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Request For Federal Government Employee Witness
U. S. Department of Justice
Form DOJ-426
May 2020
Justice Management Division
SUBMITTER INFORMATION
CANCELED
Submitter
 4. On Whose Behalf Does the Witness Appear:
 Please select:
CASE INFORMATION
CANCELED
Case
17. Type of Attendance:
list details in block
Other: appearance type other than what is listed
WITNESS INFORMATION
CANCELED
Witness
Witness is to report to:
FIELDS BELOW ARE TO BE COMPLETED BY THE SPECIAL AUTHORIZATIONS UNIT ONLY
DETERMINATION TO USE THE FEES AND EXPENSES OF WITNESSES APPROPRIATION
CANCELED
REIMBURSEMENT INFORMATION
CANCELED
Signature 
Date: 
Name and Title:
INSTRUCTIONS FOR COMPLETING AND SUBMITTING THE FORM DOJ-426, REQUEST FOR OUT-OF-DISTRICT FEDERAL GOVERNMENT EMPLOYEE FACT WITNESS
 
Use the DOJ-426 for out-of-district Federal government employee fact witness appearing on behalf of the Department of Justice, Federal Public Defenders, or Criminal Justice Act attorneys. 
 
Email the DOJ-426 to the Special Authorizations Unit (SAU), special.authorizations@usdoj.gov at least three weeks prior to the witness's appearance date.
 
NOTE: Complete a separate DOJ-426 for each new appearance date.
 
Do not complete a DOJ-426 if the witness is one of the following:
·         Retired Federal government employee
·         National Guard employee (Title 32-State Active Duty)
·         Contractor employee (e.g., an employee working for a company or private industry)
 
NOTE: Treat the category of witnesses above as a fact witness.
 
APPEARING ON BEHALF OF A FEDERAL PUBLIC DEFENDER
 
Include a court order authorizing the appearance and payment of a witness.  A court order is also required for miscellaneous expenses (e.g., rental vehicle, childcare, etc.).  A detailed reason is required for how the request will support securing the witness's appearance.
 
APPEARING ON BEHALF OF CRIMINAL JUSTICE ACT
 
Include a court order of appointment and a court order authorizing the appearance and payment of a witness.  A court order is also required for miscellaneous expenses (e.g., rental vehicle, childcare, etc.).  A detailed reason is required for how the request will support securing the witness's appearance.
 
INSTRUCTIONS
 
Submitter Information (COMPLETION OF ALL FIELDS IS MANDATORY):
 
1.         Insert the full name of the person submitting the request.
2.         Insert the official title of the person submitting the request.
3.         Insert the official work telephone number of the person submitting the request.
 
INSTRUCTIONS (cont.)
 
Submitter Information (COMPLETION OF ALL FIELDS IS MANDATORY): 
 
4.         Select whether the witness is appearing on behalf of the Federal Government or an Indigent Defendant.  If the selection is “Indigent Defendant”, select whether you are completing the form for CJA or FPD.
5.         Select the date that the DOJ-426 is emailed to the Special Authorization Unit (SAU).
6.         Select the OBD litigating division or district of the United States Attorney's Office that is submitting the request.
7.         Insert the case number or the grand jury number assigned to the case.
8.         Insert the case name assigned to the case.  Type “Grand Jury” if the case is a grand jury.
9.         Insert the type of case (e.g., theft, tort, etc.).
10.         Insert the district or other location where proceeding or pretrial conference will take place.
11.         Insert the name(s) of the parent agency(ies) of the agency(ies) involved with investigating the case or part of the litigation (e.g., U.S. Department of Justice, U.S. Department of Defense, U.S. Department of Homeland Security, U.S. House of Representative, etc.).
12.         Insert the name(s) of the agency(ies) involved with investigating the case or part of the litigation (e.g., Federal Bureau of Investigation, U.S. Army, Immigration Customs Enforcement, U.S. Capitol Police, etc.).
13.         Insert the date of the scheduled judicial proceeding.
14.         Insert the date when the witness is required to appear to meet with the attorney.
15.         Insert the time when the witness is required to appear to meet with the attorney.
16.         Insert the estimated number of days witness is required to appear (include travel days).
17.         Select the reason for the witness's appearance.  If the type of attendance is not listed, select “Other” and type the reason for the appearance (e.g., grand jury, status hearing, competency hearing, etc.).
18.         Briefly describe the how witness's agency is involved in the case.  Note: if the witness is appearing on matters involving previous employment, explain the involvement.
19.         Insert the name of the witness as it appears on a valid federal identification badge.  Do not list more than one witness.  Complete a separate DOJ-426 for each witness.
20.         Insert the name of the parent agency of the witness's employing agency (e.g., U.S. Department of Justice, U.S. Department of Defense, U.S. Department of Homeland Security, U.S. House of Representative, etc.).
21.         Insert the name of the witness's current employing agency (e.g., Federal Bureau of Investigation, U.S. Army, Immigration Customs Enforcement, U.S. Capitol Police, etc.).
22.         Insert the current official work address of the witness.
23.         Insert the current official work telephone number of the witness.
24.         Insert the official work email address of witness.  If unknown, provide personal email address.
 
 
 
INSTRUCTIONS (cont.)
 
Submitter Information (COMPLETION OF ALL FIELDS IS MANDATORY): 
 
25.         Insert the name of the attorney with whom the witness is required to meet.
26.         Insert the official work number of the attorney with whom the witness is required to meet.
27.         Insert the official work address of the attorney with whom the witness is required to meet.
28.         Explain the miscellaneous expense(s) needed to secure the witness's appearance (e.g., rental vehicle, childcare, etc.).  A detailed reason is required for how the request will support securing the witness's appearance.  Supporting documentation must be included with the DOJ-426.
 
SUBMISSION OF FORM DOJ-426 TO THE SAU
 
Follow the instructions below when submitting the DOJ-426 to the SAU: 
 
1.         Verify that all fields are complete and accurate.  Incomplete or inaccurate information will result in a returned DOJ-426 to the submitter.
2.         Upon completion of the DOJ-426, the submitter will email the DOJ-426 to the SAU (special.authorizations@usdoj.gov), at least three weeks prior to the witness's appearance date.  
3.         Ensure all additional supporting documentation (e.g., subpoena, doctor's note, etc.) is included as part of the email to the SAU.
4.         Allow at least five business days for the SAU to process the DOJ-426.
5.         Upon receipt of a complete and accurate DOJ-426, the SAU will do the following: 
·         Review the DOJ-426 to determine payment responsibility
·         Provide instructions to the submitter 
·         Digitally sign the DOJ-426
·         Return the digitally signed DOJ-426 via email to the submitter
 
RETURN OF THE DIGITALLY SIGNED DOJ-426 TO SUBMITTER
 
Upon receipt of the digitally signed DOJ-426 from the SAU, the submitter must provide a copy of the DOJ-426 to the witness.  The witness needs a copy of the DOJ-426 to present to the employing agency before traveling.
 
The digitally signed DOJ-426 is an official notification to the witness's employing agency requesting the witness to appear.  The DOJ-426 informs the witness's employing agency of which agency is responsible for the payment of expenses.
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