COURT OF APPEAL FOR BRITISH COLUMBIA

Completion Instructions for Transcribers
Lower Court Civil Transcripts for the Court of Appeal — Civil Rule 24 (4)

These are transcripts of the lower court proceedings required to be filed for an appeal.
1.0 Lower Court Transcripts Prepared by Authorized Transcribers

1.1 Content Requirements

Note: Transcripts ordered for s. 684 CC applications (or for interlocutory criminal applications) may be
filed in the format of the lower court for purposes of hearing the application.

Order Requirement Instructions Completed
1 Court of Appeal Cover Required. This Word template can be used to create your O
Page cover page.

Include Publication Bans, Sealing Orders or Anonymization
Orders and In-Camera proceedings with legislative
provisions or inherent jurisdiction and terms

See Publication Bans, Sealing Orders, and Anonymization
Orders (Civil and Criminal) Practice Directive, 10 June 2024

2 Lower Court Title Required. Supreme Court, Provincial Court, Tribunal — See O
Page (replaces term BC Transcription Manual (Schedule B — Sample
“frontispiece”) Proceedings (47-line) Title Page

3 Table of Contents Required. Table of Contents requirements in Proceedings O
(replaces term Index) (47-Line) Transcript in BC Transcription Manual.

4 Transcript: 47-Line See requirements for Proceedings (47-Line) Transcript in O
Proceedings BC Transcription Manual

5 Court of Appeal Rules Transcripts of proceedings in court appealed from O

Part 4 — Steps After 24 (1) In this rule, "book of transcripts" means a book of
an Appeal is Brought  transcripts that

Division 2 — (a) includes the transcripts required under subrule (3), and
Documents Filed to (b) meets the requirements for transcripts set out in subrule
Ready an Appeal for  (4).

Hearing

24 Transcripts of 2) An appellant must file and serve a book of transcripts

(
proceedings in the (a) not more than 60 days after filing a notice of appeal, or
court appealed from () it |eave to appeal is required, not more than 60 days after
leave to appeal is granted.
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Completion Instructions for Transcribers
Lower Court Civil Transcripts for the Court of Appeal — Civil Rule 24 (4)

5 (3) Unless a justice or the registrar orders otherwise, a book
of transcripts must contain the following from the
proceedings under appeal:

(a) transcripts of all oral testimony, if any was given;
(b) transcripts other than testimony, if they are necessary to
resolve the issues under appeal.

(4) Transcripts that are filed in court must be prepared

(a) by a person who

(i) has entered into an agreement with the government for
the provision of transcript preparation services in relation to
proceedings in courts in British Columbia, or

(i) is employed by, or is retained under an agreement with, a
person referred to in subparagraph (i) to provide the
services referred to in that subparagraph, and

(b) in accordance with the completion instructions.

(5) The registrar may dispense with a requirement under
subrule (4).

(6) Despite subrule (3), an appellant may exclude any
portion of a transcript from a book of transcripts with the
agreement of the other parties

1.2 Format and Technical Requirements for Lower Court Transcripts
This is a checklist of all requirements for electronic books, combining multiple files using a PDF tool.

Requirement Instructions Completed

Court of Appeal Cover This Word template can be used to create your cover page 1

Page with a header style applied to the document name.

Lower Court Title Page  Supreme Court, Provincial Court, Tribunal — See BC O

(replaces term Transcription Manual (Schedule B — Sample

“frontispiece”) Proceedings (47-line) Title Page

Multi-day Proceedings Include a title page for each date of proceedings (see O
above), add a bookmark and include in the table of contents

Security Settings Disable any PDF security settings that might restrict or O

prevent the Court from viewing, printing, saving, annotating,
or searching the electronic document.
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Requirement Instructions ' Completed

Page Numbering (or e page numbered or Bates numbered (1, 2, 3) consecutively l
Bates Numbering) for the entire transcript
top centre of the page
can start after the Table of Contents or on the cover page
Consecutive page numbering (even if printed and filed)
Table of Contents must match PDF page numbering
*Page searching must match PDF page numbering
* If page numbering starts after the Table of Contents, this
is done using the Page Labels function in AdobePro
otherwise page 1 will automatically be the cover page
when searching
Table of Contents e See Table of Contents requirements for 47-line transcripts O
(replaces term Index) in BC Transcription Manual.
o Create a Table of Contents in Word based on sequential
page numbers in PDF and with a header style applied for
the title “Table of Contents”
e Page numbering in the Table of Contents must align with
the sequential page numbering of the PDF.
Bookmarking matches The transcript must also contain bookmarks, which must O
the Table of Contents match the Table of Contents requirements for 47-line
transcripts outlined in the BC Transcription Manual.
Additionally, volumes (if paper filing) must be bookmarked.
(see paper filing below)

E-FILING Required for counsel in civil appeals O
File size limit: Court Services Online (CSO) e-filing will accept one (1) PDF
maximum 200 file (including cover page & title pages, and Table of

megabytes (MB) per Contents) with a file size maximum of 200MB.

file e If the document is larger than 200MB, the material

cannot be electronically filed; parties must seek
direction from the Reqistry or Reqistrar

e Appeals with 4,000 pages or more: parties must
seek directions from the Registrar as soon as
possible, and not less than 90 days before the appeal
hearing. See Reqistrar’s Filing Directive
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Completion Instructions for Transcribers

Lower Court Civil Transcripts for the Court of Appeal — Civil Rule 24 (4)

Requirement Instructions Completed
PAPER FILING Optional for criminal appeals and self-represented litigants O
Volumes Create volumes within PDF which are a maximum of 600

pages based on logical breaks for printing and binding (600
pages printed double-sided = 300 sheets of paper bound)

e Create a bookmark for each volume in the PDF

e Page numbering must be sequential between

volumes
Printing . .

Print and add to each printed cerlox bound volume:
e Cover page (add volume 1 of 5, 2 of 5 etc.
e Cover page colour: Exact Vellum Cover/Red.
o Title page (lower court transcript)
e Full table of contents

History:

Replaces previous requirements in the BC Transcription Manual
Last Updated: October 8, 2025
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