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MEMORANDUM

To: All Third Department Panel Members
From: Betsy R. Ruslander
Re: Office of Attorneys for Children Revised Administrative Handbook and

Compensation and Reimbursement Policies and Procedures
Date: October 30, 2020

Thank you for your continued service as an Attorney for the Child.  Attached is a link to the
most recently updated edition of the Office of Attorneys for Children, Administrative Handbook,
containing important information about our agency's operations.  Click here to access the
Administrative Handbook.  

Since the last version of the Administrative Handbook in August, there have been significant
changes regarding the submission of vouchers, outlined below.  This is a good opportunity to
fully review the Compensation and Reimbursement Policies and Procedures, pp. 24-35, which
are highlighted below and refer to the corresponding pages and sections of the Handbook:

1.  STRICT ENFORCEMENT OF THE ANNUAL INTERIM BILLING RULE
REQUIRED BY COURT RULE [pp. 15, 28, 30]
It is critically important that panel members take note of Court Rule 835.5 and the

manner in which it operates.  Pursuant to this Rule (see p. 15), a voucher for services to a
client(s) in a case, including all proceedings pending as to the client(s) [except appeals, as set
forth below], must be submitted every 12-14 months from the date of the first activity and every
12-14 months thereafter, through the final activity in the case.  PLEASE NOTE THAT THIS
RULE IS STRICTLY ENFORCED.  The Appellate Division will exercise its right to deny a
voucher submitted outside this time frame; and any late voucher will be denied, in full.  
 

Appellate vouchers may only be submitted once, following the decision, but in no event
later than 12 months from the date of the decision.  

PLEASE ALSO NOTE:  Attorneys are urged, in the strongest possible terms, to please
take steps to institute a billing management system and to adopt some method of or procedure for
calendaring your billing, to ensure full payment for vouchers submitted.  It is suggested that you
diary the file to be billed 12 months from the date of first activity, and every 12 months thereafter. 

http://www.nycourts.gov/ad3/OAC/Forms/Admin_HB.pdf


While the rule allows a grace period of 2 months, panel members are strongly encouraged to
submit a voucher every 12 months, to avoid any possibility of lateness.  This rule was adopted to
facilitate prompt payment for AFC services, but failure to submit timely vouchers has very
regretfully resulted in denial of payment, which is our every hope to avoid.  This means that if a
voucher is submitted more than 14 months from the first activity, that voucher is outside the time
frame prescribed by the rule, and it WILL BE DENIED. 

The statewide fiscal crisis caused by the global pandemic does not afford the Appellate
Division discretion in allowing for the payment of late vouchers, as it may have in the past.  

Please contact ad3-oac-vouchers@nycourts.gov to release an interim voucher for
submission.  When you attempt to submit a voucher for a case that is not yet disposed of, a
warning will appear directing you to do so.  You only need to request release of a voucher for an
interim bill.  If the matter is concluded, you simply click "submit", no warning will appear, and
you do not need to request permission to submit a voucher; but, if the system is not recognizing
the dispostion, please email our office at ad3-oac-vouchers@nycourts.gov for assistance. 

2.  Advisory Committee - p. 17
There is an updated list of the most recent roster of the Advisory Committee members.

3.  Liaison Committees - pp. 18-22
There is an updated list of the most recent contact information for each county liaison 

representative.

4.  Children’s Law Offices - p. 23
There is an updated list of the most recent contact information for the Children's Law 

Offices.

5.  New Fig. 7 - Certification of CLE
Due to our new webinar format for most CLE programs, the verification form has been 

updated.  

If you have questions about any provisions of the Administrative Handbook, billing, CLE, or
other aspects of the Office of Attorneys for Children, please do not hesitate to contact me or
Deputy Director, John Kraigenow.  Thank you very much.
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