Media and Transcript Order

A request for a duplicate audio recording and/or transcript request should be made by submitting a
Transcript Order, Form AO 435 or Audio Recording Order, Form AO 436. The forms are located on the
Court’s internet site and are also available directly from the Electronic Court Recording Operator (ECRO)
or at the Intake Counter in the Clerk’s Office.

The completed form should be submitted to the ECRO or designated staff for the specific hearing
location. Once an audio recording or transcript request has been made, the ECRO will contact the
transcription service, who will contact the requestor directly for payment.

The Audio Recording duplication fee is $30.00. Payment may be by Cash (in the exact amount), Law Firm
Check, Trustee’s check, Certified Check, Cashier’s Check, Money Order, or Court Approved Credit Card
from a party other than a debtor. Checks shall be made payable to “Clerk, U.S. Bankruptcy Court”.

Note: The Court does not require a deposit for transcript request and full payment
should be made directly to the transcription service. Direct payment for audio recording
request should be made directly to the court.

Refer to the Transcript Redaction Information link to review the Transcript Redaction Process.

Please submit all duplicate audio recording and/or transcript request to the designated staff for the
specific hearing location:

Cincinnati

R/

% Karen Wierwille — Karen Wierwille@ohsb.uscourts.gov

+*» Norma Branigan — Norma Branigan@uscourts.gov

% Yvonne Ventre — Yvonne Ventry@ohsb.uscourts.gov

+* Angela Gray — Angela Gray@ohsb.uscourts.gov

Columbus
< Kim McDaniels — Kimberly McDaniels@ohsb.uscourts.gov

R/

++ Stacy Mills — Stacy Mills@ohsb.uscourts.gov

®

% Agueda Orozco — Agueda Orozco@ohsb.uscourts.gov

Dayton

®

% JoAnn Crum- JoAnn Crum@ohsb.uscourts.gov

% Tolanda Gilmer — Tolanda Gilmer@ohsb.uscourts.gov




AO 435
(Rev. 04/11)

Administrative Office of the United States Courts

FOR COURT USE ONLY

[ Instuctions TRANSCRIPT ORDER DUE DATE:
1. NAME 2. PHONE NUMBER 3.DATE
4. MAILING ADDRESS 5.CITY 6. STATE 7.ZIP CODE
8. CASE NUMBER 9. JUDGE DATES OF PROCEEDINGS
10. FROM [11. 70
12. CASE NAME LOCATION OF PROCEEDINGS
13.CITY | 14. sTATE
15. ORDER FOR
[] ApPEAL [] cRIMINAL [ crRIMINAL JUSTICE ACT [] BankruPTCY
[] NON-APPEAL [Jevic [] IN FORMA PAUPERIS [[] oTHER
16. TRANSCRIPT REQUESTED (Specify portion(s) and date(s) of proceeding(s) for which transcript is requested)
PORTIONS DATE(S) PORTION(S) DATE(S)
D VOIR DIRE [ ] TESTIMONY (Specify Witness)
D OPENING STATEMENT (Plaintiff)
D OPENING STATEMENT (Defendant)
[ ] CLOSING ARGUMENT (Plaintiff) [ ] PRE-TRIAL PROCEEDING (Spcy)
[ ] CLOSING ARGUMENT (Defendant)
[ ] oPINION OF COURT
[ ] JURY INSTRUCTIONS [] OTHER (specify)
[ ] SENTENCING
[ | BAIL HEARING
17. ORDER
ORIGINAL
CATEGORY | (Includes Certified Copyto | FIRST COPY ADE(')E%;‘AL NO. OF PAGES ESTIMATE COSTS
Clerk for Records of the Court)
NO. OF COPIES
ORDINARY ] ]
NO. OF COPIES
14-Day [ [
NO. OF COPIES
EXPEDITED ] O]
NO. OF COPIES
DAILY L] [
NO. OF COPIES
HOURLY ] |
REALTIME | |
CERTIFICATION (18. & 19.)
By signing below, I certify that | will pay all charges ESTIMATE TOTAL
(deposit plus additional). 0.00
18. SIGNATURE PROCESSED BY
19. DATE PHONE NUMBER
TRANSCRIPT TO BE PREPARED BY COURT ADDRESS
DATE BY
ORDER RECEIVED
DEPOSIT PAID DEPOSIT PAID
TRANSCRIPT ORDERED TOTAL CHARGES 0.00
TRANSCRIPT RECEIVED LESS DEPOSIT 0.00
ORDERING PARTY NOTIFIED
TO PICK UP TRANSCRIPT TOTAL REFUNDED
PARTY RECEIVED TRANSCRIPT TOTAL DUE 0.00

DISTRIBUTION:

COURT COPY

[ e B saens.

TRANSCRIPTION COPY

ORDER RECEIPT ORDER COPY
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AO 435
(Rev. 04/11)

[ Reun

INSTRUCTIONS

GENERAL

Use. Use this form to order the transcription of proceedings. Complete a separate order form for each case number for which
transcripts are ordered.

Completion. Complete Items 1-19. Do not complete shaded areas which are reserved for the court’s use.
Order Copy. Keep a copy for your records.
Submitting to the Court. Submit the form in the format required by the court.

Deposit Fee. The court will notify you of the amount of the required deposit fee which may be mailed or delivered to the court.
Upon receipt of the deposit, the court will process the order.

Delivery Time. Delivery time is computed from the date of receipt of the deposit fee or for transcripts ordered by the federal
government from the date of receipt of the signed order form.

Completion of Order. The court will notify you when the transcript is completed.

Balance Due. If the deposit fee was insufficient to cover all charges, the court will notify you of the balance due which must be
paid prior to receiving the completed order.

SPECIFIC
Items 1-19. These items should always be completed.
Item 8. Only one case number may be listed per order.
Item 15. Place an “X” in each box that applies.
Item 16. Place an “X” in the box for each portion requested. List specific date(s) of the proceedings for which transcript is

requested. Be sure that the description is clearly written to facilitate processing. Orders may be placed for as few
pages of transcript as are needed.
Item 17. Categories. There are six (6) categories of transcripts which may be ordered. These are:

Ordinary. A transcript to be delivered within thirty (30) calendar days after receipt of an order. (Order
is considered received upon receipt of the deposit.)
14-Day. A transcript to be delivered within fourteen (14) calendar days after receipt of an order.
Expedited. A transcript to be delivered within seven (7) calendar days after receipt of an order.
Daily. A transcript to be delivered following adjournment and prior to the normal opening hour of the
court on the following morning whether or not it actually is a court day.
Hourly. A transcript of proceedings ordered under unusual circumstances to be delivered within two (2)
hours.
Realtime. A draft unedited transcript produced by a certified realtime reporter as a byproduct of realtime
to be delivered electronically during proceedings or immediately following adjournment.

NOTE: Full price may be charged only if the transcript is delivered within the required time frame. For example, if an order for
expedited transcript is not completed and delivered within seven (7) calendar days, payment would be at the 14-day delivery rate,
and if not completed and delivered within 14 calendar days, payment would be at the ordinary delivery rate.

Ordering. Place an “X” in each box that applies. Indicate the number of additional copies ordered.
Original. Original typing of the transcript. An original must be ordered and prepared prior to the
availability of copies. The original fee is charged only once. The fee for the original includes the copy
for the records of the court.
First Copy. First copy of the transcript after the original has been prepared. All parties ordering copies
must pay this rate for the first copy ordered.
Additional Copies. All other copies of the transcript ordered by the same party.

Item 18. Sign in this space to certify that you will pay all charges. (This includes the deposit plus any additional
charges.)
Item 109. Enter the date of signing.

Shaded Area. Reserved for the court’s use.



| Instructions

AO 436
(Rev. 04/13) ADMINISTRATIVE OFFICE OF THE UNITED STATES COURTS
Read Instructions. AUDIO RECORDING ORDER
1. NAME 2. PHONE NUMBER 3. EMAIL ADDRESS
4. MAILING ADDRESS 5.CITY 6. STATE 7. ZIP CODE
8. CASE NUMBER 9. CASE NAME DATES OF PROCEEDINGS
10. FROM 11.TO
12. PRESIDING JUDGE LOCATION OF PROCEEDINGS
13. CITY | 14. STATE

15. ORDER FOR

] APPEAL (1 CRIMINAL ] CRIMINAL JUSTICE ACT ] BANKRUPTCY
] NON-APPEAL O civic [ IN FORMA PAUPERIS L OTHER (specifi)
16. AUDIO RECORDING REQUESTED (Specify portion(s) and date(s) of proceeding(s) for which duplicate recordings are requested.)
PORTION (S) DATE(S) PORTION(S) DATE(S)
[ VOIRDIRE [] TESTIMONY (Specify Witness)
[ OPENING STATEMENT (Plaintiff)
[0 OPENING STATEMENT (Defendant)
[ CLOSING ARGUMENT (Plaintiff) [0 PRE-TRIALPROCEEDING (Specify)
[0 CLOSING ARGUMENT (Defendant)
[0 OPINION OF COURT
[0 JURY INSTRUCTIONS [] OTHER (Specify)
[ SENTENCING
[0 BAIL HEARING
17. ORDER
NO. OF COPIES REQUESTED COSTS
[J DUPLICATE TAPE(S) FOR PLAYBACK ON A STANDARD
CASSETTE RECORDER
O RECORDABLE COMPACT DISC - CD
U ELECTRONIC FILE (via email, digital download, or other Judicial Conference
Approved Media)

ESTIMATE TOTAL 0.00

CERTIFICATION (18. & 19.) By signing below, I certify that I will pay all charges (deposit plus additional) upon completion of the order.

18. SIGNATURE 19. DATE
PROCESSED BY PHONE NUMBER
DATE BY

ORDER RECEIVED DEPOSIT PAID
DEPOSIT PAID TOTAL CHARGES

0.00
TAPE / CD DUPLICATED (if applicable) LESS DEPOSIT 0.00
ORDERING PARTY NOTIFIED
TO PICK UP TAPE/CD (if applicable) UGAPET NSO
PARTY RECEIVED AUDIO RECORDING TOTAL DUE 0.00

DISTRIBUTION: COURT COPY ORDER RECEIPT ORDER COPY

T T




Back to form

(ReAv(,)(;‘j/%) INSTRUCTIONS

GENERAL

Use. Use this form to order duplicate audio recordings of proceedings. Complete a separate order form for each case number for
which audio recordings are ordered.

Completion. Complete Items 1-19. Do not complete shaded areas which are reserved for the court’s use.
Order Copy. Keep a copy for your records.
Mailing or Delivering to the Court. Mail or deliver two copies to the Office of the Clerk of Court.

Deposit Fee. For orders of 20 or more audio recordings, the court will notify you of the amount of the required deposit fee which
may be mailed or delivered to the court. Upon receipt of the deposit, the court will process the order.

Delivery Time. Delivery time is computed from the date of receipt of the deposit fee (if requested, otherwise computed from the
court’s receipt date).

Completion of Order. The court will notify you when the audio recordings are completed.

Balance Due. If the deposit fee was insufficient to cover all charges, the court will notify you of the balance due which must be
paid prior to receiving the completed order.

SPECIFIC
Items 1-19.  These items should always be completed.
Item 8. Only one case number may be listed per order.
Item 15. Place an “X” in each box that applies.
Item 16. Check specific portion(s) and list specific date(s) of the proceedings for which a copy is requested.
Item 17. Place an “X” in each box that applies. Indicate the number of additional copies ordered.
Item 18. Sign in this space to certify that you will pay all charges upon completion of the order. (This includes the deposit

plus any additional charges.)
Item 19. Enter the date of signing.

Shaded Area. Reserved for the court’s use.
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