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Setting Up Your Spreadsheet (continued) 
 

3 

Enter Location of 341 Hearing by City 
If there are multiple hearing locations within the same city, enter location of city only. 

A 

 
 
 

 
 
 

 
 

  

A)  In the LOCATION column, your default list shows “city1 – city3,” highlighted in blue.  
 
B)  Enter all of the cities where 341 hearings are held, by clicking in the appropriate cell, and 
entering the name of each city.   
 
You can enter up to 15 cities in this manner without modification of the sheet using the Data Tools 
feature. 
 
If you have more than 15 cities to enter, please contact your local USTP office for assistance. 
 
 
C)  Once all of the cities have been entered, you are ready to move on to TRUSTEE/CALLER NAME. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
B 
 
 
 
 
 
 
 
C 
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Using Your Spreadsheet (continued) 
LEP Report Form – Data Entry Instructions 
 

❺ 
 

Language:  Use drop-down list to select from a list of all languages supported by the interpretation service (Most popular 
languages (Top Six) should be listed first in drop down list). 

 

❻ 
 

Interpreter No./Interpreter Name:  Manually enter Interpreter information.  Interpreter Number is usually given by the 
operator before transferring call to the interpreter.  Once transferred to interpreter, verify Interpreter Number, and 
obtain Interpreter’s name. 

 

❼ 
 

Call Length:  Manually enter amount of time of service provided.  Please be sure to enter the time in the format indicated 
(h:mm:ss).  Using Debtor Aristov from the example report above, the call length was approximately 9 minutes and 15 
seconds.  To add to report, enter 0:09:15.   
 
Please note:  The time of service provided starts the moment you are connected to an interpreter and ends when the call 
is finished, and you are disconnected from the interpreter.  Any time used to swear in the interpreter, call cases, etc., 
should be included in determining total Call Length. 

 

❽ 
 

Debtor Name:  Manually enter Debtor Name.   A minimum of Last Name and First Initial are preferred. 

 

❾ 
 

Debtor Case No.:  Manually enter Bankruptcy Case Number  

 

❿ 
 

Complaint Code:  Use drop-down list to select appropriate code, if needed.  Any explanations can be entered in Notes ⓫ 

 

⓫ 
 

Notes:  Manually enter explanation of Complaint Codes. 

 
 
 
 
 
 
 
 
 



mailto:USTPRegion17.RE.ECF@usdoj.gov
mailto:USTPRegion17.OA.ECF@usdoj.gov
mailto:USTPRegion17.FR.ECF@usdoj.gov
mailto:USTPRegion17.SC.ECF@usdoj.gov
mailto:USTPRegion17.LV.ECF@usdoj.gov
mailto:USTPRegion17.SF.ECF@usdoj.gov
mailto:USTPRegion17.SJ.ECF@usdoj.gov
mailto:Nathan.B.Green@usdoj.gov
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LEP Interpreter Usage Report – Printable 
 

United States Trustee Program Limited English Proficiency (LEP) Interpreter Usage Report 
Trustee:  
Chapter:  

Date:  
Record # 

Location Trustee/Caller Name Language Interpreter 
No. 

Interpreter 
Name 

Call Length 
(h:mm:ss) Debtor Name Case No. Complaint 

Code Date 
(YYMMDD) 

5 digit 
Record # 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

Complaint Codes:   
1 - Unable to find interpreter who speaks debtor's language 
2 - Length of time required to connect to an available interpreter 
3 - Dissatisfied with interpreter/translator.   
4 - Other (Explain below)   

Notes: 

 
Once form is completed.  Transfer information to Electronic LEP Interpreter Usage Report and email to USTP. 


