	Reporter Preference Sheet

MML Scoping Services

	Today’s date:
	
	
	

	Full name:    
	
	Home phone:
	

	Email:  
	
	Work phone:
	

	Address: 
	
	Cell phone:
	

	City:   
	
	Fax:  
	

	State: 
	
	ZIP:
	
	Type of scan mark/flag preferred:
	

	
	

	Please mark your preferences below:

	1.  Clean up lawyers & judges
	2.  Use “(Indicating)”

	
	yes
	
	yes

	
	no
	
	no

	
	

	3.  Spell out words in
	4.  Spell out words

	
	CAPS
	
	W-I-T-H D-A-S-H-E-S

	
	lower case
	
	without dashes

	
	

	5.  Spell out numbers
	6.  Ellipses

	
	one through nine
	
	yes

	
	one through ten
	
	no

	
	

	7.  When the speaker says “five o’clock”
	8.  When speaker says “two million dollars”

	
	five o’clock
	
	$2 million

	
	5 o’clock
	
	$2,000,000

	
	5:00 o’clock
	
	two million dollars

	
	

	9.  When speaker says “ page number one”
	10.  In dates:

	
	page number 1
	
	use slash 5/25/05

	
	page number one
	
	use dash 5-5-05

	
	

	11.  When speaker says “exhibit number one”
	12.  Speaker identification after colloquy:

	
	Exhibit Number 1
	

	
	Exhibit No. 1
	MR. SMITH:   Blah, blah, blah.

	     
	Exhibit No. One
	
	 Q. (By Mr. Jones) When did you…

	
	Exhibit Number One
	
	 BY MR. JONES:

	
	exhibit number one
	     Q.  When did you…

	
	exhibit number 1
	

	Other Preferences:

	


As an addendum to this completed preference sheet, please send a sample completed job to me. Thank you!

