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Investigator/Paralegal/Legal Assistant Work for SPD Private Attorneys

Instructions

Assignment of Work

When an attorney identifies a person to provide legal assistance, the attorney will discuss the type and 
scope of work that is needed, how long the work should take, the timeline of the case, the pay rate (see 
Rate Chart of the Assigned Counsel Division (ACD) Manual on the SPD website at www.wispd.gov), and 
any other necessary details.  Once there is agreement on the terms of the work, the attorney will 
submit a request to the SPD for approval of the expense.  The attorney will inform you if the request has 
been approved and if your work can begin.

If at any point you would no longer like to be contacted for work, please contact ACD via email at 
acd@opd.wi.gov.

Reporting Work

All legal work must be documented on a time slip that itemizes each task by date, length of time to 
complete the task and a brief description of the work performed.  An example of an acceptable timeslip 
is included on the next page.

All case expense policies that apply to attorneys also apply to other service providers.   Section VI of the 
ACD manual is dedicated to reimbursable and non-reimbursable case expenses.  Here is a link to the 
ACD home page, where you can find the ACD manual.

Payment for Work

Once you and the attorney agree that your work is complete, send your timeslip to the attorney 
and ask that it be forwarded to ACD for processing.  Once your timeslip is received by ACD, it can usually 
be approved and processed within 30 days, and you can expect payment from the attorney.  If 
you have questions about payment, please reach out to the attorney prior to contacting ACD.
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