[bookmark: _GoBack][image: ]LEGAL TRANSCRIPTION SAMPLE INSTRUCTIONS


Thank you for your interest in working with Allegis!  You are now invited to take the legal transcription assessment, which is to create and submit a sample legal file. 
This guide explains how to type and format these sections as well as how to submit your work.  All applicants are asked to complete the application process independently.  Following directions, playing audio files, and exhibiting general technical ability are requirements for transcription work.  In addition to your legal transcription capabilities, we will be closely assessing your technical ability to using software tools, the ability to follow instructions thoroughly, your listening skills and your research skills. 
[bookmark: _Please_review_the]HOW TO 

1. 
[bookmark: _MON_1598862028]Transcribe the entire audio file into this Word Template:
 

The audio requires software compatible with playing .mp3 files.  You may use any player you wish to transcribe this file.  Express Scribe can be used if you are using your own foot pedal.
	Allen & Alexis
	FB



2. 
[bookmark: _MON_1598862182]Reference the Audio Reporter Worksheet below to inform your transcription work:


3. Save your transcript exactly as FirstnameLastnameLegalSample.

4. Upload the completed document alongside your resume in Agile – see below, do not email.
Be careful to check your work and to follow all the instructions.  Allegis will not be available to assist with individual technical issues.  If you do use Express Scribe, please refer to their Support Page for answers to any questions you might have.

[bookmark: format_1][bookmark: _how_to_type] ABBREVIATED STYLE GUIDE

1. Allegis legal transcription is “clean verbatim.”  Do not include ums, uhs  
2. Use standard formatting for ZIP codes, addresses, spelling of names, etc.
3. Label examination speakers as either Q (interviewer) or A (interviewee).
4. Use colloquy formatting for conversation outside of examination.
5. Use “Court Reporter” in colloquy to note any mention of “Audio Reporter” or “Digital Reporter.” 




	DO
	DO NOT

	· Clean up the text to clean verbatim
· Transcribe slang, as spoken
· Type verbiage such as you know, sort of, like, and I mean
· Type “okay” as "okay"
· Use (inaudible) when you can’t discern a word or phrase
· Use (ph) for spelling that you cannot verify 
	· Type uhs, ums, repeated words, false starts
· Guess (use internet tools and research to be certain)
· Assume (see above)
· Forget to proof and spell check your work



[bookmark: proofread_1][bookmark: _PROOFREADING_TEST]
[bookmark: submit_1][bookmark: _how_to_submit]HOw to submit your work

1. Make sure you have properly named and saved your documents.
2. Go to the Allegis web site Transcription Jobs page.
3. Locate the transcription job applying for and click “Apply” once again.
4. You will be prompted to log in as an Existing User (you must have logged out prior to this step).  If you’ve forgotten your password, use the link “Forgot your Password.”   
5.  When logged in again, you will see a Document Upload section.
6.  Choose Transcription Sample as the Document Type, and then Select Document to find your sample file.  Then click Upload Documents.
7. You should now see your file as an Attached Document and the upload is now complete.
do not delete any documents from your application.  Incomplete applications will not be considered.  if uploaded properly, you will receive an automated confirmation Via e-mail within one business day.
If your assessment meets the accuracy and quality standards we are looking for, we will reach out to you to continue the process.  If you are not contacted, you will be eligible for reapplication in 90 days.
Good luck and thank you for sharing a sample of your skills with Allegis!
Instructions
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S T A T E :


IN THE CIRCUIT/DISTRICT COURT OF NAMED COUNTY

--------------------------------
:


FIRST LAST,




:


Plaintiff,


:


v.





: Case No. 


DEFENDANT NAME



: ##-XX-#####-XXX

Defendant(s).


:


--------------------------------
:


DEPOSITION OF NAME

DATE:

Day, Month date, 20##

TIME:

##:## a.m./p.m.

LOCATION:

Street Number


City, ST, ZIP

REPORTED BY:
Reporter Name, Notary Public


A P P E A R A N C E S


On behalf of Plaintiff:


ATTORNEY NAME, ESQUIRE


Firm Name

Street address

City, State ZIP


Email address 

(###) ###-####

On behalf of Defendants:


ATTORNEY NAME, ESQUIRE


Firm Name

Street address

City, State ZIP

Email address

(###) ###-####

C O N T E N T S


WITNESS:





DX
CX
RDX
RCX



First Last


By Mr./Ms. Name


#
#
#
#



By Mr./Ms. Name


#
#
#
#






E X H I B I T S


EXHIBIT
DESCRIPTION



MARKED
ADMITTED

X-1
Description of Exhibit


#
    

#

P R O C E E D I N G S


WHEREUPON,


WITNESS NAME

called as a witness, and having been sworn by the notary public, was examined and testified as follows:


DIRECT EXAMINATION 


BY MR. DOE:


Q
?

A
.


(Exhibit # was marked for identification.)

CROSS-EXAMINATION

BY MS. DOE:



Q
?


A
.

(Whereupon, at TIME a.m./p.m., the proceeding was concluded.)


**INCLUDE ONLY IF A REPORTER WAS PRESENT AT THE JOB**

CERTIFICATE OF NOTARY PUBLIC


I, <REPORTER NAME>, the officer before whom the foregoing proceeding was taken, do hereby certify that the proceedings were recorded by me and thereafter reduced to typewriting under my direction; that said proceedings are a true and accurate record to the best of my knowledge, skills, and ability; that I am neither counsel for, related to, nor employed by any of the parties to the action in which this was taken; and, further, that I am not a relative or employee of any counsel or attorney employed by the parties hereto, nor financially or otherwise interested in the outcome of this action.


<REPORTER NAME>

Notary Public in and for the


<State/Commonwealth> of <State>

CERTIFICATE OF TRANSCRIBER


I, <TRANSCRIBER NAME>, do hereby certify that this transcript was prepared from audio to the best of my ability.


I am neither counsel for, related to, nor employed by any of the parties to this action, nor financially or otherwise interested in the outcome of this action. 


DATE




<TRANSCRIBER NAME>

*INCLUDE THE FOLLOWING 3 PAGES ONLY FOR DEPOSITIONS IN WHICH SIGNATURE WAS RESERVED*

ACKNOWLEDGEMENT OF DEPONENT


I, <WITNESSES NAME>, do hereby acknowledge I have read and examined the foregoing pages of testimony, and the same is a true, correct and complete transcription of the testimony given by me, and any changes or corrections, if any, appear in the attached errata sheet signed by me. 


_______________
   
___________________________


Date




Signature


<Attorney Handling Read & Sign>


<Attorney’s Firm>

<Firm Address>


<Firm Address>


IN RE:  <John Doe v. Jane Smith, et al.>

Dear <Mr./Ms. Attorney Handling Read & Sign>:


Enclosed please find your copy of the deposition in the above-captioned case, along with the Acknowledgment of Deponent.  As agreed, you will be responsible for contacting the witness regarding signature.


Within 30 days, please return the original signed Acknowledgment of Deponent and Errata Sheet.  If the above-referenced pages fail to be returned within the time allowed, the transcript may be used as if signed.


Yours,


<REPORTER NAME>

Reporter/Notary


cc:  <Taking Attorney Name>

<Capital Reporting Company/Veritext>

1250 Eye Street, NW, Suite 350


Washington, D.C. 20005


(202)857-3376


E R R A T A  S H E E T


Case Name:  < John Doe v. Jane Smith, et al.>

Witness Name:  <Deponent Name> 


Deposition Date:  <Day of week followed by date>

Page No.

Line No.

Change/Reason for Change


Signature






Date


www.AllegisTranscription.com
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JOB INFO:	JOB TYPE:



CASE CAPTION: COURT/VENUE: JOB LOCATION:

AUDIO REPORTER:


Ashli Boycovski VS Filomena Yablon M.D., et al.

Superior Court of CA, County of Orange - Hall of Justice 50 S La Carta Blvd. Suite 5. Redondo Beach, CA. 91111

CASE #: 11-2001-1111111-CU-MM-CTL

Jo Dousman
DEPOSITION COURT/HEARING MEETING ARBITRATION OTHER



Job Date:  01/01/01


Due Date: 01/01/01


Start Time: 12:50 pm


End Time: 1:43 pm


WAIT TIME (after 1 hr):


hr(s)



TRANSCRIPT OF:

1. Yasmeen Resendiz, MD



READ & SIGN: YES		CONFIDENTIAL:   (none)



Additional Comments:





EXHIBIT SHIPPING INFO:

COURIER: TRACKING #:



APPEARANCES OF COUNSEL:	SERVICES:	DELIVERY:



Appeared on Behalf of the: Defendant Dr. Yablon

(SELECT ONE)	Smith and Johnson


STANDARD

(e-trans only)


REGULAR EXPEDITE



FIRM: ADDRESS: CITY, ST, ZIP:


Glenn M. Benrubi 501 W. Broadway

Suite 1220. San Jose, CA. 92111


HARD COPY

NO ORDER

EXHIBITS:


5

ORDER:


DAYS



















SIGNED FORM FORM NEEDED



Appeared on Behalf of the: Plantiff Ashli


STANDARD


REGULAR



COPY ATTY: FIRM: ADDRESS: CITY, ST, ZIP:




Law Office of Taylor J. Kirksey, P.C. Taylor J. Kirksey

87 West Green Ave. Anhurst, New York 10001




























(e-trans only) HARD COPY NO ORDER

EXHIBITS:

.PDF       HARD

.LEF         .VIG


EXPEDITE

DAYS

ORDER:

SIGNED FORM FORM NEEDED



Appeared on Behalf of the: Defendant LVI


STANDARD


REGULAR



COPY ATTY: FIRM: ADDRESS: CITY, ST, ZIP:


West, Howard & Bergman LLP Shannon A. Sandoval

501 West Broadway, Ste. 120. San Jose, CA. 92111


(e-trans only) HARD COPY NO ORDER



      


EXPEDITE

DAYS
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