
                       Legal Transcription Intake Form 
 

Emailed completed form with audio/video files to:  Scheduling@ISTreporting.com 

Proceeding type: (e.g. Interview, Meeting, Focus Group, Bureau of Motor Vehicles Hearing) 

 

__________________________________________________________________________ 

 

Title or cover page requested: __________________________________________________ 

 

Address of Proceeding: _________________________________________________________ 

 

 

Date of Proceeding: ______________________  Time of Proceeding:____________________ 

 

 

Due Date (when do you need the final transcription) _________________________________ 

 

Caption: (only applicable if legal proceeding, e.g. John Doe v. Secretary of State.) 

 

____________________________________________________________________________ 

 

 

Docket Number: __________________________  Hearing Officer: ______________________ 

 

Speaker Names:________________________________________________________________ 

 

_____________________________________________________________________________ 

 

 

Attorneys and who they represent: __________________________________________________ 

 

______________________________________________________________________________ 

 

_______________________________________________________________________________ 

 

Other pertinent spellings: ___________________________________________________________ 

________________________________________________________________________________ 

 

Client Matter or Billing # __________________________ 

 

Email completed files to:  _______________________________________________________________ 

 

Comments: ___________________________________________________________________________ 

_____________________________________________________________________________________ 
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