[DATE] 

[Transcriptionist’s  Name]

[Company Name]

[Address]

[City, State/Province Zip/Postal Code]

RE:
Appeal of _____________________


Appeal of ____________ County File No. _____________

Dear [Transcriptionist]:

I just wanted to touch base with you with regards to the transcript you are preparing for the above-entitled action.  The Appellate Entries indicates that you were sent the tapes from the following hearing(s):

If you are missing any tapes, or they are not audible, or if you need an extension of time to prepare the transcript, please let me know as soon as possible by calling me or contacting me by e-mail.  According to my calculations, the transcript is due on __________________.  Please let me know if I have miscalculated the deadline.

If you could send me an e-mail when you are preparing to mail the transcript, I would really appreciate it.  It is very helpful to me if I can be on the lookout for the transcript.

Thank you for your assistance.

Sincerely,

Cc:
client

