








Disbursements for All Tariffs Guide to Billing – 39 

D34 Date of last service to client: Enter the date on which you performed the last billable service 
for your client. You must bill for services and disbursements within six months of the last 
service date or you will not be paid. 

D35 Billing date: Enter the date on which you are submitting this account. 

D36 Lawyer’s GST reg. number: Enter your GST registration number; the Canada Revenue 
Agency requires this. 





Disbursements for All Tariffs – Appendices 

Appendices  

Appendix 1: Request for Authorization of Disbursements (July 2008) 

Appendix 2: Request for Authorization of Transcripts (July 2008) 

Appendix 3: Transcript Order Form (November 2006) 

Appendix 4: Criminal Transcript Order Form (November 2006) 

Appendix 5: Civil Transcript Order Form (June 2004) 

Appendix 6: Transcript Service Providers (February 2008) 
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Appendix 1: Request for Authorization of Disbursements – July 2008 

 

  Request for 
   Authorization of Disbursements 
 

Mail OR fax this form and attachments — Do NOT fax AND mail. 
(Do NOT use this form for transcript requests.) 

Enter the following information from your referral form. 
Urgent? 

  Yes    No 
If yes, please explain: Date of request (dd/mm/yyyy) 

Client Name Lawyer Name 

Case no. Lawyer vendor no. 

Referral no. 

Date of assignment (dd/mm/yyyy) 

Address 

City Postal Code Is your present referral 
 Family   CFCSA  Immigration 
 Criminal – List charges:    

 SCAP  Other:    

Telephone Fax 

Please ensure that you have reviewed the Disbursements for All Tariffs for requirements and limitations. 

Details 
Court location Next court date (dd/mm/yyyy) Type of proceeding? 

Disbursement tariff items and tariff code(s) 
 

 

 

 

Code 

If this request is for an expert’s assessment ⎯ has a similar 
assessment been completed in the past?   Yes    No If yes, when? (dd/mm/yyyy) 

Date report is required for court (dd/mm/yyyy) 

Please provide relevant details of this case and why the expense(s) is/are necessary.   
 

 

 

 

 

 

What is the estimated cost of the disbursement? Please provide the cost estimate (include hours/hourly rates, if applicable). 
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Appendix 1: Request for Authorization of Disbursements – July 2008 

Section 15 fact sheet for family experts in custody/access cases (complete next section). 
Your referral is 

  CFCSA 
  Emergency 
  Approved 

Previous Section 15 Report or 
Report to court? 

  Yes (attach copy) 
  No 

Your client is 

  Applicant 
  Respondent 

No. of children Respective ages No. of people to 
interview 

Who currently has 
custody? 

Court orders in place 
  Yes (attach copy) 
  No 

Because 
 
 
 

Your client wishes 

  Custody change 
  Variation of access 
  Supervised access 
  Unsupervised specific access 
  Reasonable access 
  Other  

 

Variation of custody/access: Assessment by health-care professional   Yes (attach copy) 
  No 

Because 

 

 

 

Why is this report required? 

 

If not, why not? 

 
 

Is the other party paying for their portion 
of the fees? 

  Yes 
  No 

 

If you are requesting authorization for expert fees (including court appearances) 
Expert’s name Total hours requested for report Preparation time 

Field of expertise 
Fee 

Requested hourly rate Will the expert be required in court? 

  Yes          No 

Travel costs for witnesses or experts 
Who are the expenses for? Method of transportation 

 

To 

Where is the hearing? Estimated cost From 

No. of nights accommodation required Other expenses 
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Appendix 2: Request for Authorization of Transcripts – July 2008 

 

  Request for 
   Authorization of Transcripts 
 

Mail OR fax this form and attachments — Do NOT fax AND mail. 

Enter the following information from your referral form. 
Urgent? 

  Yes    No 
If yes, please explain: Date of request (dd/mm/yyyy) 

Client Name Lawyer Name 

Case no. Lawyer vendor no. 

Referral no. 

Date of assignment (dd/mm/yyyy) 

Address 

City Postal code 

Telephone 

Is your present referral 

 Family  CFCSA  Immigration 
 Criminal   Other _____________________
 SCAP Fax 

Please ensure that you have reviewed the Transcript Section of the Disbursements for all Tariffs for 
requirements and limitations. 

Details Court location Next court date (dd/mm/yyyy) Date(s) of proceedings (dd/mm/yyyy) 

Type of proceeding No. of copies required 

  1st party 
  2nd party 

Court level 

  Provincial 
  Supreme 
  Other ___________ 

Length of proceeding (days/hours) 

Type of transcript required 
  Daily 
  Expedited 
  Ordinary 
  Delayed 

1 day 
3 days 
22 days 
22+ days 

Please provide reasons for requiring transcripts. (Attach a brief summary if you require more 
space.) 

Supreme Court Bail Reviews – has authorization been obtained from Appeals Section? 
  Yes    No 

Has the court or another party ordered an additional copy?                Yes    No 

Criminal 
case 

List major charges: 

  

Civil case Style of cause 
VS 

 Are Extended Family Services authorized?   Yes    No 
Exam. for discovery   Yes    No 
Is room rental required?   Yes    No 

 

Are attendance fees required?   Yes    No 
 



 



 
  Transcript Order Form 

Contact person/Telephone number: Region: 

Transcription company: 

Order date: 
(dd/mm/yyyy) 

Date of proceedings: 
(dd/mm/yyyy) 

Length of proceedings (days): Location of proceedings: 

Action number: Style of cause: Justice/Judge/Master: 

Description of Orders:        Jury charges 

  Oral reasons for judgement       Proceedings at trial (full day) 
  Rulings         Reasons for sentence 
  Excerpt of proceedings at trial      Proceedings at sentence 

(provide description of excerpt) 

  Other: explain 

Type of service (when transcript is required): 

  Daily  
  Expedited (within 3 days) 
  Ordinary (within 22 days) 
  Delayed (over 22 days) 

Type of proceedings: 

  Supreme      Provincial 
  Civil chambers 
  Criminal chambers 
  Preliminary hearings 
  Summary conviction appeal 
  Trial 
  Other _________________ 

Transcript format: 

  Paper      Electronic 
  Appeal book format 

 (for Court of Appeal) 

Number of copies required: 

  Original 
  Copies, how many? 

      _______________ 

  Bound      Unbound 

Deliver transcript to: Send bill to: 
Legal Services Society 
Tariff Department 
400 – 510 Burrard Street 
Vancouver, BC  V6C 3A8 

 

Appendix 3: Transcript Order Form – November 2006 



 



   
 (Shaded areas to be completed by lawyer)  

Case no. Referral no.

Criminal Transcript 
Order Form       

 Lawyer  Lawyer vendor no.  
 Billable to Legal Services Society      

   Client name    
  

 

   
Date of assignment (dd/mm/yyyy)   Style of proceedings: 

  Regina vs 
  

        

     Court location 
 

Court level 
PROVINCIAL  

   Presiding judge 
 

Date(s) of hearing (dd/mm/yyyy) 
 

1st charge 2nd charge 3rd charge 

        Court file no. 
 

 Bail hearing 
 Preliminary inquiry 
 s. 11 (b) application 

 (To be completed by vendor)   

  Pay to: (please tick one) 
 Item description Date(s) 

of service 
Units/ 
hours 

Code Amount 

 J.C. WordAssist Ltd    * Please check applicable description 

 M. McEachern & Associates Ltd    

 Verbatim Words West    
 Bail hearing – ordinary –  

 first party plus one copy 

     

     
 Preliminary inquiry – delayed –  

 first party 

     

     

 s. 11 (b) application – delayed – 
 first party plus one copy 

    

  Deliver transcript to: (Lawyer’s name and address)  *Only one preliminary hearing transcript is authorized per court file number 

   

  

Signature 

 

LSS TOTAL 
DISBURSEMENT 

$ 

   

  

Vendor no. of reporter/co. 

 
* Include this completed form when 
invoicing LSS. 

Signature Vendor’s GST reg. no. 
 

 Billing date (dd/mm/yyyy) I declare that my client remains 
financially eligible for legal aid 
coverage and that the transcript 
is required in accordance with 
the LSS tariff guide. Date (dd/mm/yyyy) 

 

Other instructions to vendor (e.g. method of delivery) 

 

Appendix 4: Criminal Transcript Order Form – November 2006 



 



 (Shaded areas to be completed by lawyer)  Civil Transcript Case no. Referral no.
     Order Form  Lawyer  Lawyer vendor no.  
     (Ordinary only)  Client name    

       
  

Billable to Legal Services Society 
 Date of assignment (dd/mm/yyyy)  
     

  Pay to: 
   

        
 Registry/court file no.  
      

  Name of reporter/company 
 

      

  Style of proceedings  Vendor no. of reporter/co.  
vs.       

  (To be completed by vendor)   

  Items required: (please tick)  Item description Date(s) 
of service 

Units/ 
Hours 

Code Amount 

  Transcripts ⎯ 27 line format       

 room rental - 5149  disk - 5272       

 attendance fee - 5108  ordinary - 1st party - 5207       

 cancellation w/notice - 5116  ordinary - 2nd party - 5215       

 cancellation w/o notice - 5124  copies - 5298       

   application to set aside ex parte order - 
ordinary - 1st party - 5207 

      

  Miscellaneous       

 retyping & cover pages - 5405  exhibits & pleadings - 5623       

 meterage - 5504        

   

accommodation/meals - 5512 
(only as authorized by disbursements  
co-ordinator)        

      

   LSS TOTAL 
 Signature  DISBURSEMENT 

     

$ 
Special instructions: 

    
Signature  Vendor’s GST reg. no.  

*Include this completed form 
when invoicing LSS.  I declare that my client remains 

financially eligible for legal aid 
coverage. 

Date (dd/mm/yyyy)    Billing date (dd/mm/yyyy)  

 

Appendix 5: Civil Transcript Order Form – June 2004 



 



Appendix 6: Transcript Service Providers – February 2008 

 

 

Transcript 

Service Providers 

Service area Location Transcript service provider 
(see over for contact info) 

South Island District: 
1.0 Duncan, Ganges, Sidney, Victoria, and 

Western communities 
JC WordAssist 

North Island District: 
2.0 Campbell River, Courtney, Gold River, 

Nanaimo, Port Alberni, Port Hardy, Powell 
River, Tahsis, Tofino, and Ucluelet 

JC WordAssist 

South Fraser District: 
3.0 Abbotsford, Richmond, and Surrey  Verbatim Words West 
North Fraser District: 
4.0 Chilliwack, New Westminster, and Port 

Coquitlam 
McEachern & Associates 

Vancouver Law Courts: 
5.0 Vancouver Law Courts JC WordAssist 

Robson Square: 
5.1 Robson Square JC WordAssist 
Vancouver Provincial Court District: 
6.0 Bella Bella, Bella Coola, JJP Centre, 

Klemtu, Vancouver Provincial Court (222 
Main) 

JC WordAssist 

Vancouver Coastal District: 
6.1 North Vancouver, Pemberton, Sechelt JC WordAssist 
Kamloops/Kootenays District: 
7.0 Ashcroft, Castelgar, Chase, Clearwater, 

Cranbrook, Creston, Fernie, Golden, 
Grand Forks, Invermere, Kamloops, 
Lillooet, Merritt, Naksup, Nelson, 
Rossland, and Sparwood 

JC WordAssist 

Okanagan District: 
8.0 Kelowna, Penticton, Princeton, 

Revelstoke, Salmon Arm, and Vernon 
JC WordAssist 

Northern District: 
9.0 100 Mile House, Alexis Creek, Anahim 

Lake, Atlin, Burns Lake, Chetwynd, Dease 
Lake, Dawson Creek, Fort St. James, Fort 
St. John, Fort Nelson, Fort Ware, Fraser 
Lake, Good Hope Lake, Houston, Hudson 
Hope, Kitimat, Lower Post, Mackenzie, 
McBride, Masset, New Aiyanish, New 
Hazelton, Prince George, Prince Rupert, 
Queen Charlotte City, Quesnel, Smithers, 
Stewart, Terrace, Tumbler Ridge, Tsay 
Keh Dene, Valemont, Vanderhoof, and 
Williams Lake 

JC WordAssist 



Appendix 6: Transcript Service Providers – February 2008 

 

Transcription company Service area 

JC WordAssist Ltd. 
111 Skinner Street 
Nanaimo, BC 
V9R 5E8 
 
614 – 808 Nelson Street 
Vancouver, BC 
V6Z 2H2 
 
101 – 821 Burdett Avenue 
Victoria, BC 
V8W 1B3 
 
229 Tabor Plaza 
100 Tabor Boulevard South 
Prince George, BC 
V2M 5T4 
 
4415 29th Street 
Vernon, BC 
V1T 5B7 

Tel: (250) 754-7822 
Fax: (250) 754-3245 
Toll free: 1-888-811-9882 
E-mail: jana@jcword.com 
 
Tel: (604) 669-6550 
Fax: (604) 669-6512 
 
 
Tel: (250) 477-8080 
Fax: (250) 477-1339 
 
 
Tel: (250) 564-7970 
Fax: (250) 564-7977 
 
 
Tel: (250) 260-3496 
Fax: (250) 260-3462 
Toll free: 1-888-679-5599 

1.0, 2.0, 5.0, 5.1, 6.0, 6.1, 
7.0, 8.0, 9.0 

M. McEachern and 
Associates Ltd. 
2390 Kensington Avenue 
Burnaby, BC 
V5B 4E2 

Tel: (604) 299-3595 
Fax: (604) 299-3545 
Toll free: 1-866-366-2202 
E-mail: mceachern@lightspeed.ca 

4.0 
 

Verbatim Words West Ltd. 
260 – 13711 72nd Avenue 
Surrey, BC 
V3W 2P2 

Tel: (604) 591-6677 
Fax: (604) 591-1567 
E-mail: info@verbatimwords.ca 

3.0 

 




