Interview transcript
Fill in the details, then add one row per turn. The first two rows of the transcript are a fictional example: replace them with your own.
Interview details
	Project or study
	

	Interview ID
	For example INT-03

	Date of interview
	

	Length of recording
	For example 00:47:12

	Interviewer
	

	Participant (pseudonym)
	For example P03 or “Maya”

	Transcribed by
	

	Transcription style
	Verbatim or clean verbatim

	Consent recorded
	Yes or no, and where the form is stored

	Notes
	Setting, interruptions, anything a reader needs to know


Transcript
	Time
	Speaker
	What was said

	00:00:04
	Interviewer
	Thanks for taking part. Could you start by telling me about your first term?

	00:00:11
	P03
	Yeah, so it was a lot. I moved here in September and (2.0) I didn’t really know anyone.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Transcription conventions
Use the same marks all the way through, and keep this key with the transcript so readers can follow it.
	Mark
	Meaning

	(.)
	A short pause

	(2.0)
	A pause, in seconds

	[inaudible 00:12:31]
	Words you cannot make out, with the time so you can check them later

	[overlap]
	Two people speak at the same time

	[laughs]  [sighs]  [phone rings]
	Sounds that are not words

	wo-
	A word that is cut off

	[name removed]  P03
	A name replaced with a code or pseudonym


Template from Spirelight Transcription. To get a draft of your recording with speakers and timestamps, start with 1 hour free at transcription.spirelight.ai. How to use this template: interview transcript template guide.
