INSTRUCTIONS FOR AO FORM 39
TRANSCRIPT ORDER AND COLLECTIONS LEDGER

In order to complete the AO Forms 40A and 40B required by the Judicial Conference,
court reporters must maintain accurate and auditable records. For the purposes of completing
the required forms, the AO Form 39 must be completed and maintained.

This form is divided into two parts: orders and collections. It is used to record all orders
of transcript. Once the transcript has been completed, the actual number of pages that are
delivered is recorded. All monies collected from the sale of transcripts are recorded on this form.

(1) For example, if an order is taken, the entries that should be posted are:
(a) Name of Ordering Party.

(b) Case Name.

(c) Case Number.

(d) Appeal or Not.

(e) Date Ordered or Deposit Received.

(2) When the transcript has been prepared, the delivery entries are posted. They
are:

(a) Date of Delivery.

(b) Invoice Number.

(c) Actual Number of Transcript Pages.

(3) Transcripts furnished to the court at no charge are recorded.
(4) When collections are received, the following are recorded:
(a) Date of Payment.

(b) Amount of Payment.



AO 39
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Administrative Office of the United States Courts

TRANSCRIPT ORDERS AND COLLECTIONS LEDGER*

PERIOD ENDED

CASE DATE ACTUAL NUMBER OF TRANSCRIPT PAGES Transcripts PAYMENT
Furnished
to the court AMOUNTS
NAME OF Ordered or INVOICE CIVIL CRIMINAL (NoCharge)
ORDERING APPEALS Deposit | Delive NUM- | ORDI- | EXPE- ORDI- | EXPE-
PARTY NAME | NUMBER () Rec’d red BER? | NARY | DITED | DAILY | HOURLY | cories® | NARY | DITED | DAILY | HOURLY DATE | 19 19

(All previous editions of this form are cancelled

and should be destroyed.)

1 Maintain separate ledgers for official and private work.

2 Prepare an invoice for all accounts except in forma pauperis which should be invoiced on
CJA Form 24 for criminal and form AO 19 for civil appeals.

3 Show type of order. Example-750(E). O = Ordinary; E = Expedited; D = Daily; H = Hourly

4 Show: A = Arraignments; P = Pleas; S = Sentences in criminal cases

C = Requested by the Court
5 Use 1% Column for collections in current year, use 2™ column for collections following year.



