Scoping & Proofreading Services

REPORTER'S PREFERENCE SHEET

Complete and either email or fax back

jcrinc@comcast.net  239-949-0763

NAME:  _____________________________________________
ADDRESS:
(Office) 
____________________________________________________



(Home) 
____________________________________________________

PHONE: 
(Office) _____________________(Home) ___________________ 

(Cell) _____________________(Fax) _____________________

EMAIL: _________________________________________

YES/NO - USE ELLIPSIS

YES/NO – USE (indicating) WHEN WARRANTED

YES/NO – USE QUOTATION MARKS ALSO WHEN SPEAKER SAYS “QUOTE/UNQUOTE”

YES/NO – USE $ WHEN MONEY IS DISCUSSED WHETHER OR NOT THE WORD “DOLLARS” IS SPOKEN

_______ PUNCTUATION BEFORE "IS THAT CORRECT?"

_______ PUNCTUATION BEFORE "RIGHT?"

_______ PUNCTUATION WITH DATES (3/5/99) (3-5-99)

SPELL OUT WORDS IN CAPS or lower case; W-I-T-H dashes or WITHOUT 

Would you like quotes used when someone is saying what another person said (NOT DIRECT READING FROM A DOCUMENT) or would you prefer the “COMMA/CAP” rule (He said, You can’t go there.)?

OBJECTION PUNCTUATION:
Objection;form  OR Objection,form

WHICH DO YOU PREFER?
Q. Describe how you fell.  Did you fall forward, backwards, sideways, on your face, on your hands? 

Q.
Describe how you fell.  Did you fall forward? backwards? sideways? on your face? on your hands? 

CHOOSE ONE IN EACH SET:


   My question is, why did you do that?

   My question is:  Why did you do that?

When they say something like:  “It’s between 12 and 14 thousand dollars,” how do you want that written?
12- AND $14,000

12 AND 14 thousand dollars
twelve and fourteen thousand dollars 
Do you like:

Page Number 1

page number 1

Page No. 1

page number one

SPEAKER REIDENTIFICATION: 


BY MR. JONES:


Q.  So when did you…

  OR

Q.  (By Mr. Jones) So when did you…

 
When do you want the speaker re-identified after colloquy?



A.  Every single time.



B.  Only if colloquy goes on for more than a page.



C.  Other:  ____________________________________________


If the witness answers in colloquy, do you want that as an 
answer (A.) or THE WITNESS?  (Choose one below)
A. As THE WITNESS no matter what.

B. As an answer (A.) no matter what.

C. Only as an answer if the witness is answering the question by the questioning attorney.

FEEL FREE TO ADD ANY ADDITIONAL PREFERENCES.  IF YOU HAVE INCLUDE FILES, I WILL BE HAPPY TO USE THEM IF YOU SEND THEM. 
Audio rate:  $1.25 for normal turnaround (5 days); plus 50% for expedited (2-3 days); plus 100% for daily copy. (Turnaround time is longer for trials) Video jobs will be charged at a higher rate (usually an additional .15 per pg).  Weekends are not included in turnaround time unless the job is an expedite or daily. Difficult or extremely technical work may be charged at a higher page rate.  You will be informed of this as soon as possible once I begin the job. Payment is due within two weeks of invoice or a late fee will be charged unless other arrangements are made.  Invoices are sent out on the 15th and 30th of each month.  Return of this preference sheet is acceptance of above.
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