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E F F E C T I V E LY  
U S I N G  C J A  
PA R A L E G A L S
J E N  N A E G E L E
N I N T H  C I R C U I T  C J A  C A S E  M A N A G I N G  AT T O R N E Y

CURRENT LANDSCAPE OF FEDERAL 
PROSECUTIONS

• Increasingly complex.

• Voluminous discovery, especially in fraud/white collar cases.

• Massive electronic data on multiple devices, much immaterial.

• Multiple file formats.

• Computer programs that make key word searches easy.

• Cell phone and online data (e.g., Facebook profiles).

• Wiretaps.



8/29/2019

2

DON’T GO IT ALONE

• AUSAs and Federal Defenders routinely use paralegals.

• Expectation for CJA lawyers is not to do everything themselves.

• Take advantage of CJA policies supporting retention of paralegals 
and other litigation support services.

• If discovery is voluminous (multiple GB/TB, file formats), counsel 
needs help to provide effective representation.

• Hourly rate for paralegals is lower, which conserves resources.

A SKILLED PARALEGAL IS CRITICAL

• A skilled, experienced paralegal is an integral part of a well-
functioning defense team.

• Knowing how to effectively utilize paralegal services can greatly 
enhance the quality of your representation.

• Any attorney that’s had the opportunity to work with a skilled 
paralegal will tell you, there’s no turning back.
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BENEFITS OF 
USING 

PARALEGALS

PARALEGALS CAN HELP YOU:

• Utilize software (dtSearch, Adobe Acrobat) to search thousands of 
pages in seconds using key words.

• Create a timeline.

• Index discovery in one master database or spreadsheet.

• Locate and organize discovery for experts.

• Identify and summarize relevant discovery for counsel’s review.

• Create electronic files or binders for specific witnesses, hearings, 
motions, trial.

• Display exhibits at trial using Trial Director software.
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PARALEGALS SAVE VALUABLE TIME

Discovery organization 
is the foundation of 
compiling a strategic 

defense

Discovery management 
is CRITICAL

Discovery management 
also takes TIME

BENEFITS OF USING PARALEGALS

TIME

• Counsel can access relevant materials quickly and not waste 
time searching or getting mired down in tedious case 
organization.

• Frees up counsel’s time to work on substantive legal issues.

MONEY

• CJA policies favor utilizing paralegals for non-attorney work.
• Paralegals can perform these tasks more efficiently and at lower 

hourly rate.
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BENEFITS OF USING PARALEGALS
Materials obtained

discovery produced by 
government

defense materials obtained by 
counsel or investigator

Paralegal

checks integrity of files, works 
with government to fix bugs

organizes into electronic folders

creates descriptive index with 
Bates pages

uploads into online database or 
loads onto hard drive

summarizes into spreadsheet, 
chronology, Casemap, Casepoint

Organized materials 
now available for 

counsel

investigator

experts

FINDING A GOOD 
PARALEGAL
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FINDING A GOOD PARALEGAL

• If qualified to do work required for your case, 
can be compensated at CJA hourly rate (firm’s 
hourly cost of salary + benefits up to $55/hour).

In-house 
paralegal

• Ask around – referrals are best.
• Email federal or state defender listserv.
• Call Circuit Case Managing Attorney Jen Naegele.
• Call Federal Defender’s office.

Contract 
paralegal

FINDING A GOOD PARALEGAL

Experience with 

Complex cases

IT (multiple file 
formats, web-hosted 

platforms)

Software (Casemap, 
Casepoint, dtSearch, 
Acrobat Pro, WebEx)

ASK THE RIGHT QUESTIONS FROM THE START
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FINDING A GOOD PARALEGAL

Different skillsets

• Administrative skillset, e.g., preparing documents for filing, organizing 
electronic folders, making witness binders. 

• High-tech IT skillset, e.g., running searches in Casepoint, managing online 
database, asking right questions of AUSA and government paralegal to get 
what you need from technical perspective. 

• Heavily depends on particular needs of your case: if voluminous discovery 
and web-hosted platform, important to find paralegal with IT skills. 

FINDING A GOOD PARALEGAL

PRO TIPS 

Paralegal certificate/legal background not required.
- Lawyers entering field (e.g., recent graduates, transfers from other specialties)
- Serial organizer with no law background
- Requisite skillset more important than certificates or degrees

Paralegal certificate alone doesn’t mean person is
qualified for your specific needs.
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CJA FUNDING

CJA FUNDING FOR PARALEGALS

Request funding in eVoucher:
(1) AUTH + supp AUTH-AZ form,  or

(2) Budget form 

Standard Rate = $55/hour 
(sophisticated IT litigation support 

can be higher)

If concerned Court will deny 
funding request, reach out to CMA 

to discuss.
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CJA FUNDING FOR PARALEGALS

FIND 
OUT:

Hours per 
week paralegal 
can dedicate to 
case/project?

Estimated hours 
to complete 
task/project?

Current CV to 
attach in 
eVoucher.

**Make sure to monitor funds used and remaining in eVoucher!**

EFFECTIVELY 
UTILIZING 

PARALEGALS
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EFFECTIVELY UTILIZING PARALEGALS

• What discovery has been produced? 
• Do you have a government index?
• What don’t you have?
• What type of files (audio, video, PDFs, 

TIFFs)?
• Is this a case eligible for support from NLST 

(National Litigation Support Team)?
• Will you need an online database?

EVALUATE

EFFECTIVELY UTILIZING PARALEGALS

• Create index.
• Verify files open properly.
• Convert files to searchable format (“OCR”).
• Consult government paralegal to fill in holes.
• Consult NLST re online database.

ORGANIZE
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EFFECTIVELY UTILIZING PARALEGALS

• Identify substantive, case-specific tasks.
• Meet with client to review indictment and ask 

client to identify exculpatory materials.
• Search for relevant materials (“hot docs”).
• Create timeline / chronology.
• Review ROIs and insert into database tagging 

dates, people, places, phone numbers.
• Summarize specific materials.
• Display exhibits in court at hearings or trial.

IDENTIFY

EFFECTIVELY UTILIZING PARALEGALS

• Check in often, every week or two.
• Ask for work product in stages.
• Set deadlines.
• Review work regularly to make sure 

fitting counsel’s needs.
• Update paralegal if needs change.

MONITOR
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EFFECTIVELY UTILIZING PARALEGALS

Gone are the days of sitting down to review 
discovery page-by-page.

In cases with voluminous discovery, counsel should 
always use a paralegal to pare down the relevant 

documents that counsel needs to review.

Your paralegal’s work product will be a reflection 
of the direction you provide. 

EFFECTIVELY UTILIZING PARALEGALS

Call me.  We can consult 
with NLST, or I can connect 
you to colleagues that have 

had similar cases.

Jen Naegele 

Ninth Circuit CJA Case Managing Attorney (CMA) 

(415) 355-8986 
jnaegele@ce9.uscourts.gov 

Don’t know 
what you 
need…?


