	MULTIPLE DEFENDANT REQUEST FOR PAYMENT OF INTERPRETER SERVICES IN INDIGENT MATTER


Remit To:  Administrative Office of the Courts, Fiscal Division, Nashville City Center, Suite 600, 511 Union Street, Nashville, TN  37219    Phone (615) 741-2687   

	INTERPRETER TAXPAYER ID (OR SS#):   874-39-5789
	LANGUAGE:        Korean


	INTERPRETER NAME / ADDRESS / CITY / STATE / ZIP CODE / TELEPHONE NUMBER/ E-MAIL ADDRESS (PLEASE PRINT)

Mary Jones, 342 Smith Street, Springfield, TN  37907, (555) 555-5555, Mary.Jones@hotmail.com                                          


	CREDENTIALS:  

CHECK ONE             _____ CERTIFIED        

                                    _____ REGISTERED
                                    __X _ NON-CREDENTIALED


	SAMPLE INVOICE


	COURT
	COUNTY

	 Criminal Court Div. I
	Davidson


	FOR OFFICE USE ONLY
	SERVICE DATE
	DEFENDANT NAME
	CASE NO(s).
	CHARGE(S)
	ACTIVITY
	HOURS (IN TENTHS) OR WORDS
	EXPENSES
	TOTAL PER DEFENDANT

	
	1/03/06
	Jim Jacobs
	CV-2345
	Assault
	Interpreted for defendant during guilty plea hearing
	.30 + .10 (travel)
	
	$10.00

	
	
	Mary Smith
	CV-9879
	Robbery, Burg
	Interpreted for defendant during arraignment
	.10 + .10 (travel)
	
	$5.00

	
	
	Bob Myers
	CV-7482
	DUI
	Interpreted for defendant during indigency determination
	.10 + .10 (travel) 
	
	$5.00

	
	
	Jean Hanks
	CV-5329
	Agg Assault
	Waited in court for proceedings to begin and for victim to testify (.80) and interpreted for victim, who testified during sentencing hearing (.20)
	.80 + .20 + 

.10 (travel)
	
	 $27.50

	
	
	Rob Jones
	CV-4734
	Burglary
	Interpreted for defendant during bond hearing
	 .40 + .10 ( travel)
	
	$12.50

	
	
	Brenda Phillips
	CV-4847
	Theft
	Interpreted for witness during sentencing hearing and parking fees
	.60 + .10 (travel)
	$3.00 (parking) +$25.20 (mileage)
	$45.70

	
	
	
	
	
	 Drove from office in Robertson Cty to court in Davidson Cty and returned (30 mi. ea. way)
	
	
	

	COLUMN TOTALS
	
	
	
	
	
	3.1 hours
	$28.20
	$105.70


	I certify that the foregoing represents an accurate, complete statement of time and expenses in connection with the above action or proceedings.
___________________________________________

Signature of Interpreter – DATE

___________________________________________

Printed Name of Judge

___________________________________________

Signature of Judge – DATE


SAMPLE INVOICE EXPLANATION (MULTIPLE DEFENDANTS ON SINGLE DATE OF SERVICE)

PLEASE NOTE:
You must be VERY specific when you are describing your activities.

DISCLAIMER:
The travel times, parking fees, and mileage listed in this sample were used to demonstrate the application of the relevant compensation requirements, and do not necessarily reflect actual driving times, distances, or parking fees. 
THE “MULTIPLE DEFENDANT” INVOICE IS TO BE USED ONLY WHEN AN INTERPRETER INTERPRETS FOR MULTIPLE DEFENDANTS IN A SINGLE COURT ON THE SAME DATE.  In all other circumstances, the interpreter must use the invoice entitled “Request for Payment of Interpreter Services in Indigent Matter,” which can be found on the interpreter page of the Administrative Office of the Courts’ (AOC) website.  You can find that page by going to www.tncourts.gov, selecting “programs,” and then selecting “court interpreters.”
ACTIVITY TABLE INSTRUCTIONS
“FOR OFFICE USE ONLY” COLUMN

DO NOT WRITE IN THIS COLUMN.

SERVICE DATE COLUMN

Because this invoice can only be used when the interpreter interpreters in multiple cases on a single date, the service dates should all be identical. Therefore, the date of service should only be listed on the first line of the table.

DEFENDANT NAME, CASE NUMBER(S), AND CHARGE(S) COLUMNS
The interpreter must list each defendant, his/her case number or numbers, and his/her charges on a separate line with the applicable service fees and/or expenses.

TRAVEL TIME, PARKING FEES, MILEAGE, AND OTHER MISCELLANEOUS EXPENSES 

Typically, an interpreter would complete a separate invoice for each defendant and the invoice would list each travel expense, parking fee, etc., on a separate line.  When the interpreter uses the multiple defendant form, the interpreter must list the places traveled to and from (as well as the distance) on one line and then must prorate the travel time among all defendants.  In this case, the interpreter traveled a total of .60 hours (33–38 minutes).  There are six defendants, so the interpreter would list .10 hours (up to 8 minutes) of travel time for each defendant (.60/6 = .10).  With regard to other expenses such as parking and mileage, it is not necessary for the interpreter to prorate.  Instead, the interpreter should associate those expenses with one of the multiple defendants.  Neither the travel time nor the expenses may be calculated on a separate line.  Everything must be associated with a defendant.  In this case, the hours in court and hours traveling are included in each defendant’s row.  The interpreter then listed the parking fees and mileage on Brenda Phillips’ line and appropriately listed those fees in the expense column.  On the last line of the table, the interpreter appropriately stated the places driven to and from as well as the distance traveled. 

JIM JACOBS

The first line of the table reflects that the interpreter interpreted for Jim Jacobs during a guilty plea hearing.  As noted above, interpreters must be very specific when recording the type of service performed.  This service took .30 hours (15-20 minutes).  The prorated travel time for this defendant was .10 hours.  Because the interpreter is non-credentialed, the maximum allowable hourly rate is $25.00.  Assuming the court’s order provides for the maximum $25.00 hourly rate, this service would be compensated as follows:  .40 hours (.30 for service + .10 for travel) x $25.00/hour = $10.00.   

MARY SMITH

The second line of the table reflects that the interpreter interpreted for Mary Smith during an arraignment which took .10 hours (up to 8 minutes).  Compensation would be as follows:  .20 hours (.10 travel + .10 for service) x $25.00/hour = $5.00.

BOB MYERS

The third line of the table reflects that the interpreter interpreted for Bob Myers when the court was attempting to determine if Mr. Myers was indigent.   Although the AOC does not routinely compensate an interpreter or any other service provider (attorney, expert witness, investigator, etc.) when a defendant is not indigent, there is an exception to this rule under the current version of Rule 13 of the Tennessee Supreme Court Rules, which became effective on July 1, 2004.  Pursuant to Rule 13, the AOC will compensate an interpreter for assisting a court in determining whether a defendant is indigent.  The AOC will do so even if the court ultimately determines that the defendant is not indigent.  HOWEVER, IF A COURT DETERMINES THAT A DEFENDANT IS NOT INDIGENT, THE AOC WILL NOT PAY FOR ANY ADDITIONAL INTERPRETER SERVICES REQUIRED IN THE DEFENDANT’S CASE.  In this case, it took .10 hours (up to 8 minutes) for the court to make the indigency determination.  Therefore, the interpreter would be compensated as follows:  .20 hours (.10 for travel + .10 for service) x $25.00/hr. = $5.00.

JEAN HANKS 

1. PLEASE NOTE that the interpreter is charging for two services associated with Jean Hanks’ case.  Interpreters MUST list each activity separately on the invoice and specify how much time was spent on each activity.  If possible, these services should be noted on the same line, as illustrated in this example.  If that is not possible, the interpreter may use more than one line but must list the total for that defendant only ONE TIME in the “TOTAL PER DEFENDANT” column.  

2. The first item listed in Ms. Hanks’ case reflects that the interpreter waited .80 hours (45-50 minutes) for the proceedings to begin.  PLEASE NOTE THAT YOU WILL NOT BE COMPENSATED FOR WAITING TIME IF Y0U SIT IN A COURTROOM WAITING FOR A COURT TO APPOINT YOU TO A CASE.  LIKEWISE, IF THE CASE TO WHICH THE COURT HAS APPOINTED YOU IS SCHEDULED FOR 11:00 A.M., YOU MAY NOT ARRIVE AT 9:00 A.M. AND REQUEST COMPENSATION FOR YOUR WAITING TIME.  YOU WILL ONLY BE COMPENSATED FOR WAITING TIME IF THE COURT ORDERS YOU TO BE IN COURT AT A PARTICULAR TIME AND THE CASE TO WHICH YOU HAVE BEEN APPOINTED IS NOT IMMEDIATELY TAKEN UP BY THE COURT.  Assuming the .80 hour wait was caused by the court and not the interpreter, the interpreter would be compensated as follows:  .80 hours x $25.00/hr. = $20.00.

3. On that same line, the interpreter indicated that she interpreted for a victim who testified as a witness during a sentencing hearing.  PLEASE NOTE THAT THE INTERPRETER INTERPRETED FOR THE VICTIM.  IF AN INTERPRETER INTERPRETS FOR ANY PROSECUTION WITNESS, INCLUDING A VICTIM, WHO TESTIFIES DURING A COURT PROCEEDING, THE INTERPRETER MUST PUT THE DEFENDANT’S NAME, CASE NUMBER, ETC. ON THE INVOICE FOR AUDITING PURPOSES.  THIS IS TRUE EVEN IF THE DEFENDANT SPEAKS ENGLISH AND DOES NOT REQUIRE THE SERVICES OF AN INTERPRETER.  THE INTERPRETER SHOULD NOTE THAT THE SERVICES WERE PERFORMED FOR THE VICTIM (OR OTHER WITNESS) IN THE ACTIVITY SECTION, BUT THE DEFENDANT’S NAME AND CASE INFORMATION SHOULD ALWAYS BE ON THE INVOICE.  THE AOC WILL ONLY COMPENSATE THE INTERPRETER FOR INTERPRETING FOR A PROSECUTION WITNESS WHILE THAT WITNESS IS ACTUALLY TESTIFYING AS OPPOSED TO WHEN THE WITNESS IS OBSERVING THE PROCEEDINGS, COMMUNICATING WITH A PROSECUTOR, ETC.  The interpreter interpreted for the victim for .20 hours (9-14 minutes) and would be compensated as follows:  .20 hours x $25.00/hour = $5.00.

4. Finally, the interpreter listed .10 hours (up to 8 minutes) of travel time on this line.  At $25.00 per hour, the interpreter would be compensated $2.50 for travel time.  Therefore, the total fee for the services associated with Ms. Hanks’ case is $27.50 (.80 hours (wait time) + .20 hours (interpreting) + .10 hours (travel)) x $25.00/hr = $27.50). 

ROB JONES

The fifth line of the table reflects that the interpreter spent .40 hours (21-26 minutes) interpreting for Rob Jones during a bond hearing.  The interpreter will be compensated as follows:  (.40 hours (interpreting) + .10 hours (travel time)) x $25.00/hr. = $12.50.

BRENDA PHILLIPS

The sixth line of the table reflects that the interpreter spent .60 hours (33-38 minutes) interpreting for a witness during an in-court proceeding.  IF A DEFENDANT IS INDIGENT AND IS INVOLVED IN A PROCEEDING IN WHICH HE IS ENTITLED TO COUNSEL, THE AOC WILL COMPENSATE AN INTERPRETER FOR INTERPRETING IN COURT FOR A NON-ENGLISH SPEAKING WITNESS WHO TESTIFIES DURING A COURT PROCEEDING.  Although the parking and mileage fees technically apply to all defendants, the interpreter properly associated the $3.00 parking fee and $25.20 mileage fee (60 miles round trip at $0.42 per mile) with only one defendant for billing purposes.  The interpreter will be compensated as follows:  (.60 hours (interpreting) + .10 hour (travel time)) x $25.00/hour = $17.50 + $3.00 (parking) + $25.20 (mileage) = $45.70.  

PLACES DRIVEN - The seventh line of the table reflects where the interpreter drove and the distance traveled.
ROW AND COLUMN TOTALS
In the last row of the table, the interpreter has calculated and recorded the total hours of service, the total expenses, and the total fees.  In the last column of the table, the interpreter has properly recorded the total expenses associated with each defendant.     

TOTAL FEE

In the bottom right hand corner of the activity table, the interpreter recorded the total fee for services and expenses.  In this example, the total fee for January 3, 2006, was $105.70 ($10.00 for Defendant Jacobs, $5.00 for Defendant Smith, $5.00 for Defendant Myers, $27.50 for Defendant Hanks, $12.50 for Defendant Jones, and $45.70 for Defendant Phillips).  

TWO-HOUR MINIMUM FEE

Effective July 1, 2004, interpreters are compensated for a minimum of two hours per day when providing IN-COURT interpretation.  Therefore, if the interpreter in this example had only performed 1.5 hours of in-court services, the AOC would have paid her for two hours of service.  HOWEVER, INTERPRETERS’ INVOICES MUST STILL REFLECT THE SERVICE PERFORMED, THE TIME IT TOOK TO PERFORM EACH SERVICE, THE TOTAL TIME FOR ALL SERVICES, AND THE TOTAL FEE, ALL OF  WHICH MUST ACCURATELY REFLECT THE ACTUAL WORK PERFORMED.  IF AN INTERPRETER IS ENTITLED TO A TWO-HOUR MINIMUM FEE, THE AOC WILL CALCULATE THE FEE AFTER RECEIVING THE INVOICE.   IN THAT CIRCUMSTANCE, THE ACTUAL PAYMENT WILL BE HIGHER THAN THE TOTAL FEE REFLECTED ON THE INVOICE.  FOR AUDITING PURPOSES, THIS PROCEDURE MUST BE FOLLOWED OR THE AOC WILL RETURN THE INVOICE TO THE INTERPRETER FOR CORRECTION.

MISCELLANEOUS INSTRUCTIONS
INFORMATION BOXES

Above the activity table there are six boxes requesting information about the interpreter, the court, and the county in which the court is located.  The interpreter must provide all of the requested information.  If the interpreter has questions about these boxes, she should contact the billing department at the Administrative Office of the Courts. 
SIGNATURE BOX
The signature of the interpreter as well as THE JUDGE must appear on the invoice, and the signature lines must be dated.  
SUPPORTING DOCUMENTATION
In addition to submitting the invoice, the interpreter must submit all applicable expense receipts as well as a copy of the court’s order appointing the interpreter to the defendants’ cases (you can find a sample order on the interpreter page of the AOC’s website).  IF THE INVOICE IS NOT COMPLETED PROPERLY OR IF YOU DO NOT SUBMIT ADEQUATE SUPPORTING DOCUMENTATION, THE AOC WILL RETURN YOUR INVOICE TO YOU AND REQUEST ADDITIONAL INFORMATION.  PLEASE CALL THE BILLING DEPARTMENT AT (615) 741-2687 IF YOU HAVE ANY BILLING QUESTIONS.  YOU ARE NOT REQUIRED TO TYPE YOUR INVOICES, BUT PLEASE PRINT CLEARLY.  FOR FURTHER GUIDANCE, PLEASE SEE THE INTERPRETER PAGE OF THE AOC’S WEBSITE.  YOU CAN FIND DETAILED BILLING INSTRUCTIONS IN THE DOCUMENT ENTITLED “INTERPRETER BILLING INSTRUCTIONS.”
In accordance with Tennessee Supreme Court Rule 13, Section 4, the court order approving the services must be attached.  The interpreter must also attach any necessary receipts pursuant to Tennessee Supreme Court Rule 13.
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