[Title]
Date: [Weekday, Month D, YYYY] · Recording length: [HH:MM:SS]
Participants: [Name] ([role]), [Name] ([role]), [Name] ([role])
Transcriber: [name]
Participant codes (research interviews, optional): I = interviewer · [P01] = participant [1] ([role])
Replace real names with participant codes in research transcripts before you share the file.
Transcript
Start each speaker turn on a new line with the same label every time. [HH:MM:SS] counts hours, minutes and seconds from the start.
[HH:MM:SS] [Speaker]: [What they said, with normal punctuation.]
[HH:MM:SS] [Speaker]: [What they said, with normal punctuation.]
[HH:MM:SS] [Speaker]: [What they said, with normal punctuation.]
Bracket tags
	Tag
	Meaning

	[inaudible HH:MM:SS]
	Words you can't make out after replaying the spot

	[crosstalk]
	Overlapping speech that can't be made out. If both speakers are clear, skip the tag and transcribe both turns

	[laughs]
	Laughter; bracketed notes mark anything that isn't speech







