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The General Division is implementing a new process for the preparation of transcripts of 

courtroom proceedings from audio/video recording.  This new process is limited to transcripts 

prepared for use by criminal defendants who have been determined to be indigent and other 

transcripts paid for from public funds.  The General Division has entered into an arrangement 

through a competitive bidding process with two transcribing businesses in Montgomery 

County.  Transcripts ordered to be prepared at state expense will be directed to one of two 

transcription vendors.  One paper transcript of the proceedings will be prepared for filing with 

the Clerk of Courts.  The transcriber will provide the court with an electronic copy of the 

transcript in Portable Document Format (PDF).  The electronic copy in PDF format can be 

viewed or printed on any personal computer by using free software known as PDF reader 

available for download at http://www.adobe.com/products/acrobat/readstep2.html.  A paper 

copy of the electronic version of the transcript can be provided at a cost of .50 per page.  The 

electronic copy of the recording will be provided at the public record rate of $2.25 per disk. 

FREQUENTLY ASKED QUESTIONS 
Why is the process being changed? 

Transcript cost will be reduced by nearly 46%.  The electronic copy will allow an attorney to 

search, cut and paste, access information and more easily review a transcript.  Multiple copies 

of the PDF version can be printed in many different formats at the discretion of the attorney.  

A copy of the transcript can be uploaded to a personal computer or portable device such as an 

iPod. 

How do I order a transcript or recording? 

 Prepare a Praecipe ŦƻǊ ¢ǊŀƴǎŎǊƛǇǘ ŀƴŘκƻǊ ŀ άwŜǉǳŜǎǘ ŦƻǊ /5-whaέ CƻǊƳΦ 

 Transmit a copy of the praecipe or request to the Judicial Assistant for the Judge who 

heard the case. 

 The Judicial Assistant will forward the recording to Room 103 for processing. 

 The attorney can pick up a copy of the recording in Room 103. 

 The General Division will forward the recording to a transcriptionist for preparation. 

Are forms available? 

The court provides standard forms at www.montcourt.org. 

How is payment for transcripts processed? 

Payments for transcripts will be processed separately from attorney fees.  The payment 

process will be completed by court staff. 

What is the transcript cost? 

These vendors have agreed to prepare transcripts as described above for a rate from $2.74 to 

$3.00 per page.  This fee includes one paper transcript for filing and an electronic version for 

use by the attorney(s).  The electronic copy can be printed and used in many different ways.  

These are the maximum fees that will be paid for these transcripts. 

http://www.adobe.com/products/acrobat/readstep2.html
http://www.montcourt.org/
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Who will prepare the transcripts? 

Transcript work will be apportioned between the following vendors.  Both of these vendors 

have provided transcription services to the court and attorneys for many years. 

 Crown Personnel Services 
Ms. Pat Hamilton 
P.O. Box 1848 
Dayton, OH  45401 
937-223-1010 

 Megen Russo-Elswick 
4015 Atha Court 
Riverside, OH  45424 
937-416-0968 (cell) 
937-233-3371 (home) 

How do I obtain an electronic copy of the transcript? 

The PDF version of the transcript will be stored by the General Division.  Copies can be 

obtained in Room 103. 

How do I know when the transcript is prepared and filed with the Clerk of Courts? 

The requesting party will be notified by e-mail when the transcript is filed by the 

transcriptionist. 

What do I do if there are problems with content or delivery of a transcript? 

If you believe there are errors in the transcript, you should contact the transcriber.  They will 

review your concerns and make corrections when appropriate.  If an attorney has continuing 

problems with accuracy or other quality problems, they should contact Court Administrative 

Services at 937-225-6086 as soon as possible.  All feedback from attorneys is important for 

evaluation of this process.  Feedback or questions should be communicated through e-mail at 

transcript_proposal@montcourt.org.  

What do I do if there is a delay in preparing the transcript? 

These vendors have agreed to prepare the transcripts on a time schedule consistent with 

applicable rules.  The General Division will monitor how long it takes to complete and file a 

transcript. 


