
TEMPLATE

Terms list template
Names and specialist words are where transcripts most often go wrong. Fill this in, then copy it into

the Names, acronyms, or terms box on the order form. The reviewer checks every item against the

audio.

Speakers

Name or code to use Role How to tell them apart

Dr. Maria Patel Interviewer Speaks first, asks the questions

Names, terms and acronyms

Correct spelling Sounds like Notes

Kubernetes koo-ber-net-eez Software product

NIOSH nye-osh Keep as acronym

Style requests

Anything else the reviewer should know

Full verbatim: keep "um", false starts and repeated words.

Short on time? A simple list works too, for example: Speakers: Interviewer, P01. Terms: NIOSH, Kubernetes, Okonkwo.
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