.  You may provide an approximate number of past trials specific information on trials from the past year. There are additional pages provided at the end of the application for this purpose. [Top of Page]
5.
What is the distinction between a “renewal” contract and a “new” contract? 
A “renewal” contract is for those attorneys who currently have or had a contract with the state within the last 5 years providing representation in child protection matters.  A "new" contract is for any attorney who has never had a contract doing child protection work in the State of Connecticut. [Top of Page]
6. 
Can I pick more than one court?
You will be required to choose one court location and the number of cases you would like in that court.  Please choose a second choice and the number of cases in that court in the event the rate increase does not occur.  Consideration for two court locations will be done on an individual basis.  [Top of Page]
7.
Do I need to submit proof of Professional Liability Insurance before or after I receive a contract?
All renewal applicants will be required to submit proof of Professional Liability Insurance along with the application.  However, new applicants may provide proof of Professional Liability Insurance pursuant to approval of your application. [Top of Page]
8.
How many cases can I request?
You may request from 25 to 75 cases. Please indicate first and second choice court locations.  (i.e.1st Danbury ; 2nd Stamford)
You may also indicate the number of additional cases with a short explanation.   [Top of Page]
9.
I am an attorney; do I need to fill out the CO-17 form? 
No, as of July 1, 2006 you are not required to fill out the CO-17 form. [Top of Page]
10.
What does the electronic signature mean and who can use it?  
This allows us to process your bills from an email using some type of symbol (i.e., the capital letters of your name, a PIN code) in the signature block as opposed to printing the bill and signing it.  Once we have your original signature form on file with your signature and intended symbol, we can process your bills through email.  Anyone who bills CCPA on a periodic basis can sign up and use the electronic signature.  For example: State Marshals, Evaluators, etc.  [Top of Page]
11.
Do I need specific software for the forms?  
Yes, as of October 2006 every attorney is required to have Microsoft Excel. [Top of Page]
12.
Where do I mail my bills? 
Please send all bills to: CCPA 330 Main Street, Hartford, CT 06106 or email to: Valerie.m.clark@jud.ct.gov   [Top of Page]
13.
How fast can I expect to see my payments?  
Direct deposit is the fastest way to get your checks – forms included.  The general rule currently is if you haven’t received payment within 3 weeks of submitting your bill to CCPA, please call to get a status.  If the forms are filled out correctly, we anticipate payments will be out within 2 weeks. [Top of Page]
14.
I can’t understand what my check is for?  
We are in the process of putting as much information as possible on the checks, although we are limited to space.  For example, you may see JUV 5,6/06 CON which would be May and June 2006, Juvenile contract payments. [Top of Page]
15.
Will I receive the same information on the direct deposit confirmation as opposed to an actual check? 
The same information will be on the receipt form as the check stub, there just won’t be a check attached. [Top of Page]
16.
I have questions on direct deposit?  
Please direct all direct deposit questions to:  (860) 702-3411, Comptroller’s, Accounts Payable Office http://www.osc.state.ct.us/apd/eftprogram/ACHFORWEB2i.doc      [Top of Page]
17.
I have an old panel case, have the rates changed?  
Yes, the rates for all panel cases in court and out of court expenses are $40.00 an hour. [Top of Page]
18.
I do not have a family contract, although I was appointed on a case, how do I bill?  
You will receive the State rates which are $25.00 an hour for out of court expenses and the breakdown for in court is as follows: $55.00/first hour, $39.00/second hour, and $22.00/hours thereafter to a maximum of $182.00 a day.  Please remember to use 1/10 increments.  Our systems can not tract 1/6 increments.  [Top of Page]
19.
I was re-appointed to represent a parent on a motion to reinstate guardianship, how do I bill?  
This should be treated as a continuation of the original appointment on the underlying neglect and bill as an excess hours
 case at $40.00/hour. [Top of Page]
20.  
How do I bill excess hours for a sibling group?  
Excess billing will continue to be based upon 30 hours per child.  You must keep track of your initial 30 hours on the
initial 30 hours form.  [Top of Page]
21.  
Do you have interdepartmental mail?  
Yes, currently we are set up to receive interdepartmental mail at 330 Main Street. Hartford, CT 06106.    [Top of Page]
22.  
I have a child protection and delinquency case, how do I bill?  
Theses are considered 2 separate cases and can be billed separately.  [Top of Page]
23.  How do I bill for subpoenas, additional witnesses, petitions, transcripts, travel etc?  

       All these billing request forms can be found on our website under forms. The following conditions apply to specific requests:

Travel:  If your travel is for 1 day, you do not need prior approval. Fill out travel form and send to Valerie Clark.   If your travel requires a flight or an overnight stay, prior approval is required – Complete form and mail to Carolyn Signorelli, CCPA for review.

Transcript: Contract attorneys are entitled to have CCPA pay for transcripts approved by the court:

Transcript costs below 100.00 do not need prior approval.  Transcript cost over $100.00 require prior approval from CCPA.  Please forward a copy of the court reporters transcript request and bill to Susan Forbes. 
Subpoenas/Petitions: Contract attorneys are entitled to serve without pre-approval from CCPA: 
    (5) Maximum subpoenas for OTC and Neglect Trials*  
    
(10) Maximum subpoenas for TPR Trials* 

*Any Attorney who intends to call additional witnesses, please fill out the Expert Witness/Psychological Form.


Contract Attorneys should instruct Marshals serving subpoenas or petitions on their behalf to submit CO-17’s directly to the CCPA via regular mail.  Marshal’s should also be instructed to include all information regarding 1) the name of the attorney requesting the service; 2) case name and; 3) docket number(s) on the CO-17. [Top of Page]
24.
What is the procedure for securing payment for an Expert Witness or Psychological Evaluation on my case? 
Expert Witness or Pscychological Evaluations require prior approval. – Any Attorney who anticipates needing a psychological evaluation or an expert for consultation, record review, mediation or an upcoming trial must complete the Expert Witness/Pscychological Evaluation Form and send via e-mail, US mail, or fax to 203-596-4147 Attn: Carolyn Signorelli, CCPA for review.   This form can be found in the FORMS section on our website.   If you plan on releasing confidential records, information or having other parties examined by your expert, you must also obtain court approval of the evaluation. Contract Attorneys should instruct any pre-approved expert witnesses to submit their bills directly to the CCPA via regular mail to Valerie Clark.  [Top of Page]
25.
Which billing requires prior approval?
· Expert Witness or Psychological Evaluations
· Any Travel that requires a flight or an overnight stay

 - Transcripts over $100.00
Any billing issues not mentioned please contact CCPA for clarification.   [Top of Page]
26. 
My address changed who do I notify?


Send your new address information to Susan Forbes via Email Susan.Forbes@jud.ct.gov or by U.S. mail to CCPA, 
330 Main Street Hartford, CT 06106.  Additionally, you will also need to inform the Statewide Grievance Committee of your new address.  Your CCPA billing address information is directly tied to the SGC database.   Only when the SGC changes your address in their system will it change in ours. To obtain the necessary Change of Address Forms from the SGC you can call them at 860-568-5157 and email them Atty.registration@jud.ct.us   [Top of Page]
27.  
Why have I been scheduled for OTC standby when I did not volunteer?
Although every effort will be made to schedule volunteers first, the Memorandum of Agreement (pg 2, #11) states “Attorneys will be required to serve as an OTC standby Attorney for at least one OTC docket per month at a rate of $150.00.” 
[Top of Page]
28.
Why isn’t CCPA forwarding me a list of all my cases and docket numbers assigned each month?

        CCPA is not sufficiently staffed to generate specific reports for each contract attorney statewide.  Additionally, it is the   

        responsibility of each attorney to accurately maintain their monthly records regarding case assignments.  [Top of Page]
29.
I was assigned a case but then discovered a conflict of interest, what do I do?
Email Jaime Delarosa as soon as possible at Jaime.delarosa@jud.ct.gov with the name of the case and who you were assigned to represent.  [Top of Page]
30.
I am closing my practice, what do I do with my cases?
Please notify CCPA as soon as possible via email to Susan.forbes@jud.ct.gov  Additionally you will need to mail an original resignation letter to CCPA. You will also need to file Motions to Withdraw with the court on all your cases and include CCPA on your Certification.  [Top of Page]
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