[Expert Retention Letter]

[Use this form letter when retaining an expert. Delete all text in red.]

[Sender’s address or letterhead]
[Date]
[Recipient’s address]

RE: Approval of Expert Costs [Need case style here also.]

The purpose of this letter is to confirm your retention as an expert in the above case. Pursuant to our office policy, I am required to provide you with the following information concerning your work on this case. 

The Office of the State Public Defender has allocated a maximum of $_______ for your services. We cannot exceed payment of this amount without express prior approval. Therefore, please keep continual track of the time you work on this case so that the allocated amount will not be exceeded. If it appears that additional work/hours will be necessary, you must contact me as soon as this becomes apparent to you and discuss this matter before such work is undertaken. No additional expenses may be incurred without express prior approval. Without prior approval from the Office of State Public Defender and subsequent notification of this approval before additional work is undertaken, you will not be reimbursed for any fees, expenses or other expenditures in excess of the maximum allocated amount of $_______. [Fill in same amount as in previous blank.]
For accounting purposes, our office has assigned to you Encumbrance Number _________. Please include this number on all invoices you send to me. Also be aware that we require itemized invoices detailing the services you provide. If you are engaged in several activities on a given day, each item should be set out specifically with the amount of time involved. 

I understand fees for your services will be billed at the rate of $_______ per hour, plus expenses. [NOTE: Customize fees if expert has different rates for different services, or if there is a flat fee.] If this amount is not correct, please contact me within 15 days in writing. If I am not contacted within 15 days in writing, the Office of State Public Defender will pay the indicated amount for the services provided. [Modify the 15 days to make it shorter, if the situation requires it, such as if the expert is retained on short notice. Do not lengthen the time too much, because then the expert may provide services before a fee agreement is in place. Be sure an agreement is in place before the expert provides services.]
With regard to travel expenses, you will be reimbursed at the State of Missouri rates. Currently the mileage reimbursement rate if you drive your own car in order to conduct the work on this case is $.37 per mile. If advance approval is given, rental cars, gas for rental cars, airline tickets and hotel accommodations will be reimbursed at their actual costs—provided receipts are submitted. Incidentals such as laundry, movies or telephone calls are not reimbursable. Meals will only be reimbursed when you are in a documented 12-hour travel status. Meals will be reimbursed at the actual value up to the following maximums: breakfast, $5.75; lunch, $8.00; and dinner, $14.00. Other travel expenses besides those listed in this letter will not be reimbursed.

The Office of the State Public Defender requires that you submit periodic invoices to keep your bills current, rather than submit a single bill at the end of a case. Missouri Statutes requires prompt submission of invoices. If you fail to comply with this requirement, the Office of the State Public Defender will be unable to compensate you. Invoices are generally paid within 30 days of receiving an itemized invoice.

All of your work on this case is confidential. You must not disclose any information about this case to anyone without express prior approval. If anyone should contact you requesting information about this case, do not release such information without contacting me and seeking my express prior approval. By accepting this case, you agree to become bound by this confidentiality agreement. 

[Customize letter here to add any additional information you want to convey to expert about the case.]
Sincerely,

