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REPORTER’S PREFERENCE SHEET

(Please download, fill out and return via email attachment pmeckerpr@yahoo.com)
Name________________________________________________________

Address______________________________________________________

Phone No.___________________________Cell_____________________

Email___________________________

Please check ONLY ONE format in each section.  Please write in any explanations where needed.  (It will only take a minute to go through the examples, but save time later.) 
*********************************************************************

Clean Up Preference:
________Clean up lawyer’s questions and colloquy  (i.e., taking out false starts less than 

     5 words, correcting verb tenses, etc.)                                                                                                     
________  Leave in all false starts and verb tenses in questions and colloquy.
********************************************************************

Strike That/Withdrawn
Handle words  like“Strike that.” “Withdrawn.”


____--  Strike that.  --Withdrawn. (Capping the “S” or “W” and new                   

                    paragraph)
________ -- strike that.   --withdrawn.  (No cap on “s” or “w” and new       

                  paragraph.)

________Take out the words “Strike that.”  “Withdrawn.”
************************************************************************

Punctuation
Before “is that correct?” or “is that right?” “is that fair?”

Comma_____Semicolon_______Period_______

Before “correct?” or “right?”

Comma____Semicolon________Period_______
************************************************************************

Date and Time  Formats (Choose one per grouping)
________ May 1, 2002, letter.

________May 1, 2002 letter

________8-20-08         or       ________8/20/08

________one o’clock



_____1 p.m.

________1 o’clock



_____1:00 p.m.

________1:00 o’clock

________1:00

***********************************************************************

Numbers and Numbered Items

______Spell out numbers one through nine

______Use figures for numbers 10 and beyond

______Use words for one through nine unless measurement (Ex:  1 foot, 5 centimeters)

_____No. 12
_____Number 12

_____Number Twelve

***********************************************************************

Dashes
_______Space before and after dashes   (Ex.  did -- did.)
_______No space before and after dashes (Ex. did--did.)

**********************************************************************

Double Words
________Use commas between double words (Ex. Did, did.)

________Use dashes between double words (Ex.  did -- did.)
________Delete duplicate words.
************************************************************************

Spellings
________Spell out words using caps? (Ex. P-A-S-T ) 
________Spell out words using lower case (initial cap when necessary) 

    (Ex:  p-a-s-t or S-m-i-t-h)

************************************************************************

Capitalization
________Initial cap before words like page, line, paragraph, section (Ex. Page 2.)

________No initial cap before words like page, line, paragraph, section. (Ex. page 2)

***********************************************************************

Select format for continuation of questioning after interruption
______ Q.  (By Mr. Jones)  Did you see the car?

________ BY MR. JONES  (At left margin)
Q. Did you see the car?

_______(In colloquy)  MR. JONES:  Q.   Did you see the car?

_______(In colloquy)  BY MR. JONES:  Q.  Did you see the car?

_______No byline, simply  Q.   Did you see the car?

********************************************************************

Select format for continued answer after interruption
______ (In colloquy)  THE WITNESS:   Yes, I saw the car.

______BY THE WITNESS (At left margin)

A. Yes, I saw the car.

_____No bylines, simply A.  Yes, I saw the car.

***********************************************************************
Quotes
_____ Use quotes around conversations when NOT a direct quote.  


(Ex.  He said, “Go to the store.”)

______No quotes around conversations when NOT a direct quote.  Initial cap word only.


(Ex.  He said, Go to the store.)

_____No designation at all for conversations. (Ex. He said go to the store.)

****************************************************************
______Use quotes around certain highlighted words (Ex.  Is that a “yes”? or  When you 


say “that,” did you mean the car?)

______No quotes around certain highlighted words (Ex. Is that a yes?  or When you


say that, did you mean the car?)

******************************************************************

Miscellaneous
_____  Use (indicating) or other phraseology for non-verbal responses.(Ex. Witness 


nods.)

Examples:  

*******************************************************************
Please provide examples of phraseology for recess, discussion of the record, marking of exhibits and their location:  

Examples:

**********************************************************************

FILL THIS SECTION OUT ONLY IF YOU USE THE AUTO INDEXING PART OF THE PROGRAM:

_____Use automatic indexing and insert tabs.  



Index tab box.  Select how to fill in box

 

______ No. 1


           _______1



_______Need description of exhibit.
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