ATTACHMENT # 2

Audio Copy Request

Information & Request Form
(For Public Use)

INFORMATION AND INSTRUCTIONS
Audio copies of non-confidential recorded court proceedings can be obtained from the Deschutes County Circuit
Court as outlined in the Trial Court Administrator’s Written Procedures-Public Records Request to the Deschutes
County Circuit Court. Court staff will provide copies on either compact disc, cassette tape or VHS tape. The type of
media used for the copy is determined by the type of media for the original recording, digital or taped. The cost is:

. $10 for each cassette tape, VHS tape or CD

. $.25 per page for accompanying log sheets of the proceeding, if requested
. No cost for html log sheets saved to the compact disc

. postage costs, if a self addressed stamped envelope is not provided

. The court will only mail to parties outside of Deschutes County

Court staff prepare the audio copies on standard CD-R CD’s. To listen to them you must have a personal computer
(PC) with a sound card and speakers. The court uses FTR (For the Record) for our audio recordings. The court will
supply a link on the CD to FTR to download the program for free. Follow the directions for downloading from the
FTR website (www.ftrgold.comhttp://www.ftrgold.com.) The court cannot assist you if you encounter problems
with downloading the FTR player. If you encounter any technical difficulties, you will need to contact technical
support at FTR Gold.

To obtain a copy of a recorded proceeding fill out this form completely and submit it to: Deschutes County Trial
Courts, Attn: Audio Copy Coordinator, 1100 NW Bond Street Bend, OR 97701. Once the court receives the
original request form:

. Staff will determine if the proceeding was recorded

. determine how many CD’s or tapes will be needed to fill the request

. if requested, determine how many log sheets there are to fill the request

. determine the postage costs, if a self addressed stamped envelope is not provided
. determine the total cost due

After we complete the research listed above, we will notify you of the amount due by mail or phone. Once the court
receives payment, we will make the copies as soon as possible, but at times court staff are in court on lengthy trials
and also have other job duties. As a result, you may typically expect a three-day turn around from the time you
make your payment to the time the copies are ready for pick up or mailing. The copies will be available for you to
pick-up at our information office on the first floor of the Justice Building, 1100 NW Bond Street Bend, Oregon
97701. If you live outside of Deschutes County and are unable to pick your copies up, we will mail them to you, at
your cost, or mail them in a self addressed stamped envelope that you provide to the court.

Pursuant to statute, Juvenile, Mental Commitment and Adoption proceedings are confidential. To request a copy of
one of these matters, you must submit an original letter with your signature to the Trial Court Administrator stating

the following:

. your relationship to the case,

. case name and number, and

. the date and time of the hearing.

The Trial Court Administrator will determine if the requested copy is subject to disclosure. Send letters regarding
requests for audio on confidential maters to: Deschutes County Trial Courts, Attn: Trial Court Administrator:
1100 NW Bond Street Bend, Oregon 97701

AUDIO 3 — AUDIO COPY REQUEST FORM PUBLIC ATTACHMENT # 2 — Page 1 of 2


http://www.ftrgold.com/
http://www.ftrgold.com/
http://www.ftrgold.com/

ATTACHMENT # 2

THIS SECTION TO BE COMPLETED BY THE PERSON MAKING THE REQUEST

TODAY’S DATE:

PERSON MAKING REQUEST:

PHONE NUMBER:

CASE NAME:

CASE NUMBER(s):

DATE(s) COURT PROCEEDING WAS HELD (the
court will not process the request without specific court
dates listed):

DO YOU WANT COPIES OF THE LOG SHEETS (at .25 cents per page)? 4 yes [ no
DO YOU WANT HTML LOG SHEETS SAVED TO THE COMPACT DISC?
(this option is only available on audio that is being saved to a compact disc) O yes no

COPIES TO BE: 4 Picked up at Court Information
[  Picked up from Courthouse Mailbox (for attorney’s that have one)
[ Mailed (only for people that do not live in Deschutes County) to:

THIS SECTION TO BE COMPLETED BY THE PERSON THAT WILL PROCESS THE REQUEST

Fill out this section prior to making copies.
#of CD'sor | Cost of CD's | Cost for copies of Cost of Postage if Total Cost Date Notified Initials
Tapes to be or Tapes log applicable Due of Amount Due
copied (%10 each) (.25 per page)
Fill out this section after payment is received. Fill out this section after copies are made.
Date Copies Routed
Date Paid Amount Paid Date copies made as Requested Above Initials
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