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Welcome to U.S. Legal Support!
As a Certified Shorthand Reporter reporting for U.S. Legal Support, you are a valued
and integral part of our team. We have spent many years building a culture of
excellence and expect nothing less from the professionals we retain to provide
reporting services to our valued clients.
While reporting for U.S. Legal Support, you can expect a team environment, friendly
support staff, a convenient schedule, online access to your calendar and financial
activity. We are here to support your servicing of our clients.
We operate with a National Presence - Local Expertise philosophy. Your local office
is your point of contact and will be able to answer any and all questions you may
have.
In this Reporter’s Guide, you will find directions for submitting your transcripts,
examples of our formats, and copies of commonly used forms.
We have also included a Business Associate Agreement, Confidential Information
Agreement and W-9 form. Please complete the forms and submit to your general
manager. Once these signed documents have been received, we will begin
scheduling you on our calendar.
We look forward to you joining our team!
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STANDARDS & REQUIREMENTS
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STANDARDS FOR USLS COURT REPORTERS

•

Be professional in demeanor and attire.

•

Maintain all applicable state certifications and licenses, including Notary Public
licensing.

•

Be knowledgeable of all applicable state and federal rules of court governing the
practice of court reporting in your state.

•

Be fair and impartial to each participant in all aspects of the reported proceeding
and always offer to provide comparable services to all parties in a proceeding.

•

Be alert to situations that are potential conflicts of interest or may give the
appearance of a conflict of interest.

•

Absent the consent of the parties concerned or a court order, preserve the
confidentiality of all information received on assignments, including the work
product of U.S. Legal Support.

•

Please provide a rough draft to all requesting parties no later than 24 hours after
completion of deposition or 24 hours after request is made. All requests for rough
drafts must be confirmed in writing by ordering party (i.e. e-mail, copy order form).
When sending rough draft to client, always cc WestRoughs@uslegalsupport.com.

•

Arrive at least 20 minutes prior to scheduled commencement of proceeding.

•

Write to at least two (2) sources (stenographic machine and laptop) during all
proceedings.

•

Maintain backup archives of all reporter notes secured in a location separate and
apart from the original, in accordance with the applicable state and federal rules
of court governing the retention of reporter notes.

•

Be aware that errors and omissions insurance is available for court reporters and is
recommended by U.S. Legal Support to all independent contractors accepting
reporting assignments.

•

Any client inquiries pertaining to rates, pricing, quotes etc. should be directed to
your general manager at your local office.
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BUSINESS ASSOCIATE WELCOME LETTER

Dear Reporter and/or Business Associate,
We are pleased to welcome you as a new business associate to U.S. Legal Support. It is our intention to provide
you with a positive experience with our company by ensuring timely payment to you. Please take a moment to
read the instructions below and complete the attached forms required by U.S. Legal Support for processing your
payment.
IMPORTANT: We must have the completed W-9, BAA, and CIA in order to release payment.
W-9 Form
To be set up as a new reporter and/or business associate, we need a completed W-9. Please indicate on the
attached W-9 form what kind of payee you are (Individual/Sole proprietor, corporation etc.) and sign and date
in the indicated field.
Business Associate Agreement (BAA)
HIPAA and the Omnibus Rule of 2013 require that Covered Entities enter into agreements with their Business
Associates (this includes all reporters). U.S. Legal Support provides services for healthcare companies, insurance
carriers, and law firms that represent healthcare entities, and therefore we are required to have these
agreements with all vendors and subcontractors per the law and our clients’ requirements.
Confidential Information Agreement (CIA)
As a provider of court reporting, records retrieval, and related services, U.S. Legal Support is required to maintain
the confidentiality of the information entrusted to it. U.S. Legal Support's reputation for excellence depends on
this confidential treatment.
Direct Deposit (Recommended) .
We encourage our new reporters and/or business associates to enroll in direct deposit in order to process your
payments.
If you choose to decline direct deposit, please be sure and provide the mailing address for your checks to be
sent to. You may choose to participate in direct deposit at a later time by completing the form and sending it to
your local office manager.
Please complete the attached forms and return as soon as possible so we can start the setup process for your
upcoming payments. All forms must reflect the exact information from your completed W-9. We ask that you
return all pages included in this packet to your local field office to be forwarded to our accounting department.
Incomplete forms will be sent back for correction and may cause delay in payment.
We look forward to working with you and once again welcome you to U.S. Legal Support. If you have questions
or concerns, please send inquiries related to this packet and/or your payment(s) to your local office manager.
Thank you,
U.S. Legal Support
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BUSINESS ASSOCIATE AGREEMENT

This Business Associate Agreement (this "Agreement") is entered into in connection with a certain existing
arrangement (the "Arrangement") between:
U.S. Legal Support, Inc. and

(your name).

This Agreement is effective as of

(the "Effective Date").

Definitions
Catch-all definition:
The following terms used in this Agreement shall have the same meaning as those terms in the HIPAA Rules:
Breach, Data Aggregation, Designated Record Set, Disclosure, Health Care Operations, Individual, Minimum
Necessary, Notice of Privacy Practices, Protected Health Information, Required By Law, Secretary, Security
Incident, Subcontractor, Unsecured Protected Health Information, and Use.
Specific definitions:
(a) Business Associate. "Business Associate" shall generally have the same meaning as the term "business
associate" at 45 CFR 160.103, and in reference to the party to this agreement, shall mean
](your name).
(b) Covered Entity. "Covered Entity" shall generally have the same meaning as the term "covered entity"
at 45 CFR 160.103, and in reference to the party to this agreement, shall mean U.S. Legal Support, Inc.
(c) HIPAA Rules. "HIPAA Rules" shall mean the Privacy, Security, Breach Notification, and Enforcement
Rules at 45 CFR Part 160 and Part 164.
Obligations and Activities of Business Associate
Business Associate agrees to:
(a) Not use or disclose protected health information other than as permitted or required by the
Agreement or as required by law;
(b) Use appropriate safeguards, and comply with Subpart C of 45 CFR Part 164 with respect to electronic
protected health information, to prevent use or disclosure of protected health information other than
as provided for by the Agreement;
(c) Report to covered entity any use or disclosure of protected health information not provide for by the
Agreement of which it becomes aware, including breaches of unsecured protected health
information as required at 45 CFR 164.410, and any security incident of which it becomes aware
within three business days of discovery;
(d) In accordance with 45 CFR 164.502(e)(1)(ii) and 164.308(b)(2), if applicable, ensure that any
subcontractors that create, receive, maintain, or transmit protected health information on behalf of
the business associate agree to the same restrictions, conditions, and requirements that apply to the
business associate with respect to such information;
(e) If applicable, make available protected health information in a designated record set to the Covered
Entity as necessary to satisfy covered entity's obligations under 45 CFR 164.524;
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BUSINESS ASSOCIATE AGREEMENT

(f) If applicable, make any amendment(s) to protected health information in a designated record set as
directed or agreed to by the covered entity pursuant to 45 CFR 164.526, or take other measures as
necessary to satisfy covered entity's obligations under 45 CFR 164.526;
(g) If applicable, maintain and make available the information required to provide an accounting of
disclosures to the individual as necessary to satisfy covered entity's obligations under 45 CFR 164.528;
(h) To the extent the business associate is to carry out one or more of covered entity's obligation(s) under
Subpart E of 45 CFR Part 164, comply with the requirements of Subpart E that apply to the covered
entity in the performance of such obligation(s); and
(i) Make its internal practices, books, and records available to the Secretary for purposes of determining
compliance with the HIPAA Rules.
If the Business Associate is a Court Reporter or Court Reporting Firm, any Protected Health Information the
Business Associate is made privy to through the course of his/her/its arrangement with the Covered Entity
shall be used only for the limited purpose of creating the appropriate transcript(s), including any
attachments and/or exhibits thereto, and duplicating said transcript(s) in accordance with the Arrangement.
Once the transcript has been created, Protected Health Information maintained by Business Associate must
be maintained in a manner consistent with this Agreement. When it is no longer required to maintain such
Protected Health Information, Business Associate should return any copies or originals of Protected Health
Information to the Covered Entity to properly destroy such records or shred them as to make them
indecipherable as required by HIPAA.
If the Business Associate is a Carrier/Delivery service, Business Associate may possess Protected Health
Information for the limited purpose of delivery, and only for the time necessary to complete such delivery.
At no time should Business Associate use, read, access, share, or disclose ANY Protected Health Information.
Should any Protected Health Information be misplaced, wrongly delivered, accessed or disclosed, Business
Associate agrees to act in accordance with this agreement.
If the Business Associate is a Copy Service, Business Associate is to duplicate and/or copy and/or print only
the information specifically requested by Covered Entity, and only in the exact quantity requested by
Covered Entity.
i. No machine shall be used by Business Associate to duplicate and/or copy and/or print Protected
Health Information if that machine will create a copy of said Protected Health Information to be
stored or maintained within the machine.
ii. Any incidental copies of any portion of Protected Health Information that should be generated such as half printed pages resulting from a paper jam, or poorly printed pages resulting from low ink
or toner - must be shredded as to make them indecipherable, in their entirety immediately, or
returned to Covered Entity.
iii. A copy of Protected Health Information may be maintained by Business Associate for no more than
six (6) weeks from the time Business Associate receives said information in order to easily facilitate
any immediate needs of Covered Entity. After this time, any electronic versions of Protected Health
Information must be destroyed and/or erased
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BUSINESS ASSOCIATE AGREEMENT

If the Business Associate is a Storage and/or Destruction Company, Business Associate's use of Protected
Health Information shall be limited to storage, retrieval, and destruction. At no point should Protected Health
Information be read, copied, duplicated, shared or accessed in any way, other than that necessary to
merely store, retrieve and/or destroy said Protected Health Information in accordance with Business
Associate's Arrangement with Covered Entity. Any Protected Health Information maintained by Business
Associate must be maintained in a manner consistent with this Agreement.
Permitted Uses and Disclosures by Business Associate
(a) Business associate may only use or disclose protected health information as required to provide
services to U.S. Legal Support, Inc.;
(b) Business associate may use or disclose protected health information as required by law;
(c) Business associate agrees to make uses and disclosures and requests for protected health
information consistent with any minimum necessary policies of U.S. Legal Support, Inc.;
(d) Business associate may not use or disclose protected health information in a manner that would
violate Subpart E of 45 CFR Part 164 if done by covered entity;
(e) Business associate may use protected health information for the proper management and
administration of the business associate or to carry out the legal responsibilities of the business
associate, provided the disclosures are required by law, or business associate obtains reasonable
assurances from the person to whom the information is disclosed that the information will remain
confidential and used or further disclosed only as required by law or for the purposes for which it
was disclosed to the person, and the person notifies business associate of any instances of which
it is aware in which the confidentiality of the information has been breached.
Provisions for Covered Entity to Inform Business Associate of Privacy Practices and Restrictions
Covered entity shall notify business associate of any changes in, or revocation of, the permission by an
individual to use or disclose his or her protected health information, to the extent that such changes may
affect business associate's use or disclosure of protected health information.
Term and Termination
(a) Term. The Term of this Agreement shall be effective as of September 12, 2013 and shall terminate on
the date covered entity terminates for cause as authorized in paragraph (b) of this Section,
whichever is sooner.
(b) Termination for Cause. Business associate authorizes termination of this Agreement by covered entity,
if covered entity determines business associate has violated a material term of the Agreement [and
business associate has not cured the breach or ended the violation within the time specified by
covered entity].
(c) Obligations of Business Associate Upon Termination.
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BUSINESS ASSOCIATE AGREEMENT

Upon termination of this Agreement for any reason, business associate, with respect to protected health
information received from covered entity, or created, maintained, or received by business associate
on behalf of covered entity, shall:
1. Retain only that protected health information which is necessary for business associate to continue
its proper management and administration or to carry out its legal responsibilities;
2. Return to covered entity or destroy according to HIPAA standards the remaining protected health
information that the business associate still maintains in any form;
3. Continue to use appropriate safeguards and comply with Subpart C of 45 CFR Part 164 with respect
to electronic protected health information to prevent use or disclosure of the protected health
information, other than as provided for in this Section, for as long as business associate retains the
protected health information;
4. Not use or disclose the protected health information retained by business associate other than for
the purposes for which such protected health information was retained and subject to the same
conditions set out at sections (a) through (f) above under "Permitted Uses and Disclosures By Business
Associate" which applied prior to termination; and
5. Return to covered entity or destroy per HIPAA standards the protected health information retained
by business associate when it is no longer needed by business associate for its proper management
and administration or to carry out its legal responsibilities.
(d) Survival. The obligations of business associate under this Section shall survive the termination of this
Agreement.

Agreed:

Signature

DBA Name

Printed Name

Address

Date

City, State, Zip
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CONFIDENTIAL INFORMATION AGREEMENT

As a provider of court reporting, record retrieval and related services, U.S. Legal Support is required
to maintain the confidentiality of the information entrusted to it. U.S. Legal Support's reputation for
excellence depends on this confidential treatment.
As used in this agreement, "Confidential Information" includes, but is not limited to:
• names, addresses, telephone numbers, physical descriptions, social security numbers,
drivers’ license numbers, employment information and personal financial information of
individuals, including, but not limited to, bank account, credit card, insurance, and similar
information;
• medical and health information of individuals, including patients' protected health
information as defined by the U.S. Government's HIPAA Privacy and Security Rules;
• commercial information, such as companies' financial information, personnel information,
trade secrets, inventions, business plans and similar information;
• information about publicly traded companies which could be important to investors or
considered "insider information" under the securities laws;
• information subject to a court's confidentiality or protective order, or a similar agreement
between parties to litigation; and
• information which could reasonably be determined under the circumstances is confidential.
Confidential Information may be in oral, electronic or written form.
In the course of providing services for or through U.S. Legal Support, you will have Confidential
Information disclosed to you. By signing this agreement, you agree that:
• all Confidential Information is the property of U. S. Legal Support or its customers and other
parties with which it does business;
• you will not use, or disclose any Confidential Information to any third parties, except as
strictly necessary in order to fulfill your duties for or through for U.S. Legal Support;
• you will not possess or retain any Confidential Information, except as strictly necessary in
order to fulfill your duties for of or through U.S. Legal Support;
• you will take all necessary steps to safeguard any Confidential Information in your control.
This includes having adequate and appropriate security and encryption safeguards on
your computers, laptops and similar electronic devices;
• you will immediately notify U.S. Legal Support in writing of any improper disclosure (whether
intentional or inadvertent), unauthorized acquisition, or unauthorized use of any
Confidential Information about which you have knowledge or have reason to know. You
will provide us all information we may need about such a breach; and
• you will cooperate fully in any actions U.S. Legal Support or its customers may take to
enforce or protect the confidentiality of Confidential Information.
12
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CONFIDENTIAL INFORMATION AGREEMENT

Agreed:
Signature:

DBA
Name:

Name:

Address:

Date:

City:
State:
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W-9 FORM

W-9

Form
(Rev. December 2014)
Department of the Treasury
Internal Revenue Service

Give Form to the
requester. Do not
send to the IRS.

Request for Taxpayer
Identification Number and Certification

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

Print or type
See Specific Instructions on page 2.

2 Business name/disregarded entity name, if different from above

3 Check appropriate box for federal tax classification; check only one of the following seven boxes:
C Corporation
S Corporation
Partnership
Individual/sole proprietor or
single-member LLC
Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶

Trust/estate

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for the tax
classification of the single-member owner.
Other (see instructions) ▶
5 Address (number, street, and apt. or suite no.)

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):
Exempt payee code (if any)
Exemption from FATCA reporting
code (if any)
(Applies to accounts maintained outside the U.S.)

Requester’s name and address (optional)

6 City, state, and ZIP code
7 List account number(s) here (optional)

Part I

Taxpayer Identification Number (TIN)
Social security number

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid backup
withholding. For individuals, this is generally your social security number (SSN). However, for a resident alien,
sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other entities, it is your employer
identification number (EIN). If you do not have a number, see How to get a TIN on page 3.

–

or
Employer identification number

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for
guidelines on whose number to enter.

Part II

–

–

Certification

Under penalties of perjury, I certify that:
1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue Service (IRS)
that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am no longer subject to
backup withholding; and
3. I am a U.S. citizen or other U.S. person (defined below); and
4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.
Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, acquisition or
abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments other than interest
and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions on page 3.

Sign
Here

Signature of
U.S. person ▶

Date ▶
• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T (tuition)

General Instructions

• Form 1099-C (canceled debt)

Section references are to the Internal Revenue Code unless otherwise noted.

• Form 1099-A (acquisition or abandonment of secured property)

Future developments. Information about developments affecting Form W-9 (such as
legislation enacted after we release it) is at www.irs.gov/fw9.

Use Form W-9 only if you are a U.S. person (including a resident alien), to provide your
correct TIN.

Purpose of Form

If you do not return Form W-9 to the requester with a TIN, you might be subject to backup
withholding. See What is backup withholding? on page 2.

An individual or entity (Form W-9 requester) who is required to file an information return
with the IRS must obtain your correct taxpayer identification number (TIN) which may be
your social security number (SSN), individual taxpayer identification number (ITIN),
adoption taxpayer identification number (ATIN), or employer identification number (EIN),
to report on an information return the amount paid to you, or other amount reportable
on an information return. Examples of information returns include, but are not limited to,
the following:

By signing the filled-out form, you:
1. Certify that the TIN you are giving is correct (or you are waiting for a number to be
issued),
2. Certify that you are not subject to backup withholding, or
3. Claim exemption from backup withholding if you are a U.S. exempt payee. If
applicable, you are also certifying that as a U.S. person, your allocable share of any
partnership income from a U.S. trade or business is not subject to the withholding tax on
foreign partners' share of effectively connected income, and

• Form 1099-INT (interest earned or paid)
• Form 1099-DIV (dividends, including those from stocks or mutual funds)
• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on page 2 for
further information.

• Form 1099-B (stock or mutual fund sales and certain other transactions by brokers)
• Form 1099-S (proceeds from real estate transactions)
• Form 1099-K (merchant card and third party network transactions)

Cat. No. 10231X

Form W-9 (Rev. 12-2014)
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W-9 FORM
Form W-9 (Rev. 12-2014)

Page 2

Note. If you are a U.S. person and a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is substantially similar to this
Form W-9.

3. The IRS tells the requester that you furnished an incorrect TIN,
4. The IRS tells you that you are subject to backup withholding because you did not
report all your interest and dividends on your tax return (for reportable interest and
dividends only), or

Definition of a U.S. person. For federal tax purposes, you are considered a U.S. person if
you are:

5. You do not certify to the requester that you are not subject to backup withholding
under 4 above (for reportable interest and dividend accounts opened after 1983 only).

• An individual who is a U.S. citizen or U.S. resident alien;
• A partnership, corporation, company, or association created or organized in the United
States or under the laws of the United States;

Certain payees and payments are exempt from backup withholding. See Exempt payee
code on page 3 and the separate Instructions for the Requester of Form W-9 for more
information.

• An estate (other than a foreign estate); or

Also see Special rules for partnerships above.

• A domestic trust (as defined in Regulations section 301.7701-7).
Special rules for partnerships. Partnerships that conduct a trade or business in the
United States are generally required to pay a withholding tax under section 1446 on any
foreign partners’ share of effectively connected taxable income from such business.
Further, in certain cases where a Form W-9 has not been received, the rules under section
1446 require a partnership to presume that a partner is a foreign person, and pay the
section 1446 withholding tax. Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States, provide Form W-9 to the
partnership to establish your U.S. status and avoid section 1446 withholding on your
share of partnership income.

What is FATCA reporting?

In the cases below, the following person must give Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding withholding on its allocable share of
net income from the partnership conducting a trade or business in the United States:

You must provide updated information to any person to whom you claimed to be an
exempt payee if you are no longer an exempt payee and anticipate receiving reportable
payments in the future from this person. For example, you may need to provide updated
information if you are a C corporation that elects to be an S corporation, or if you no
longer are tax exempt. In addition, you must furnish a new Form W-9 if the name or TIN
changes for the account; for example, if the grantor of a grantor trust dies.

The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign
financial institution to report all United States account holders that are specified United
States persons. Certain payees are exempt from FATCA reporting. See Exemption from
FATCA reporting code on page 3 and the Instructions for the Requester of Form W-9 for
more information.

Updating Your Information

• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the disregarded
entity and not the entity;
• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, the U.S.
grantor or other U.S. owner of the grantor trust and not the trust; and

Penalties

• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a grantor
trust) and not the beneficiaries of the trust.

Failure to furnish TIN. If you fail to furnish your correct TIN to a requester, you are
subject to a penalty of $50 for each such failure unless your failure is due to reasonable
cause and not to willful neglect.

Foreign person. If you are a foreign person or the U.S. branch of a foreign bank that has
elected to be treated as a U.S. person, do not use Form W-9. Instead, use the appropriate
Form W-8 or Form 8233 (see Publication 515, Withholding of Tax on Nonresident Aliens
and Foreign Entities).

Civil penalty for false information with respect to withholding. If you make a false
statement with no reasonable basis that results in no backup withholding, you are
subject to a $500 penalty.

Nonresident alien who becomes a resident alien. Generally, only a nonresident alien
individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on certain
types of income. However, most tax treaties contain a provision known as a “saving
clause.” Exceptions specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise become a U.S.
resident alien for tax purposes.

Criminal penalty for falsifying information. Willfully falsifying certifications or
affirmations may subject you to criminal penalties including fines and/or imprisonment.
Misuse of TINs. If the requester discloses or uses TINs in violation of federal law, the
requester may be subject to civil and criminal penalties.

If you are a U.S. resident alien who is relying on an exception contained in the saving
clause of a tax treaty to claim an exemption from U.S. tax on certain types of income, you
must attach a statement to Form W-9 that specifies the following five items:

Specific Instructions

1. The treaty country. Generally, this must be the same treaty under which you claimed
exemption from tax as a nonresident alien.

You must enter one of the following on this line; do not leave this line blank. The name
should match the name on your tax return.

Line 1

2. The treaty article addressing the income.

If this Form W-9 is for a joint account, list first, and then circle, the name of the person
or entity whose number you entered in Part I of Form W-9.

3. The article number (or location) in the tax treaty that contains the saving clause and
its exceptions.

a. Individual. Generally, enter the name shown on your tax return. If you have
changed your last name without informing the Social Security Administration (SSA) of
the name change, enter your first name, the last name as shown on your social security
card, and your new last name.

4. The type and amount of income that qualifies for the exemption from tax.
5. Sufficient facts to justify the exemption from tax under the terms of the treaty article.
Example. Article 20 of the U.S.-China income tax treaty allows an exemption from tax
for scholarship income received by a Chinese student temporarily present in the United
States. Under U.S. law, this student will become a resident alien for tax purposes if his or
her stay in the United States exceeds 5 calendar years. However, paragraph 2 of the first
Protocol to the U.S.-China treaty (dated April 30, 1984) allows the provisions of Article 20
to continue to apply even after the Chinese student becomes a resident alien of the
United States. A Chinese student who qualifies for this exception (under paragraph 2 of
the first protocol) and is relying on this exception to claim an exemption from tax on his
or her scholarship or fellowship income would attach to Form W-9 a statement that
includes the information described above to support that exemption.

Note. ITIN applicant: Enter your individual name as it was entered on your Form W-7
application, line 1a. This should also be the same as the name you entered on the Form
1040/1040A/1040EZ you filed with your application.
b. Sole proprietor or single-member LLC. Enter your individual name as shown on
your 1040/1040A/1040EZ on line 1. You may enter your business, trade, or “doing
business as” (DBA) name on line 2.
c. Partnership, LLC that is not a single-member LLC, C Corporation, or S
Corporation. Enter the entity's name as shown on the entity's tax return on line 1 and
any business, trade, or DBA name on line 2.

If you are a nonresident alien or a foreign entity, give the requester the appropriate
completed Form W-8 or Form 8233.

d. Other entities. Enter your name as shown on required U.S. federal tax documents
on line 1. This name should match the name shown on the charter or other legal
document creating the entity. You may enter any business, trade, or DBA name on line 2.

Backup Withholding

e. Disregarded entity. For U.S. federal tax purposes, an entity that is disregarded as
an entity separate from its owner is treated as a “disregarded entity.” See Regulations
section 301.7701-2(c)(2)(iii). Enter the owner's name on line 1. The name of the entity
entered on line 1 should never be a disregarded entity. The name on line 1 should be the
name shown on the income tax return on which the income should be reported. For
example, if a foreign LLC that is treated as a disregarded entity for U.S. federal tax
purposes has a single owner that is a U.S. person, the U.S. owner's name is required to be
provided on line 1. If the direct owner of the entity is also a disregarded entity, enter the
first owner that is not disregarded for federal tax purposes. Enter the disregarded entity's
name on line 2, “Business name/disregarded entity name.” If the owner of the
disregarded entity is a foreign person, the owner must complete an appropriate Form
W-8 instead of a Form W-9. This is the case even if the foreign person has a U.S. TIN.

What is backup withholding? Persons making certain payments to you must under
certain conditions withhold and pay to the IRS 28% of such payments. This is called
“backup withholding.” Payments that may be subject to backup withholding include
interest, tax-exempt interest, dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, payments made in settlement of payment card and third
party network transactions, and certain payments from fishing boat operators. Real
estate transactions are not subject to backup withholding.
You will not be subject to backup withholding on payments you receive if you give the
requester your correct TIN, make the proper certifications, and report all your taxable
interest and dividends on your tax return.
Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,
2. You do not certify your TIN when required (see the Part II instructions on page 3 for
details),
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Line 2

2

However, the following payments made to a corporation and reportable on Form 1099MISC are not exempt from backup withholding: medical and health care payments,
attorneys' fees, gross proceeds paid to an attorney reportable under section 6045(f),
and payments for services paid by a federal executive agency.
Exemption from FATCA reporting code. The following codes identify payees that are
exempt from reporting under FATCA. These codes apply to persons submitting this form
for accounts maintained outside of the United States by certain foreign financial
institutions. Therefore, if you are only submitting this form for an account you hold in the
United States, you may leave this field blank. Consult with the person requesting this
form if you are uncertain if the financial institution is subject to these requirements. A
requester may indicate that a code is not required by providing you with a Form W-9
with “Not Applicable” (or any similar indication) written or printed on the line for a
FATCA exemption code.

If you have a business name, trade name, DBA name, or disregarded entity name, you
may enter it on line 2.

Line 3
Check the appropriate box in line 3 for the U.S. federal tax classification of the person
whose name is entered on line 1. Check only one box in line 3.
Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a partnership
for U.S. federal tax purposes, check the “Limited Liability Company” box and enter “P” in
the space provided. If the LLC has filed Form 8832 or 2553 to be taxed as a corporation,
check the “Limited Liability Company” box and in the space provided enter “C” for C
corporation or “S” for S corporation. If it is a single-member LLC that is a disregarded
entity, do not check the “Limited Liability Company” box; instead check the first box in
line 3 “Individual/sole proprietor or single-member LLC.”

A—An organization exempt from tax under section 501(a) or any individual retirement
plan as defined in section 7701(a)(37)

Line 4, Exemptions

B—The United States or any of its agencies or instrumentalities

If you are exempt from backup withholding and/or FATCA reporting, enter in the
appropriate space in line 4 any code(s) that may apply to you.

C—A state, the District of Columbia, a U.S. commonwealth or possession, or any of
their political subdivisions or instrumentalities

Exempt payee code.
• Generally, individuals (including sole proprietors) are not exempt from backup
withholding.

D—A corporation the stock of which is regularly traded on one or more established
securities markets, as described in Regulations section
1.1472-1(c)(1)(i)
E—A corporation that is a member of the same expanded affiliated group as a
corporation described in Regulations section 1.1472-1(c)(1)(i)

• Except as provided below, corporations are exempt from backup withholding for
certain payments, including interest and dividends.

F—A dealer in securities, commodities, or derivative financial instruments (including
notional principal contracts, futures, forwards, and options) that is registered as such
under the laws of the United States or any state

• Corporations are not exempt from backup withholding for payments made in
settlement of payment card or third party network transactions.
• Corporations are not exempt from backup withholding with respect to attorneys' fees
or gross proceeds paid to attorneys, and corporations that provide medical or health care
services are not exempt with respect to payments reportable on Form 1099-MISC.

G—A real estate investment trust
H—A regulated investment company as defined in section 851 or an entity registered
at all times during the tax year under the Investment Company Act of 1940

The following codes identify payees that are exempt from backup withholding. Enter
the appropriate code in the space in line 4.

I—A common trust fund as defined in section 584(a)

1—An organization exempt from tax under section 501(a), any IRA, or a custodial
account under section 403(b)(7) if the account satisfies the requirements of section 401(f)
(2)

J—A bank as defined in section 581
K—A broker
L—A trust exempt from tax under section 664 or described in section 4947(a)(1)

2—The United States or any of its agencies or instrumentalities

M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

3—A state, the District of Columbia, a U.S. commonwealth or possession, or any of
their political subdivisions or instrumentalities

Note. You may wish to consult with the financial institution requesting this form to
determine whether the FATCA code and/or exempt payee code should be completed.

4—A foreign government or any of its political subdivisions, agencies, or
instrumentalities

Line 5

5—A corporation

Enter your address (number, street, and apartment or suite number). This is where the
requester of this Form W-9 will mail your information returns.

6—A dealer in securities or commodities required to register in the United States, the
District of Columbia, or a U.S. commonwealth or possession

Line 6

7—A futures commission merchant registered with the Commodity Futures Trading
Commission

Enter your city, state, and ZIP code.

8—A real estate investment trust

Part I. Taxpayer Identification Number (TIN)

9—An entity registered at all times during the tax year under the Investment
Company Act of 1940

Enter your TIN in the appropriate box. If you are a resident alien and you do not have
and are not eligible to get an SSN, your TIN is your IRS individual taxpayer identification
number (ITIN). Enter it in the social security number box. If you do not have an ITIN, see
How to get a TIN below.

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution
12—A middleman known in the investment community as a nominee or custodian

If you are a sole proprietor and you have an EIN, you may enter either your SSN or EIN.
However, the IRS prefers that you use your SSN.

13—A trust exempt from tax under section 664 or described in section 4947

If you are a single-member LLC that is disregarded as an entity separate from its owner
(see Limited Liability Company (LLC) on this page), enter the owner’s SSN (or EIN, if the
owner has one). Do not enter the disregarded entity’s EIN. If the LLC is classified as a
corporation or partnership, enter the entity’s EIN.

The following chart shows types of payments that may be exempt from backup
withholding. The chart applies to the exempt payees listed above, 1 through 13.
IF the payment is for . . .

THEN the payment is exempt for . . .

Interest and dividend payments

All exempt payees except
for 7

Broker transactions

Exempt payees 1 through 4 and 6 through
11 and all C corporations. S corporations
must not enter an exempt payee code
because they are exempt only for sales of
noncovered securities acquired prior to
2012.

Note. See the chart on page 4 for further clarification of name and TIN combinations.
How to get a TIN. If you do not have a TIN, apply for one immediately. To apply for an
SSN, get Form SS-5, Application for a Social Security Card, from your local SSA office or
get this form online at www.ssa.gov. You may also get this form by calling
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer Identification
Number, to apply for an ITIN, or Form SS-4, Application for Employer Identification
Number, to apply for an EIN. You can apply for an EIN online by accessing the IRS website
at www.irs.gov/businesses and clicking on Employer Identification Number (EIN) under
Starting a Business. You can get Forms W-7 and SS-4 from the IRS by visiting IRS.gov or by
calling 1-800-TAX-FORM (1-800-829-3676).
If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN and write
“Applied For” in the space for the TIN, sign and date the form, and give it to the
requester. For interest and dividend payments, and certain payments made with respect
to readily tradable instruments, generally you will have 60 days to get a TIN and give it to
the requester before you are subject to backup withholding on payments. The 60-day
rule does not apply to other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to the requester.

Barter exchange transactions and patronage Exempt payees 1 through 4
dividends
Payments over $600 required to be reported Generally, exempt payees
1
2
and direct sales over $5,000
1 through 5
Payments made in settlement of payment
card or third party network transactions
1

Exempt payees 1 through 4

Note. Entering “Applied For” means that you have already applied for a TIN or that you
intend to apply for one soon.
Caution: A disregarded U.S. entity that has a foreign owner must use the appropriate Form
W-8.

See Form 1099-MISC, Miscellaneous Income, and its instructions.
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Part II. Certification

3

To establish to the withholding agent that you are a U.S. person, or resident alien, sign
Form W-9. You may be requested to sign by the withholding agent even if items 1, 4, or 5
below indicate otherwise.

4

You must show your individual name and you may also enter your business or DBA name on the
“Business name/disregarded entity” name line. You may use either your SSN or EIN (if you have one),
but the IRS encourages you to use your SSN.

List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the personal
representative or trustee unless the legal entity itself is not designated in the account title.) Also see
Special rules for partnerships on page 2.
*Note. Grantor also must provide a Form W-9 to trustee of trust.

For a joint account, only the person whose TIN is shown in Part I should sign (when
required). In the case of a disregarded entity, the person identified on line 1 must sign.
Exempt payees, see Exempt payee code earlier.

Note. If no name is circled when more than one name is listed, the number will be
considered to be that of the first name listed.

Signature requirements. Complete the certification as indicated in items 1 through 5
below.

Secure Your Tax Records from Identity Theft

1. Interest, dividend, and barter exchange accounts opened before 1984 and
broker accounts considered active during 1983. You must give your correct TIN, but
you do not have to sign the certification.

Identity theft occurs when someone uses your personal information such as your name,
SSN, or other identifying information, without your permission, to commit fraud or other
crimes. An identity thief may use your SSN to get a job or may file a tax return using your
SSN to receive a refund.

2. Interest, dividend, broker, and barter exchange accounts opened after 1983
and broker accounts considered inactive during 1983. You must sign the certification
or backup withholding will apply. If you are subject to backup withholding and you are
merely providing your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

To reduce your risk:
• Protect your SSN,

3. Real estate transactions. You must sign the certification. You may cross out item 2
of the certification.

• Ensure your employer is protecting your SSN, and

4. Other payments. You must give your correct TIN, but you do not have to sign the
certification unless you have been notified that you have previously given an incorrect
TIN. “Other payments” include payments made in the course of the requester’s trade or
business for rents, royalties, goods (other than bills for merchandise), medical and health
care services (including payments to corporations), payments to a nonemployee for
services, payments made in settlement of payment card and third party network
transactions, payments to certain fishing boat crew members and fishermen, and gross
proceeds paid to attorneys (including payments to corporations).

If your tax records are affected by identity theft and you receive a notice from the IRS,
respond right away to the name and phone number printed on the IRS notice or letter.

5. Mortgage interest paid by you, acquisition or abandonment of secured
property, cancellation of debt, qualified tuition program payments (under section
529), IRA, Coverdell ESA, Archer MSA or HSA contributions or distributions, and
pension distributions. You must give your correct TIN, but you do not have to sign the
certification.

Victims of identity theft who are experiencing economic harm or a system problem, or
are seeking help in resolving tax problems that have not been resolved through normal
channels, may be eligible for Taxpayer Advocate Service (TAS) assistance. You can reach
TAS by calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

• Be careful when choosing a tax preparer.

If your tax records are not currently affected by identity theft but you think you are at
risk due to a lost or stolen purse or wallet, questionable credit card activity or credit
report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit Form 14039.
For more information, see Publication 4535, Identity Theft Prevention and Victim
Assistance.

Protect yourself from suspicious emails or phishing schemes. Phishing is the
creation and use of email and websites designed to mimic legitimate business emails
and websites. The most common act is sending an email to a user falsely claiming to be
an established legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.

What Name and Number To Give the Requester
For this type of account:

Give name and SSN of:

1. Individual
2. Two or more individuals (joint
account)

The individual
The actual owner of the account or,
if combined funds, the first
1
individual on the account

3. Custodian account of a minor
(Uniform Gift to Minors Act)

The minor

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not a legal or valid trust under
state law
5. Sole proprietorship or disregarded
entity owned by an individual
6. Grantor trust filing under Optional Form
1099 Filing Method 1 (see Regulations
section 1.671-4(b)(2)(i)(A))

The grantor-trustee

For this type of account:
7. Disregarded entity not owned by an
individual
8. A valid trust, estate, or pension trust

2

1

The actual owner

Visit IRS.gov to learn more about identity theft and how to reduce your risk.
The owner

3

Privacy Act Notice

The grantor*

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to
persons (including federal agencies) who are required to file information returns with the
IRS to report interest, dividends, or certain other income paid to you; mortgage interest
you paid; the acquisition or abandonment of secured property; the cancellation of debt;
or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form
uses the information on the form to file information returns with the IRS, reporting the
above information. Routine uses of this information include giving it to the Department
of Justice for civil and criminal litigation and to cities, states, the District of Columbia, and
U.S. commonwealths and possessions for use in administering their laws. The
information also may be disclosed to other countries under a treaty, to federal and state
agencies to enforce civil and criminal laws, or to federal law enforcement and
intelligence agencies to combat terrorism. You must provide your TIN whether or not
you are required to file a tax return. Under section 3406, payers must generally withhold
a percentage of taxable interest, dividend, and certain other payments to a payee who
does not give a TIN to the payer. Certain penalties may also apply for providing false or
fraudulent information.

Give name and EIN of:
The owner
4

Legal entity

The corporation

11. Partnership or multi-member LLC
12. A broker or registered nominee

The partnership
The broker or nominee

13. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or prison)
that receives agricultural program
payments

The public entity

14. Grantor trust filing under the Form 1041
Filing Method or the Optional Form
1099 Filing Method 2 (see Regulations
section 1.671-4(b)(2)(i)(B))

The trust

2

If you receive an unsolicited email claiming to be from the IRS, forward this message to
phishing@irs.gov. You may also report misuse of the IRS name, logo, or other IRS property
to the Treasury Inspector General for Tax Administration (TIGTA) at 1-800-366-4484. You
can forward suspicious emails to the Federal Trade Commission at: spam@uce.gov or
contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT (1-877-438-4338).

1

9. Corporation or LLC electing
corporate status on Form 8832 or Form
2553
10. Association, club, religious, charitable,
educational, or other tax-exempt
organization

1

The IRS does not initiate contacts with taxpayers via emails. Also, the IRS does not
request personal detailed information through email or ask taxpayers for the PIN
numbers, passwords, or similar secret access information for their credit card, bank, or
other financial accounts.

The organization

List first and circle the name of the person whose number you furnish. If only one person on a joint
account has an SSN, that person’s number must be furnished.
Circle the minor’s name and furnish the minor’s SSN.
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AUTHORIZATION AGREEMENT FOR DIRECT DEPOSIT

Name:
Tax ID or SS#:
I hereby authorize U.S. Legal Support, Inc. to initiate credit entries to my account at the depository
financial institution named below and to credit the same such account.
Type of Account:

Checking

Savings

Name on Account:
9-digit Routing Number:
Account Number:
Bank Name:
Bank City and State:
Email Address for Remit:

I hereby authorize U.S. Legal Support, Inc. to initiate deposits of my pay and/or corrections to the previous
deposits to my checking or savings account at the financial institution named on this form. I understand and
acknowledge that my election to use this account is completely optional on my part. I understand that I am
solely responsible for the accuracy of the information I have submitted on this form. It is my responsibility to
notify U.S. Legal Support of any changes or corrections to my banking information. I agree to hold U.S. Legal
Support harmless for any erroneous deposits or adjustments. I understand that it is my responsibility to verify
funds deposited into my account before performing transactions on those funds. U.S. Legal Support is not
responsible for insufficient fund charges posted to this account
due to errors in electronic funds transfers.
This authorization is to remain in full force and effect until U.S. Legal Support has received written notification
from me of its termination in such time and in such manner as to afford U.S. Legal Support, Inc. and my
financial institution a reasonable opportunity to act on it.

Signature:

Date:

Note: All written credit authorizations must provide that the receiver may revoke the authorization
only by notifying the originator in the manner specified in the authorization.
ATTACH A VOIDED CHECK OR COPY OF CHECK
Do not use deposit tickets to obtain routing number
PLEASE EMAIL COMPLETED FORM TO CORPORATE ACCOUNTING DEPARTMENT:
ap-trade@uslegalsupport.com
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PAY CYCLE & TERMS

•

U.S. Legal Support remits payment to reporters on a biweekly basis. A schedule is
available at your local office. Cutoffs are based on the date the job is invoiced.
Cutoffs are as follows:
✓ 15th (or last business day prior to the 15th) – Paid on the first check of the
following month (typically the 7th)
✓ Last business day of the month – Paid on the second check of the following
month (typically the 22nd)

•

Although we have a very quick turnaround on invoicing, it is strongly
recommended that a job be submitted three days prior to the cutoff date to
accommodate the need for corrections, if necessary, and to ensure payment on
the following pay date.

•

U.S. Legal Support staffs an effective and diligent receivables department. We
endeavor to collect all monies owed. If for some reason we are unable to collect
for a certified copy that you may have been paid for, we will deduct that amount
from your subsequent check or ask you to return said funds if no money is currently
owed to you. Please be sure to get all copy orders on the record.
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MINIMUM TRANSCRIPT REQUIREMENTS

U.S. Legal Support adheres to the minimum transcript format standard
as outlined in Division 24 of Title 16 of the California Code of
Regulations; January 2000; Section 2473.
Title 16. Professional and Vocational Regulations
Division 24. Certified Shorthand Reporters Board
Article 8. Denial, Suspension and Revocation of Certificates
§ 2473. Minimum Transcript Format Standards.
(a) A reporter licensed under Chapter 13, Division 3 of the Code shall comply with the
following transcript format standards when producing a transcript in a legal
proceeding. If a reporter is employed by a court, either as an official or pro tem
official reporter, the transcript format set forth by state or local rules of court, or
adopted by that jurisdiction, if any, will supersede. If there are no transcript format
guidelines established within a jurisdiction, the following minimum transcript format
standards shall apply:
1) No fewer than 25 typed text lines per page;
2) A full line of text shall be no less than 56 characters unless timestamping is
used, in which case no fewer than 52 characters shall be used on a full line of
text;
3) Timestamping may only be printed on a transcript under any of the following
circumstances:
A.
when a deposition is videotaped;
B.
when requested by counsel on the record, or
C.
when a transcript will have not less than 56 characters per line.
4) Left-hand margin is defined as the first character of a line of text;
5) Each question and answer is to begin on a separate line;
6) Text is to begin no more than 10 spaces from the left margin. "Q" and "A"
Symbols shall appear within the first 8 spaces from the left-hand margin;
7) Carry-over "Q" and "A" lines to begin at the left-hand margin;
8) Colloquy and paragraphed material to begin no more than 10 spaces from
the left-hand margin with carry-over colloquy to the left-hand margin;
9) Quoted material to begin no more than 14 spaces from the left-hand margin
with carry-over lines to begin no more than 10 spaces from the left-hand
margin;
10)Parenthetical and exhibit markings of two lines or more shall be no less than 35
characters per line; and
11)In colloquy, text shall begin no more than two spaces after the colon following
speaker "ID."
(b) Failure to comply with these minimum standards, as noted above, constitutes
grounds for disciplinary action.
Note: Authority cited: Sections 8007, 8008 and 8025, Business and Professions Code.
Reference: Sections 8015 and 8025, Business and Professions Code.
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YESLAW REQUIREMENTS AND INSTRUCTIONS FOR DIGITAL SIGNATURE

We utilize YesLaw for the production of our transcripts.
This software enables court reporters to digitally sign ASCII (.txt) files created in their
CAT software and create a transcript file that will be submitted to Production.
Digitally signing a transcript makes the transcript tamper proof. Changes cannot be
made to the court reporter’s transcript without raising a warning within the viewing
application.
Please obtain a new digital signature certificate and create a graphic signature
(instructions follow).
More information and training is available, but if you have any questions, please
direct them to your General Manager.
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YESLAW REQUIREMENTS AND INSTRUCTIONS FOR DIGITAL SIGNATURE

Note: Use Chrome or Internet Explorer. Users have reported issues when using Mozilla Firefox.
Step 1 – DOWNLOAD YESLAW COURT REPORTER TOOL
This tool will be your new submission tool.
www.yeslaw.net/downloads/YesLawCourtReporterToolInstall.exe

Step 2 – OBTAIN A DIGITAL SIGNATURE
To digitally sign and certify a transcript, court reporters must have a digital signature certificate
issued by the certificate authority, YesLaw.

Complete the YesLaw Digital Certificate agreement
given to you by your General Manager. Sign in the box
provided. Upon completion of the form, return to
YewLaw, and they will create the graphic signature file
for you.

Step 3 – SAVING A GRAPHIC SIGNATURE FILE
Once you receive the graphic signature file back from YesLaw, download and save a copy of the image
to your computer.

Step 4 – YESLAW REPORTER TRANSCRIPT TOOL IMPORT AND SUBMISSION
Importing an ASCII, digitally and graphically signing and emailing into production
If you have not done so, please download the Yeslaw Reporter Transcript tool by clicking on the
below link and following the install wizard:
www.yeslaw.net/downloads/YesLawCourtReporterToolInstall.exe
22
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YESLAW REQUIREMENTS AND INSTRUCTIONS FOR DIGITAL SIGNATURE
Open the YesLaw Transcript Tool.
Click the browse button to find your
ASCII (.txt) on your computer.

Select the job file and click “Open”

Upon import, the Transcript Tool will
attempt to fill in the fields. Please
verify the information is correct.
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YESLAW REQUIREMENTS AND INSTRUCTIONS FOR DIGITAL SIGNATURE

Browse for your graphical signature
and insert by either double clicking
on the file or clicking open.

The Transcript Tool will attempt to
place your signature in the correct
spot. If it did not, you can easily
grab your signature and adjust
placement.

Click on “Apply digital signature”
and then click on “Installed
Certificate” and then browse for
your certificate. Note: The signature
will disappear when you click
“Installed Certificate” but will still
show up in final file. (You’ll notice
the path to the graphic signature is
still present telling you it’s still there)
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YESLAW REQUIREMENTS AND INSTRUCTIONS FOR DIGITAL SIGNATURE

Your certificate will now appear as
your email address. Select your
signature and select “Ok”.

Then enter your password and
confirm your password. Then click
“Save Transcript”.

The file will default to naming
convention of last name, first name
date. Note: the file will be saved as
a ytg file.

Step 5 – JOB SUBMISSION
Email your completed worksheet and transcript (.ytg) file(s) to the appropriate production
department emails listed on page 27.
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PROTOCOL FOR SUBMITTING A JOB

EXHIBIT TRACKING SHEET
Please submit your original exhibits with the Exhibit Tracking Sheet to your local USLS office or
regional production (U.S. Legal Support ATTN: Production | 15250 Ventura Blvd #410, Sherman
Oaks, CA 91403) within 2-3 business days unless expedited or for an MEB case - both of which are
due immediately.
Please send the original exhibits to production so that when your job arrives, the exhibits are
already in production ready to be attached. Use only one sheet per job. When sending, use a
reliable source which provides a tracking number, such as Federal Express or UPS. If using USPS, a
signature is required.
Please see the Exhibit Tracking Sheet example at page 147.
TRANSCRIPT FILE
Name your transcript file with the job number and your initials. (e.g. 183000pg)
Create a YTG (YesLaw).
COURT REPORTER WORKSHEET
Submit a worksheet for each job submitted to production. In instances of multiple depositions
assigned to one job number, please submit only one worksheet. Please label multiple depositions
in the following manner: 183000pga, 183000pgb, 183000pgc, etc.
Worksheets submitted must be complete. Make sure to put the ending time as well as the
beginning time on the worksheet, exhibit counts, page counts, all orders, special instructions, etc. If
you are requested to get a claim number or adjuster, please provide that information as well.
All rough draft requests must be confirmed in writing by the ordering party (e.g. e-mail from
requesting party or Copy Order Form).
Please see the Court Reporter Worksheet example at page 145.
SUBMIT TO USLS VIA E-MAIL
Please list the job date, witness name and job number in the subject line of the e-mail. (e.g.
01.01.2017 – SMITH – 183000PG) Files should be submitted to the “transcript” email for the office
which assigned the job to you.
Ensure that all case and witness information is correct, complete and consistent on all items
submitted (Transcript, Copy Order Form and Worksheet)
It is a good idea to request a return receipt. Each e-mail should include two files: the transcript file,
corresponding worksheet and Copy Order Form. Please include all items related to your
submission in ONE email.

26

Click to Return to Table of Contents

PROTOCOL FOR SUBMITTING A JOB

If the transcript is due on an expedited basis, include “EXPEDITE” in the subject line. (e.g. EXPEDITE –
01.01.2017 – SMITH – 183000PG). In instances of an expedited transcript, cc our production
manager, Jojo Hernandez (johernandez@uslegalsupport.com).
PRODUCTION DEPARTMENT CONTACTS
Transcript e-mails are for submission of transcripts ONLY.
The production e-mail westproductionalerts@uslegalsupport.com should be used for any other
inquiries regarding production.
When providing rough drafts to requesting parties, please also cc westroughs@uselgalsupport.com.
In the event the office receives an additional request for a rough draft while you are either on a
job or on vacation, this will enable the office to facilitate the request in a more expeditious
manner.
All other reporter inquiries (pay questions, calendar, etc.) should be directed to your general
manager.

The following emails are for submitting transcripts, worksheet, copy order form (include all items
related to submission of transcript in ONE email):
Arizona:

AZtranscripts@uslegalsupport.com

Costa Mesa:

CMtranscripts@uslegalsupport.com

Fresno:

FRESNOtranscripts@uslegalsupport.com

LA/Sherman Oaks: LAtranscripts@uslegalsupport.com
Nevada:

NVtranscripts@uslegalsupport.com

Ontario:

ONTtranscripts@uslegalsupport.com

Oregon:

ORtranscripts@uslegalsupport.com

Sacramento:

SACtranscripts@uslegalsupport.com

San Diego:

SDtranscripts@uslegalsupport.com

San Francisco:

SFtranscripts@uslegalsupport.com

Washington:

WAtranscripts@uslegalsupport.com
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MARKING/HANDLING EXHIBITS

•

Exhibits must be submitted within 2 – 3 days of deposition to your local USLS office
(hand deliver) or mailed to Production (U.S. Legal Support ATTN: Production | 15250
Ventura Blvd #410, Sherman Oaks, CA 91403). Remember: exhibits are uploaded to
your RB Web portal for use during transcribing. Instructions on how to access the
exhibits on RB Web are on the following page.

•

Original exhibits must be submitted to be attached to the original transcript.

•

The word “Exhibit” must appear before the numerical number or alphabetical letter
on the index page. This is required to facilitate linking of exhibits to the PDF files.

•

Do not use the same exhibit number/letter in naming Plaintiff and Defendant
exhibits. For example, Defense needs to be marked as A, B, C, etc. and Plaintiff as 1,
2, 3, etc. We cannot have both Defense A, B, C, and Plaintiff A, B, C. This causes a
problem when linking exhibits to the PDF files.

•

The exhibit sticker should contain the following information:
o Witness’s name
o Date of proceeding
o Exhibit number/letter
>>>Find an example of the exhibit index on page 40<<<
>>>Find an example of the exhibit tracking form on page 147<<<
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ACCESSING EXHIBIT FILES ON RB WEB

GO TO: https://reporterbase.uslegalsupport.com/RBWebCA/Reporter/

Here you will see the main login page:

Enter Your Username and Password
NOTE: If you do not know your username and password, please contact
laproduction@uslegalsupport.com

Click on “Repository”

Search for the job by Date, Case or Job number

Once your search is complete, click on the Job number link
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ACCESSING EXHIBIT FILES ON RB WEB
You will be able to see all of the exhibits and final transcript for that job.

Click on the download button next to the file you need
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QUICK REFERENCE GUIDE FOR CODE FAQS

30(b)(6) Witness
•

When a company gets sued, the “discovery” process of exchanging evidence begins.
One discovery method is the Rule 30(b)(6) deposition. Unlike a deposition of an
individual, a Rule 30(b)(6) deposition is noticed to the company itself, and designates
specific topics on which the company must be prepared to answer questions. Because
the company must prepare a witness (or witnesses) to testify on these topics that may
encompass broad timeframes, complicated processes, and the knowledge of many
current and former employees, the company often selects an employee who is most
knowledgeable about the case and the topic on which testimony is sought.
o The Federal Code of Civil Procedure provides as follows:
Federal Code Section 30 (b) Notice of the Deposition; Other Formal
Requirements
(6) Notice or Subpoena Directed to an Organization. In its notice or subpoena,
a party may name as the deponent a public or private corporation, a
partnership, an association, a governmental agency, or other entity and must
describe with reasonable particularity the matters for examination. The named
organization must then designate one or more officers, directors, or managing
agents, or designate other persons who consent to testify on its behalf; and it
may set out the matters on which each person designated will testify. A
subpoena must advise a nonparty organization of its duty to make this
designation. The persons designated must testify about information known or
reasonably available to the organization. This paragraph (6) does not
preclude a deposition by any other procedure allowed by these rules.

Sharing copies
•

Upon occasion our attorney clients are asked by opposing counsel to provide a copy of
a transcript that our client had purchased from the court reporter. Our client doesn’t
want to feel obligated to give the transcript to opposing counsel and will ask us to give
them a legal cite that they can use to tell their opposing counsel to contact the court
reporter for the Certified Copy.
o The California Government Code provides as follows:
Government Code Section 69954
(d) Any court, party, or person who has purchased a transcript may, without
paying a further fee to the reporter, reproduce a copy or portion thereof as an
exhibit pursuant to court order or rule, or for internal use, but shall not otherwise
provide or sell a copy or copies to any other party or person.

Backup Audio Media
•
•

Backup Audio Media (BAM) is the generic term for any audio recording, including the
audio synchronization tool built into computer-aided translation (CAT) software.
The duties and responsibilities of the certified shorthand reporter (CSR) regarding
preservation of the official record are not changed by the use of BAM. Stenographic
notes are the official record.
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•

•
•
•

•
•

It is the obligation of the CSR to interrupt the proceedings when the record is in jeopardy
due to the speed of the testimony, unintelligible and/or simultaneous speakers, et
cetera.
It is the duty of the CSR to read back from the stenographic notes, which are the official
record, and no playback of the recording in lieu of readback is allowed.
CSRs must comply with all applicable local, state and federal rules and/or laws to ensure
the integrity of the record, including California Penal Code 632.
When a backup recording is made by a CSR at his or her own discretion and not
otherwise ordered for preservation by any federal, state or local law and/or rule, it is the
personal property of the CSR and there is no public entitlement to these recordings.
The BAM file may be provided at the request of an attorney and/or a party to a
proceeding at the discretion of the CSR.
If the BAM is going to be released, the following best practices should be used:
o Providing BAM at the request of an attorney or party to a proceeding:
▪ If the BAM is made available to any court reporting firm or party in a case,
it is the responsibility of the CSR to ensure that no confidential or off-the
record discussions are contained in the released recording.
▪ If the CSR decides to release the BAM, the CSR and/or reporting firm
should release a copy and not the original (unless ordered otherwise by a
court.) The original should be maintained for no less than one year.
▪ If the CSR and/or reporting firm makes available a copy of the BAM to one
party, the same offer must be made at the same time to the other
party(ies) to the proceeding.
▪ CSRs and/or reporting firms should check all applicable local, state and
federal laws, rules and regulations to ensure that creating a backup audio
media is in compliance with those laws, rules and regulations, including but
not limited to California Penal Code 632, which prohibits eavesdropping on
or recording confidential communications.
▪ If the CSR and/or reporting firm offers BAM as a value-added service, all
parties should be advised prior to the start of the proceeding.
▪ If the transcript or any portion thereof is designated confidential or sealed,
the BAM file shall be clearly labeled as such.

Moving for a protective order
•

Moving for protective order
o The California Code of Civil Procedure provides as follows:
C.C.P. Section 2025.420
(a) Before, during, or after a deposition, any party, any deponent, or any other
affected natural person or organization may promptly move for a protective
order. The motion shall be accompanied by a meet and confer declaration
under Section 2016.040.
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Off the record request
•

The deposition officer may not suspend the taking of testimony unless all present parties
stipulate to the request unless a party demands the deposition be suspended in order
for that party to move for a protective order. Without the request of a protective order,
best practice is always to remain on the record as there is a remedy in the form of a
courtorder for testimony to be stricken, but there is no remedy for recapturing
testimony that was not reported
o

The California Code of Civil Procedure provides as follows:
C.C.P. Section 2025.470
The deposition officer may not suspend the taking of testimony without the
stipulation of all parties present unless any party attending the deposition,
including the deponent, demands that the deposition officer suspend taking the
testimony to enable that party or deponent to move for a protective order under
Section 2025.420 on the ground that the examination is being conducted in bad
faith or in a manner that unreasonably annoys, embarrasses, or oppresses that
deponent or party.

Citing a Witness/Motion to Compel
o

The California Code of Civil Procedure provides as
follows:
C.C.P. Section 2025.480
(a) If a deponent fails to answer any question or to produce any document,
electronically stored information, or tangible thing under the deponent’s
control that is specified in the deposition notice or a deposition subpoena, the
party seeking discovery may move the court for an order compelling that
answer or production.
(b) This motion shall be made no later than 60 days after the completion of the
record of the deposition, and shall be accompanied by a meet and confer
declaration under Section 2016.040.
(c) Notice of this motion shall be given to all parties and to the deponent either
orally at the examination, or by subsequent service in writing. If the notice of the
motion is given orally, the deposition officer shall direct the deponent to attend
a session of the court at the time specified in the notice.
(h) Not less than five days prior to the hearing on this motion, the moving party
shall lodge with the court a certified copy of any parts of the stenographic
transcript of the deposition that are relevant to the motion. If a deposition is
recorded by audio or video technology, the moving party is required to lodge a
certified copy of a transcript of any parts of the deposition that are relevant to
the motion.
(i) If the court determines that the answer or production sought is subject to
discovery, it shall order that the answer be given or the production be made on
the resumption of the deposition.

33

Click to Return to Table of Contents

QUICK REFERENCE GUIDE FOR CODE FAQS
Seven-Hour limit
•

California Code of Civil Procedure section 2025.290 limits, with stated exceptions, a
deposition to seven hours. This law is a requirement to be followed by the attorneys,
leaving the court reporter with no legal responsibility as far as implementation of this
statute. That being said, with the prevalence of the time-stamping feature incorporated
into CAT software, timing breaks is a simple thing to do in order to facilitate the
timekeeping task.
o The California Code of Civil Procedure provides as follows:
C.C.P. Section 2025.290
(a) Except as provided in subdivision (b), or by any court order, including a case
management order, a deposition examination of the witness by all counsel, other
than the witness’ counsel of record, shall be limited to seven hours of total
testimony. The court shall allow additional time, beyond any limits imposed by this
section, if needed to fairly examine the deponent or if the deponent, another
person, or any other circumstance impedes or delays the examination.
(b) This section shall not apply under any of the following circumstances:
(1) If the parties have stipulated that this section will not apply to a specific
deposition or to the entire proceeding.
(2) To any deposition of a witness designated as an expert pursuant to
Sections 2034.210 to 2034.310, inclusive.
(3) To any case designated as complex by the court pursuant to Rule 3.400 of
the California Rules of Court, unless a licensed physician attests in a
declaration served on the parties that the deponent suffers from an illness or
condition that raises substantial medical doubt of survival of the deponent
beyond six months, in which case the deposition examination of the witness by
all counsel, other than the witness’ counsel of record, shall be limited to two
days of no more than seven hours of total testimony each day, or 14 hours of
total testimony.
(4) To any case brought by an employee or applicant for employment against
an employer for acts or omissions arising out of or relating to the employment
relationship.
(5) To any deposition of a person who is designated as the most qualified
person to be deposed under Section 2025.230.
(6) To any party who appeared in the action after the deposition has
concluded, in which case the new party may notice another deposition
subject to the requirements of this section.
(c) It is the intent of the Legislature that any exclusions made by this section shall
not be construed to create any presumption or any substantive change to
existing law relating to the appropriate time limit for depositions falling within the
exclusion. Nothing in this section shall be construed to affect the existing right of
any party to move for a protective order or the court’s discretion to make any
order that justice requires to limit a deposition in order to protect any party,
deponent, or other natural person or organization from unwarranted annoyance,
embarrassment, oppression, undue burden, or expense.
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TRANSCRIPT COVERS &
FORMATS
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STANDARD FORMAT

Remove volume language
from transcript if deposition
concludes.
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STANDARD FORMAT
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STANDARD FORMAT
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STANDARD FORMAT

Align "Page" numbers to right margin.

IF INFORMATION /DOCUMENTS ARE
NOT RE QUESTED OR THERE ARE NO
QUESTIONS MARKED, PLEASE
REMOVE THESE ITEMS FROM THIS
PAGE.
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STANDARD FORMAT

Align "Exhibit #" with left margin and
page numbers with right margin.
Include Bates numbers on
complex/CD cases and as
requested by counsel.

IF NO EXHIBITS ARE OFFERED, INSERT
“(NONE OFFERED)”
LANGUAGE ON THIS PAGE.
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STANDARD FORMAT
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STANDARD FORMAT
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PMK WINTESS FORMAT

43

Click to Return to Table of Contents

PMK WINTESS FORMAT
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PMK WINTESS FORMAT
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PMK WINTESS FORMAT
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EXPERT WITNESS FORMAT
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EXPERT WITNESS FORMAT
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EXPERT WITNESS FORMAT
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EXPERT WITNESS FORMAT
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FULL CAPTION OPTION & CONTINUED LANGUAGE
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FULL CAPTION OPTION & CONTINUED LANGUAGE
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FULL CAPTION OPTION & CONTINUED LANGUAGE
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CONFIDENTIAL TRANSCRIPT FORMAT

Please use the following formats
to create two separate
confidential transcript files.
Please use parentheticals at page
59 in the primary transcript.
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CONFIDENTIAL TRANSCRIPT FORMAT
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CONFIDENTIAL TRANSCRIPT FORMAT

List pages containing confidential testimony under this heading
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CONFIDENTIAL TRANSCRIPT FORMAT
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CONFIDENTIAL TRANSCRIPT FORMAT
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CONFIDENTIAL TRANSCRIPT FORMAT

This parenthetical should be entered at the break in the
transcript where confidential testimony takes place. Resume
non-confidential testimony on new page after this parenthetical.
This parenthetical should be entered on a new page at
the commencement of confidential testimony.

This parenthetical should be entered at the conclusion
of confidential testimony.
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CONFIDENTIAL TRANSCRIPT FORMAT (CONFIDENTIAL PORTION)
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CONFIDENTIAL TRANSCRIPT FORMAT (CONFIDENTIAL PORTION)
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CONFIDENTIAL TRANSCRIPT FORMAT (CONFIDENTIAL PORTION)
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CONFIDENTIAL TRANSCRIPT FORMAT (CONFIDENTIAL PORTION)

At the conclusion of confidential testimony, the
reporter will insert the errata sheet, witness
declaration page, and reporter certificate page.
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VIDEO TRANSCRIPT FORMAT
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VIDEO TRANSCRIPT FORMAT

65

Click to Return to Table of Contents

INTERPRETED DEPOSITION FORMAT
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INTERPRETED DEPOSITION FORMAT
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INTERPRETED DEPOSITION FORMAT
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INTERPRETED DEPOSITION FORMAT
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INTERPRETED DEPOSITION FORMAT

When applicable.
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INTERPRETED DEPOSITION FORMAT

Include witness certificate, errata page and reporter
certificate after certificate of reader-interpreter.
Northern California, please also include witness letter.

71

Click to Return to Table of Contents

ARBTRATION FORMAT
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ARBITRATION FORMAT
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ARBITRATION FORMAT
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ARBITRATION FORMAT
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ARBITRATION FORMAT
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ARBITRATION FORMAT

Remove typical "witness" language
from certificates for arbitrations.

77

Click to Return to Table of Contents

EXAMINATION UNDER OATH FORMAT
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EXAMINATION UNDER OATH FORMAT
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EXAMINATION UNDER OATH FORMAT
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EXAMINATION UNDER OATH FORMAT
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WORKERS' COMPENSATION FORMAT
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WORKERS' COMPENSATION FORMAT
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #1

84

Click to Return to Table of Contents

SUBSTITUTION OF REPORTER FORMAT - REPORTER #1
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #1
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #1
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #1
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #1
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #2
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #2
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #2
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SUBSTITUTION OF REPORTER FORMAT - REPORTER #2
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SUBSTITUTION OF REPORTER - FORMAT #2

***The oath must be
re-administered by
the new deposition
officer.

***The second reporter will insert the witness
declaration page and errata sheet.

94

Click to Return to Table of Contents

30(b)(6) WITNESS FORMAT
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JUDGMENT DEBTOR'S EXAM FORMAT
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PARENTHETICALS
***Except for “Luncheon Recess” all parentheticals should be
placed at the colloquy margin in the transcript***
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SAME LANGUAGE STIPULATION

*** Insert this language before the reiteration of a standard
stipulation that has been agreed to by counsel.***
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REALTIME/ROUGH DRAFT DISCLAIMER

Include this as a running header
for each page of the transcript

***Please include this disclaimer at the beginning of
each Realtime feed and/or rough drafts provided at
the conclusion of the deposition.***
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ADDITIONAL TRANSCRIPT REQUIREMENTS

o Include end time at the end of the transcript.
Example: (Deposition concluded at 4:09 p.m.) or (Deposition adjourned at
4:09 p.m.) Use adjourned language when the deposition is left open for
another session
o No “BY MR.”s or “EXAMINATION/FURTHER EXAMINATION” on line 25. Use
“///” and move to line 1 of the following page
o Do not include timestamps unless requested by counsel regardless if it’s a
videotaped proceeding. Timestamps will not be included by production
unless such requests/instructions are noted on worksheet.
o Parentheticals should be placed at same margin as colloquy
o No headers or footers are necessary; please be sure to remove.
o Bates numbers are only required on the index page for construction
defect matters or at the request of counsel
o Please ensure that your YTG signature is affixed to the proper line before
submitting to production.
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AFFIDAVITS
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DECLARATION OF NONAPPEARANCE
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DECLARATION OF NONAPPEARANCE
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DECLARATION OF NONAPPEARANCE
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DECLARATION OF NONAPPEARANCE WITH STATEMENT BY COUNSEL
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DECLARATION OF NONAPPEARANCE WITH STATEMENT BY COUNSEL
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DECLARATION OF NONAPPEARANCE WITH STATEMENT BY COUNSEL
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DECLARATION OF NONAPPEARANCE WITH STATEMENT BY COUNSEL

)
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PRODUCTION OF RECORDS
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PRODUCTION OF RECORDS
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AFFIDAVIT OF CORRECTION FORMAT
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CERTIFICATIONS & READ
AND SIGN REQUIREMENTS

112

Click to Return to Table of Contents

FEDERAL CASE REQUIREMENTS

•
With the exception of cases pending in Arizona or subpoenas issued from
Arizona, the court reporter should NOT inquire about signature.
•
The location of the deposition does not alter your behavior. Always
follow Federal read and sign rules for cases pending in Federal jurisdictions,
regardless of where the deposition is taking place. Example of a Federal case
caption: United States District Court for the Central District of California.
•
On request by the deponent or a party before the deposition is
completed . . . The officer must note in the certificate prescribed by Rule 30(f)
(1) whether a review was requested and, if so, must attach any changes the
deponent makes during the 30-day period.
o

Court Reporter Actions:
1.
Do not ask or inquire about signature. The request from the
deponent or party must come BEFORE the deposition is completed.
2.
Note in your certificate whether a review was requested
and, if necessary, include the Acknowledgment page in the
transcript. (See following sample language)
3.
Keep audio running and ensure all discussions regarding
signature are on the record.
>>>Example of a Federal certificate can be found on page 119<<<
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STATE CERTIFICATION PAGE & REQUIREMENTS

State Case Requirements
•

If the deposition is taking place outside the jurisdiction where the case is
pending, the Rules of the state where the case is pending (the forum
state) always apply unless: The deponent is appearing by subpoena and
the subpoena is issued from the state where the deposition is to be taken,
the “discovery state.” In this case, the rules of the discovery state apply; in
other words, the rules of the state where the deponent is located.

•

Workers’ Compensation cases following corresponding state guidelines

ARIZONA - Before completion of the deposition and if not otherwise informed by
counsel, the officer shall advise a deponent of the right to review, modify, and
sign the transcript or affirm the accuracy of the audio or video recording …
o

Court Reporter Action:
1. Before completion of the deposition and if not otherwise
informed by counsel, the Reporter shall advise deponent of
right to read and sign or affirm accuracy.

>>>Examples of Arizona certificates can be found on page 120<<<

CALIFORNIA - The deposition officer shall send written notice to the deponent and
to all parties attending the deposition when the original transcript of the testimony
for each session of the deposition is available for reading, correcting, and signing,
unless the deponent and the attending parties agree on the record that the
reading, correcting, and signing of the transcript of the testimony will be waived.
o

Court Reporter Action:
1. Do not ask or inquire about signature. Signature is deemed
NOT waived unless the deponent AND the attending parties
agree on the record that the reading and signing is waived.

>>>Examples of Southern California certificates can be found on page 125<<<
>>>Examples of Northern California certificates can be found on page 128<<<
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STATE CERTIFICATION PAGE & REQUIREMENTS

NEVADA - If requested by the deponent or a party before completion of the
deposition, the deponent shall have 30 days after being notified by the officer...
o

Court Reporter Actions:
1. Do not ask or inquire about signature. It is deemed
waived unless requested by the deponent OR any party
BEFORE completion of the deposition
2. Note in your certificate whether a review was requested
and, if necessary, include the Acknowledgment page in
the transcript. See sample language below
3. Keep audio running until deposition is complete.

>>>Examples of Nevada certificates can be found on page 132<<<

OREGON - … if any party or the witness so requests at the time the deposition is
taken, the recording or transcription shall be submitted to the witness for
examination, changes, if any, and statement of correctness.
o

Court Reporter Action:
1. Do not ask or inquire about signature. It is deemed
waived unless requested by the deponent OR any party
AT THE TIME the deposition is taken.

>>>Examples of Oregon certificates can be found on page 136<<<

WASHINGTON - When the testimony is fully transcribed the deposition shall be
submitted to the witness for examination and shall be read to or by the witness,
unless such examination and reading are waived by the witness and by the
parties.
o

Court Reporter Action:
1. Do not ask or inquire about signature. It is deemed NOT
waived unless waived by the witness AND the parties. The
rule is silent about whether or not the waiver must occur
before the deposition is complete or on the record.

>>>Examples of Washington certificates can be found on page 140<<<
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ARBITRATION REQUIREMENTS

Arbitration Tribunals
•
If the case is pending before an arbitration tribunal, absent direction
from the tribunal or counsel to the contrary and regardless of the venue of
the arbitration, the Court Reporter shall:
1. Not ask about signature
2. If signature is not discussed, the following parenthetical should be
included at the end of the proceedings: “Off the record a
XX:XX a.m./p.m.”
>>>Example of an Arbitration certificate can be found on page 77<<<
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EXAMINATIONS UNDER OATH REQUIREMENTS

Examinations Under Oath
•
Examinations Under Oath are subject to the language contained in
the policy of insurance and therefore the reporter should not inquire about
signature unless indicated otherwise by Counsel or on the Job Assignment
Sheet.
o

Court Reporter Actions:
1. Do not ask or inquire about signature
2. In the absence of directions to the contrary by the client or
on the Job Assignment Sheet, if the Witness or party does
NOT request read and sign before the EUO is completed,
use the following blurb at the end of the EUO: “(The
Examination Under Oath of XXX was concluded at XX:XX
a.m./p.m.)”
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FORMS
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FEDERAL CERTIFICATE

Select
appropriate
choice
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ARIZONA CERTIFICATE

Include the Interpreter Signature page (if
applicable), Witness Certificate, Deposition
Errata Sheet & Reporter Certificate at the
end of each transcript.
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ARIZONA CERTIFICATE
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ARIZONA CERTIFICATE
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ARIZONA CERTIFICATE
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ARIZONA CERTIFICATE

**Important: The witness letter should be dated two (2) days
later than the date of submission of the transcript.

If signature is waived, remove
witness letter.
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SOUTHERN CALIFORNIA CERTIFICATE

Include the Interpreter Signature page (if
applicable), Witness Certificate,
Deposition Errata Sheet & Reporter
Certificate at the end of each transcript.
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SOUTHERN CALIFORNIA CERTIFICATE
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SOUTHERN CALIFORNIA CERTIFICATE
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NORTHERN CALIFORNIA CERTIFICATE

Include the Interpreter Signature page (if
applicable), Witness Certificate,
Deposition Errata Sheet & Reporter
Certificate & Letter to Witness at the end
of each transcript.
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NORTHERN CALIFORNIA CERTIFICATE
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NORTHERN CALIFORNIA CERTIFICATE

l
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NORTHERN CALIFORNIA CERTIFICATE

**Important: The witness letter should be dated two (2)
days later than the date of submission of the transcript.

If signature is waived, remove
witness letter.
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NEVADA CERTIFICATE

Include the Interpreter Signature page (if
applicable), Witness Certificate,
Deposition Errata Sheet & Reporter
Certificate at the end of each transcript.
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NEVADA CERTIFICATE
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NEVADA CERTIFICATE
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NEVADA CERTIFICATE

**Important: The witness letter should be dated two (2) days
later than the date of submission of the transcript.

If signature is waived, remove
witness letter.
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OREGON CERTIFICATE

Include the Interpreter Signature page (if
applicable), Witness Certificate,
Deposition Errata Sheet & Reporter
Certificate at the end of each transcript.
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OREGON CERTIFICATE
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OREGON CERTIFICATE
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OREGON CERTIFICATE

**Important: The witness letter should be dated two (2)
days later than the date of submission of the transcript.

If signature is waived, remove
witness letter.
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WASHINGTON CERTIFICATE

Include the Interpreter Signature page (if
applicable), Witness Certificate,
Deposition Errata Sheet & Reporter
Certificate at the end of each transcript.
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WASHINGTON CERTIFICATE
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WASHINGTON CERTIFICATE
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WASHINGTON CERTIFICATE
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WASHINGTON CERTIFICATE

**Important: The witness letter should be dated two (2) days
later than the date of submission of the transcript.

If signature is waived, remove
witness letter.
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COURT REPORTER WORKSHEET

Witness Name

Vol.

x

Deposition

Billing Type

x

Light / Regular

First Exhibit

Job Date

Job Number

Due Date

Did job take place at USLS office?

Yes

No

Original held by Code?

Yes

No

Last Exhibit

Workers Comp
Medium

Start Time

End Time

EUO

Exhibits Delivered Via

Hearing / Arbitration

Heavy / Technical

Non-Appearance

Sent Date

Trial

Cert of Non-Appearance

Caption

Proceeding Type

Pages

Reporter

Total Pages

O+?
Firm

Expedite Days

Video

Attorney

O&1

Yes
Copy

No
Exhibits

Interpreter Yes
Rough

No

Realtime Shipping Cost

x
x
x
x
x
x
x
x
x
x
Original Transcript Sent To:
Please include witness address if handled by code along with address for SASE.

Wait Time (hrs)

Overtime (hrs)

Sat/Sun

Misc. Costs

Instructions

Parking Cost
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COURT
REPORTER
WORKSHEET
Court
Reporter
Worksheet

Vol.

Last Exhibit

Job Date

Job Number

Due Date

B&W Pages

Did job take place at USLS office?

Yes

No

Original held by Code?

Yes

No

Color Pages

Oversized

Square Ft.

Emailed On

Shipped On

Production Notes

PRODUCTION USE ONLY

Witness Name

Reporter

Appearances - include email addresses for all appearances.
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EXHIBIT TRACKING SHEET

Reporter

Job Date

Job Number

Original &

Copies

Case Name

Original exhibits must be submitted within 2 - 3 days of deposition to your local USLS office (hand deliver) or
mailed to Production (U.S. Legal Support ATTN: Production | 15250 Ventura Blvd #410, Sherman Oaks, CA 91403).
Remember: exhibits are uploaded to your RBWeb portal for use during transcribing.
Page Count
Witness Name (ensure witness name is consistent on all forms)

First Exhibit

Last Exhibit

B&W

Color

Oversize Sq. Ft.

CD

DVD

0

0

0

0

0

TOTALS

Affiliate Job

Yes

No

Originals Attached to Transcript

Yes

No

Expedited

Yes

No

Due Date

Originals Returned To (if applicable)

Special Instructions

Scanned By:

Uploaded By:
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CERTIFIED COPY ORDER FORM

Witness:

Date:

Case:

Job Number:

Certified
Copy*

Name / Firm / Email

Rough
Draft**

Interactive
Realtime**

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

yes

no

Signature

*Standard Deliverable: Digital certified copy of transcript with word index, condensed transcript, exhibits and Litigation Support Package (PDF,
ASCII, MDB (Sanction), XMEF (TextMap), SBF (Summation) & LEF (LiveNote)).
**Rough draft and/or interactive Realtime are additional services, are subject to additional fees, and require the purchase of a certified copy.
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YESLAW DIGITAL CERTIFICATE AGREEMENT
Licensee (Reporter):

Company or Court:

Mailing Address:

State and CSR #:
E-mail Address:

City, State, Zip:

Phone Number:

Credit Card #:

Name on Card:

Credit Card
Billing Zip Code:

Expiration Date
on Credit Card:

Signature:

Today’s Date:

Pricing
The pricing for YesLaw to issue a digital certificate is...

Agreement
This Agreement (“Agreement”) is executed as of the above
date by and between YesVideo, Inc., a Delaware
corporation (“YesVideo”), and Licensee (“Reseller”) as
defined above. Reseller desires to utilize YesVideo digital
signature certificate applied to PDF formatted transcripts for
the purpose of reselling them to lawyers, law firms and
other legal professionals (“End Customers”).

YesLaw Transcript Generator Digital Certificate
per digital certificate (one time fee)

$25.00

The digital certificate may be loaded onto one or more
computers at no additional cost. YesLaw highly
recommends a backup copy of the digital certificate be
kept in a secure location. Reissue of a YesLaw Digital
Certificate will require payment for a new certificate.

YesLaw Transcript Generator Digital Certificates
The YesLaw Transcript Generator Digital Certificate allows
users to produce YesLaw PDF transcript files with an added
digital certificate. Such transcripts when viewed within
Adobe Acrobat or Acrobat Reader, will indicate if the
stenographic record of the transcript has been modified
after production.

Licensing Agreement
Use of the YesLaw Transcript Generator Software requires
the submission of a signed Agreement to YesLaw and
acceptance of a Licensing Agreement which shall be
presented upon installation of the software.

YesLaw Transcript Generator
The YesLaw Transcript Generator is software to run on
Windows PCs that converts court reporter text or ASCIIformatted transcript files to PDF-formatted, full and
condensed transcripts. The digital certificate issued by
YesLaw is meant for the exclusive use of signing transcripts
made with the YesLaw Transcript Generator.

Payment Terms
In consideration for the rights granted hereunder, Licensee
shall pay all fees due to YesVideo prior to issuance of the
digital certificate. Licensee shall make payments either by
check mailed to YesVideo or by credit card.

Digital Certificate Requirements
With the YesLaw Transcript Generator software, transcripts
can be produced without a digital certificate or with digital
certificates obtained from other certificate authorities. It is
not absolutely required to obtain a digital certificate from
YesLaw.

Finalize Agreement
To finalize this agreement, complete and fax this page to
855.493.7529 or fill in the form electronically or scan then
email to LSupport@Yesvideo.com. We will deliver your
digital certificate by email.
Questions
If you have any questions, call 800.910.5009 or e-mail
LSupport@Yesvideo.com.

Limitations
The YesLaw Digital Certificate can only be used for
addition to PDF transcripts produced within the YesLaw
Transcript Generator and for the purpose of tamperproofing the PDF transcripts files. Users cannot us this digital
certification for other digital signature purposes.
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MEMORANDUM OF UNDERSTANDING

If parties in a case wish to split billing for a particular job, it is important to have those
instructions memorialized and agreed to by all parties. The following document is helpful in
securing written confirmation.
If the form is not already completed and on file, your general manager may ask you to
secure this at the time of the proceeding. If so, please complete the form in its entirety, and
submit with your transcript and worksheet.
Any billing and cost inquiries from the client should be directed to your general manager.
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MEMORANDUM OF UNDERSTANDING

Re:
The parties undersigned below agree to share equally the fees for court
reporting services rendered in the matter referenced above. Services for
this matter will be charged at the rates attached. Each party will be
invoiced an equal share of the per diem fee and charges associated
with the original transcript. Should any party require a certified copy or
other additional ancillary services, such as a rough draft, interactive
realtime feed, etc., the ordering party will be solely responsible for those
additional services.
Agreed:
Signature:
Name:
Firm:
Date:

Signature:
Name:
Firm:
Date:

Signature:
Name:
Firm:
Date:
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REPORTER TRANSCRIPT PROOFREADING CHECKLIST

COVER PAGE:
1. Case name/title
• Workers’ Compensation (Applicant/Defendant)
• Claim/UM/UIM (Claimant/Respondent)
• Civil Court (Plaintiff/Defendant)
2. Deponent’s name (Check spelling and uniformity on all cover and declaration
pages)
3. Date, Day, & Time of deposition
4. Location of deposition
5. Header and Footer (remove)
APPEARANCE PAGE:
1. Firm Name (Check spelling)
2. Firm Address (Suite number)
EXAMINATION PAGE:
1. Deponent’s Name
2. Page Numbers (Examination)
3. Page Numbers (Requested info)
INDEX TO EXHIBITS:
1.
2.
3.
4.

Deponent’s Name
Case Name
Date of Deposition (Day/Year)
Page Numbers

FIRST PAGE OF TESTIMONY:
1.
2.
3.
4.

City and State
Date and Time
Deponent’s Name
Examining Attorney’s name
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REPORTER TRANSCRIPT PROOFREADING CHECKLIST

LAST PAGE OF TESTIMONY
1. Read stipulation carefully
• Original held to CODE – if reporter is not released of his/her court duties
• NOT held to CODE – if reporter is released of his/her court duties
• Witness Letter – required if originals are to be sent to witness (deponent)
• Would normally state where original is to be sent and if parties ordered
certified copies of transcript
2. End Time
DECLARATION PAGE:
1. Deponent’s Name
2. Date
ERRATA SHEET:
1. Deponent’s Name
INTERPRETER CERTIFICATION PAGE (if applicable):
1. Page range
2. Dialect
3. Date
REPORTER CERTIFICATION PAGE:
1. Civil Case
a. Date
b. Signature
2. Federal Case
a. Waived/not waived language
b. Date
c. Signature

153

Click to Return to Table of Contents

