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NOTE:   To assure the HIGHEST transcript accuracy, transcribers must  
thoroughly review and rely on the NOTICE, PBS and MAIN NOTES. 

 

1. NOTICE (NOTICE OF HEARING; NOTICE OF TAKING DEPOSITION; NOTICE OF TAKING 

DIGITAL VIDEO DEPOSITION; etc.) - See attached NOTICE1 & TITLE/COVER PAGE2 
 

VERY IMPORTANT!  The transcript’s Title/Cover page must mirror the NOTICE.   

 

Make sure that everything on your Title/Cover page is ACCURATE. 

     

For all transcripts, be sure to confirm the following:   

(A) Case Number 
 

(B) Case Style; PLAINTIFF and DEFENDANT information is extremely important. 
Enter this data EXACTLY as it appears on the NOTICE 
 

(C) Whether it is a DEPOSITION, INDEPENDENT MEDICAL EXAMINATION, EUO, 
HEARING,     ETC. 
 

(D) The Title/Cover page must state “TAKEN ON BEHALF OF THE PLAINTIFF or THE 
DEFENDANT” 
 

(E) Location of the legal proceeding, Date, Witness, County 
 

(F)  “REPORTED BY:” in the lower left corner. The Notice will typically reflect the 
court reporting agency hired to cover the proceeding. 
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2. Production & Billing Sheet (also known as the PBS) - See the attached PBS3 

 

 The PBS is normally 2 to 3 pages.  Make sure to read every single section of each page of the PBS. 

 The PBS contains important information needed to complete the transcript. 

 

Look for the following information in the PBS:   

(A) The name of the reporter will be listed in the “COURT REPORTER” area 

(B) If it was a Video Deposition, Deposition, Hearing, Trial or Other 

(C) The correct spelling of the name of the witness in the “NAME” section 

(D) Whether or not the witness chose to Read or Waive; 

(E) The number of exhibits will be in the “EXHIBIT #s” area and exhibit descriptions will be in the 

“EXHIBIT INTRUCTIONS” area or said in the transcript 

(F) Who to contact and where to send the read letter to will be located in the “ADDITIONAL 

NOTES” area 

(G) Spellings will be provided in the “Additional Notes” area 

(H) If an interpreter was present, their information will be in the “Additional Notes” area 

(I) What attorneys were present on the APPEARANCE PAGE of the transcript from the “Client 

Order Form” section of the PBS or as listed on  the Notice 
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3. MAIN NOTES - See attached MAIN NOTES4 
 
The MAIN NOTES are to help the transcribers and the reporters distinguish the accurate start and stop 
time for the Title/Cover Page and also for the end time on the last page of the testimony. The notes 
from the MAIN NOTES file will ALWAYS reflect the accurate start and stop time. DO NOT GO BY THE 
PBS times, as some stop and start times differ from when they were scheduled.  

The SPEAKERS are reflected in the MAIN NOTES. IT IS VERY IMPORTANT to have the correct 
speakers making objections, having colloquy and examining the witness in the transcript. If you think 
there is an objection or you are not sure who is making the objection, the MAIN NOTES will reflect 
who the appropriate attorney is and whether or not there is an objection made. The same applies for 
speaking attorneys. If you are unsure who is speaking, CHECK THE MAIN NOTES. 

 

4. APPEARANCE OF COUNSEL – See attached APPEARANCE OF COUNSEL5 
 
The APPEARANCE OF COUNSEL page information will be found on the PBS and NOTICE.  On the PBS, 
the appearing attorneys and their contact information will be listed. If there is an interpreter present 
or someone sitting in, that information will be listed on the PBS in the “ADDITIONAL COMMENTS” 
section and should be listed as “ALSO PRESENT” after the attorneys have been documented on the 
APPEARANCE OF COUNSEL page. If there is an interpreter, document them just like you would an 
attorney. For example:  
 

    ALSO PRESENT: 
  
                         JUAN GONZALES, INTERPRETER 
                         VEGA INTERPRETERS 
                         199 EAST FLAGLER STREET, 
                         SUITE 141, 
                         MIAMI, FLORIDA 33131 
                         (305)537-6704 
  
                         JOHN SMITH, PLAINTIFF 
                          

Please NOTE:  THE PARTY THE ATTORNEY REPRESENTES WILL BE FOUND ON THE NOTICE. 

If the party they represent (PLAINTIFF of DEFENDANT) is not listed on the NOTICE, look to the PBS for 
this information. 
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5. INDEX OF EXAMINIATION – See attached INDEX OF EXAMINIATION6 
 
The INDEX OF EXAMINATION page should always be present.  It should state the correct page number 
that the DIRECT EXAMINATION started on and the appropriate attorney doing the examination.  If 
there was a CROSS EXAMINATION, REDIRECT EXAMINATION, RECROSS EXAMINATION or more, YOU 
MUST include this as well with the correct attorney that is conducting the examination. The MAIN 
NOTES will distinguish who is examining the witness. 
 
 

6. EXHIBITS – See attached INDEX OF EXHIBITS7 
 
If there are exhibits listed on the PBS under the “EXHIBIT #s” section, there should be an INDEX OF 
EXHIBITS page after the INDEX OF EXAMINATION PAGE. The appropriate number of exhibits are listed 
on the PBS under the “Exhibit #s” section. The index page also requires the correct page numbers 
where the exhibits were entered into the record and a brief description of the exhibit.  A brief 
description of the exhibit should also be on the INDEX OF EXHIBITS. 
 
 
For example:  
 
          PLAINTIFF'S                           DESCRIPTION                                    PAGE 
          EXHIBIT 
            
                  1                     Photograph of the sidewalk where                  12 
                                          incident occurred 

 
7. SWEARING IN  

In a deposition transcript, to show the witness was sworn in, use the following language:    

         Thereupon:  

                                    JOHN SMITH 

               was called as a witness, and after having 

 been first duly sworn, was examined and testified as  

 follows:  
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If there is an interpreter present (which will be listed on the PBS in the ADDITIONAL NOTES section), 
ALWAYS include the interpreter being sworn in before the witness is listed as being sworn in. Use the 
following language:  

 

       Thereupon:  

                          JUAN GONZALES, interpreter,  

 having been first duly sworn, testified as follows: 

                                        JOHN SMITH 

                was called as a witness, and after having  

 been first duly sworn, was examined and testified as  

 follows: 

 

8. READ/WAIVE - See attached READ LETTER8 and ERRATA SHEET9 

A court reporter is required to ask “read or waive” on the record at the conclusion of a deposition.  
You need to reflect the decision of the witness. 

If the witness chooses to read, the conclusion of the deposition should state: 

                                             Example:               (Deposition concluded at 10:07 a.m.) 

                                                                             (Reading and signing of the 

                                                                              deposition by the witness has been 

                                                                              reserved.) 

If the witness chooses to waive, the conclusion of the deposition should state:  

                                             Example:                (Deposition concluded at 10:07 a.m.) 

                                                                              (Reading and signing of the 

                                                                               deposition by the witness has been 

                                                                               waived.) 
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If a witness chooses to read or waive, this will also be reflected on the PBS next to the name of the 
witness. If the witness reads, they will specify who to send the read letter to. This will either be said on 
the record after the question is asked or reflected in the “ADDITIONAL NOTES” section on the PBS 
A READ LETTER AND ERRATA SHEET SHOULD BE INCLUDED AT ALL TIMES IF THEY READ. 

ALL READ LETTERS SHOULD INCLUDE:   
(A) Correct date 
(B) The correct name of the witness 
(C) Correct contact information for the read letter to be sent to 
(D) Correct case style 
(E) Correct name of the reporter 

 
9. CERTIFICATE PAGES – See attached CERTIFICATE OF REPORTER10 & OATH11 

A CERTIFICATE OF REPORTER page will have whether or not a review of the transcript was reflected. 

 If the witness chose to read, the language should read: “… that a review of a transcript 
was requested…  

 If the witness chose to waive, the language should read: “… that a review of the 
transcript was not requested…” 

The CERTIFICATE OF OATH page will also include the reporter’s notary information. He/She will be      
responsible for filling this in and should be typed as: 

 Example:             JANE DOE, Court Reporter 

                              Notary Public, State of Florida 

                              Commission Number: 

                              Commission Expiration: 

A CERTIFICATE OF REPORTER is always required, while the CERTIFICATE OF OATH PAGE is only 
required for Depositions, EUOs and Sworn Statements.  
 

   All certificate pages need to reflect:  

(A) Correct date 
(B) The correct name of the witness 
(C) Correct name of the reporter 
(D) Correct county the proceeding was held in 
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THE TITLE / COVER PAGE INFORMATION (Single Space This Page) 

1. _____  REVIEWED THE NOTICE  
2. _____  REVIEWED THE PBS 
3. _____  REVIEWED THE REPORTER’s MAIN NOTES 
4. _____  COUNTY COURT / JUDICIAL CIRCUIT  (EXACTLY as it appeared on the NOTICE) 
5. _____  CASE NUMBER (EXACTLY as it appeared on the NOTICE) 
6. _____  CASE STYLE (check for proper punctuation. Include “v.” or “vs.”)  (Single Spaced) 
7. _____  VIDEO DEPOSITION / DEPOSITION / HEARING, ETC.  
8. _____  START/STOP RECORDING TIME TIMES CORRELATE WITH JOB NUMBER MAIN NOTES 
9. _____  SPELL CHECK  

 

HEARING:  (ONLY do this if the proceeding was a Hearing) 

1. _____  NAME OF JUDGE (EXACTLY as it appeared on the NOTICE) 
2. _____  DATE OF HEARING  
3. _____  TIME OF HEARING  
1. _____  COURTHOUSE  ADDRESS (EXACTLY as it appeared on the NOTICE) 
2. _____  SPELL CHECK  

 
 

  DEPOSITION: (ONLY do this if the proceeding was a Deposition) 

1. _____  TYPE OF DEPOSITION (VIDEO or REGULAR)  
2. _____  NAME OF DEPONENT (EXACTLY as it appeared on the NOTICE) 
3. _____  DEPOSITION TAKEN ON BEHALF OF PLAINTIFF or DEFENDANT  
4. _____  DATE OF DEPOSITION  
5. _____  BEGINNING AND ENDING TIME OF THE DEPOSITION 
6. _____  ADDRESS OF THE DEPOSITION (EXACTLY as it appeared on the NOTICE) 
7. _____  SPELL CHECK  

 

REPORTED BY:   Lower Left of Page    (Correct Information)   (Single Spaced) 

1. _____  REPORTER’S NAME  
2. _____  SPELL CHECK  
3. _____  NOTARY PUBLIC, STATE OF FLORIDA 
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APPEARANCES OF COUNCEL      VERY IMPORTANT!  SINGLE SPACE!! 

 

1. _____  APPEARANCES OF COUNCEL 
2. _____  REVIEWED the  NOTICE,  MAIN NOTES AND  PBS 
3. _____  SPELL CHECK ALL NAMES and LAW FIRMS on this PAGE 

 
 
 

o ON BEHALF OF THE PLAINTIFF: 
1. _____  LAW FIRM  
2. _____  ATTORNEY(S) PRESENT  
3. _____  ESQUIRE   (AFTER ATTORNEY’S NAME)  
4. _____  ADDRESS OF LAW FIRM  
5. _____  PHONE NUMBER OF LAW FIRM  
6. _____  EMAIL ADDRESS of ATTORNEY 

 
 
 

o ON BEHALF OF THE DEFENDANT: 
1. _____  LAW FIRM  
2. _____  ATTORNEY(S) PRESENT  
3. _____  ESQUIRE   (AFTER ATTORNEY’S NAME)  
4. _____  ADDRESS OF LAW FIRM  
5. _____  PHONE NUMBER OF LAW FIRM  
6. _____  EMAIL ADDRESS of ATTORNEY 

 
 
 

o INTERPRETER INFORMATION as “ALSO PRESENT” 
1. _____  FIRM (INTERPRETER’s COMPANY) 
2. _____  PRESENT  
3. _____  INTERPRETER, AFTER NAME  
4. _____  ADDRESS OF FIRM  
5. _____  PHONE NUMBER OF FIRM  
6. _____  EMAIL ADDRESS of INTERPRETER 
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INDEX OF EXAMINATION 

1. _____  WITNESS:  (Complete Name of Witness) (EXACTLY as it appeared on the NOTICE) 
2. _____  DIRECT EXAMINATION  
3. _____  CROSS EXAMINATION  
4. _____  REDIRECT EXAMINATION 
5. _____  INDEX OF EXAMINATION SPEAKERS CORRECT 
6. _____  SPELL CHECK  

 
 

INDEX TO EXHIBITS 

1. _____  PAGE #’s rechecked and confirmed  
2. _____  DESCRIPTION of Exhibit(s)  
3. _____  NUMBER OF EXHIBITS IN INDEX MATCHES NUMBERS IN PBS 
4. _____  CORRECT PAGE NUMBERS OF WHEN EXHIBITS ARE MARKED ON RECORD  

(NOTE: If EXHIBIT is not put in the record, use N/A for the page number.) 
5. _____  CORRECT DESCRIPTION  
6. _____  NUMBER OF EXHIBITS 
7. _____  SPELL CHECK  

 
 

SWEARING IN 

1. _____  SWEARING IN OF INTERPRETER is properly noted (BEFORE WITNESS is sworn in)  
2. _____  SWEARING IN OF WITNESS is properly noted 
3. _____  SPELL CHECK  

 
 

SPEAKERS / OBJECTIONS 

1. _____  ALL SPEAKERS MAKING OBJECTIONS ARE CORRECT  
2. _____  Researched PHONETICS  
3. _____  Re-Listened to INAUDIBLES  
4. _____  SPELL CHECK  
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MARGINS CORRECT AFTER TRANSCRIPT COMPLETED 

1. _____  SPACING for left MARGIN(s) are correct  
 

READ/WAIVE 

1. _____  READ or WAIVE was properly noted in transcript 
2. _____  SPELL CHECK  

 

READ LETTER 

1. _____  DATE ON READ LETTER   
2. _____  WITNESS’ NAME (EXACTLY as it appeared on the NOTICE) 
3. _____  CONTACT INFORMATION ON READ LETTER  
4. _____  WITNESS CHOSE TO READ   
5. _____  COURT REPORTER’s name on READ LETTER  
6. _____  CASE SYLE ON READ LETTER  
7. _____  ERRATA SHEET INCLUDED 
8. _____  SPELL CHECK  

 

CERTIFICATE OF OATH and CERTIFICATE REPORTER 

1. _____  DATE  
2. _____  NAME OF COURT REPORTER  
3. _____  NAME OF WITNESS  
4. _____  COUNTY WHERE PROCEEDING TOOK PLACE, NOT THE VENUE – VERY IMPORTANT! 
5. _____  HEARING, PAGE NUMBERS  
6. _____  CERTIFICATE OF REPORTER, “WITNESS REQUESTED/DID NOT REQUEST TRANSCRIPT” 
7. _____  NOTARY INFORMATION is correct 
8. _____  SPELL CHECK  
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Attachment Index 

 

1) Notice 

2) Transcript Title/Cover Page 

3) Production & Billing Sheet (PBS) – 2 Pages 

4) Main Notes 

5) Appearance of Counsel 

6) Index of Examination 

7) Index of Exhibits 

8) Read Letter 

9) Errata Sheet 

10) Certificate of Reporter 

11) Certificate of Oath 
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