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REPORTER PREFERENCE SHEET
	Name:
	Business Phone:  

	Firm Name:
	Type of Reporter:  Freelance    Official

	Address:
	CAT System:

	
	

	
	

	
	

	Home Address:
	Home Phone:

	
	Cell Phone:

	
	E-mail:

	
	


Please answer the following questions:

	Edit with audio
	Yes
	No
	Clean up lawyers – false starts
	Yes
	No

	Tape / wav / digital / other
	
	
	Clean up lawyers – ums – ahs
	Yes
	No

	“Keep together” function on Mr./ Mrs./ Ms./ dates/numbers 
	Yes
	No
	Leave in “Strike that”
	Yes
	No

	Slashes between dates
	Yes
	No
	New paragraph after “Strike that”
	Yes
	No

	Dashes between dates
	Yes
	No
	Use (indicating) when witness points
	Yes
	No

	Semicolon before “Is that correct” 
If no, ______________________
	Yes
	No
	Use quotation marks
	Yes
	No

	Comma before “correct” 

If no, ______________________
	Yes
	No
	Use comma and cap for indirect quotation
	Yes
	No

	Use ellipses
	Yes
	No
	Use quotation marks when the word “quote” is said
	Yes
	No

	Caps:  Page 1, Line 10, etc.
	Yes
	No
	If yes, delete the word “quote”
	Yes
	No

	After colloquy:  THE WITNESS
	Yes
	No
	Use italics (book titles/case cites/foreign words)
	Yes
	No

	After colloquy:  A
	Yes
	No
	Use underline (book titles/case cites/foreign words)
	Yes
	No

	
	
	
	Spell out numbers at beginning of sentence
	Yes
	No

	Spelling:  SMITH / smith / Smith / S-M-I-T-H / S-m-i-t-h
	Writing Numbers:  one – ten / 11 and up

Exceptions:  

	Examples – Time of Day

If “5 o’clock is said.”

If 5 p.m. is said

If 5 is said.


	BY line:  Give example



	English authority:  Morson’s English Guide/Gregg Reference Manual


	Other instructions:  


REQUEST:  SAMPLE TRANSCRIPT, INCLUDE FILES (if needed), EXEMPLARY FILE (if needed), PAGE LAYOUT (if needed)
JET CAT SCOPING


Cheryl Smith


4 N. Precinct Street


Lakeville, MA  02347


Home:  (508) 947-9128


Cell: (774) 766-2370


Fax:  (508) 302-2424


E-mail: jetcatscoping@gmail.com








