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How to submit a claim for 
interim payment in criminal 
and children’s accounts 
 

Introduction 

In this topic we are going to look at how to submit a criminal and children’s claim 

for interim payment of fees. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Caution  

The Legal Aid Online screens used in this topic are simply for explaining the 

system’s functionality and therefore do not demonstrate any sequential process. 
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How to submit a claim for interim payment of fees. 
 
Claims for interim payment of fees are completed using the online 
system.  Where you select ‘Save & Continue (paper) and wish to submit 
an interim account you will have to enter the details online and you 
will be taken direct to the online screens. 
 
At the final account stage you can revert to the new online paper 
process and submit a paper account.  
 
 

 
 
Completing the interim synopsis 
 
To proceed click on the ‘Synopsis’ tab and change the account type to 
‘Interim’. 
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If this is the first interim account for the case a warning message will 

appear.  Click ‘OK’ to continue. 

 
 

 
 
Select Interim Claim Type ‘Fee’ 

Next: Complete the case concluded question.  If the case has 

concluded you cannot submit an interim account. 

 

 
 
 
You should then select the criteria under which the interim claim is 

being made.  
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How to complete an online interim fee 
 
If you wish to submit your final account online you can add your 

detailed fees as the case progresses. 

The fees due are calculated at 75% of the fees earned at the date of 

claim.  To ensure the correct fee is calculated we have created an 

‘Interim fee claim’ work item that calculates the fees due.  

To proceed select this work item ‘Interim fee claim’. 

 

 

 

 

 



How to Submit a criminal claim for interim payment of fees 

 

© Scottish Legal Aid Board 5 

 
 

To proceed enter the start and end dates of the work claimed. 

Next enter the value of the fees that have been earned during the 

period covered by this claim.  The system will automatically calculate 

the interim fee at 75% of the sum entered. 

 

 

To submit the claim ‘tick’ only the interim fee claim work item and 

then press ‘Request Payment’.  
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Where you are framing the account as you go along and then create 

the interim fee work item this briefly alters the total of your claim as 

it adds the interim fee value to the value of the work items already 

added to your draft account.  Upon submission the interim fee the 

value will no longer show as being added to the draft claim.  

In the example below the ‘Total’ displayed is increased to £1800.54.  

This is because the system automatically adds the interim fee claimed, 

in this case £771.66 to the total actual fees claimed so far in the case 

of £1028.88. 

The interim fee claimed will be deducted from the fees paid at the 

final account stage by way of a ‘negative work item’. 

 

 

 

Finally – complete the declaration and select ‘Submit to SLAB’  
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Claiming interim fees with a Paper final account. 

If you are submitting your final account using the paper process you 

only have to add the work item ‘Interim fee claim’.   

As this is the only work item added to the account  you should tick 

inside the box highlighted and then select ‘Request Payment’.   

You must upload a copy of your paper account to the work item. 

 

 

 

 

 

You have now completed this topic. You should return to the main 

menu if you wish to look at other topics. 

 

What’s next? 

 

Now that you have completed this topic, you can: 

 save it to an appropriate hard drive, network location or 
memory stick. 

 print it out. 

 


