Model transcript – layout and formatting
For all the tools and procedures used for processing and enhancing qualitative data, the initial format in which the data are received is critical.  One outcome of the SQUAD project was to define a model transcript for both UKDA internal purposes and for others, usually prospective depositors, who want a consistent and standard format for their transcripts. 

This model attempts to specify minimal requirements for preservation while not creating an unnecessarily complex template.  There are three sections:  a header that contains collection and interview information and appears on every page, a respondent details section that appears only on the first page, and the body of the transcription itself.  

In the header, key metadata about the collection from which the interview came is provided, such as the name of the collection, the depositor, and the interviewer and the date of the interview.  In addition, any number assigned to the interview is here, as is the name (or pseudonym) of the respondent.   Transcriber details and some version history (such as whether or not this transcript has been anonymised) are also provided.  This information appears on every page because it is critical to identifying the respondent and connecting an individual interview to the collection from which it came.  While the practice of printing hard copy pages is declining, it was still deemed worthwhile to retain this information on every page.  In this template, the header has been done manually, to assure that it appears in all “views” in Word (normal, print layout, etc.).  The header feature of Word can be used to create this formatting, but some caution must be used as saving in .rtf format preserves the header, whereas simpler text formats (.txt) will not.  
The second set of metadata, respondent details such as date of birth and gender, are provided on only the first page of the document.  The list of items is a compromise, with no firm rules for the selection.  The header includes the most critical metadata usually used to identify an interview.  The respondent details are the ones most typically cited and are also provided (when available) in UKDA data listings (spreadsheets that list all the interviews in a given collection).  Two additional points need to be made here.  First, this template is a guideline only and can and should be adapted for specific projects.  For example, if children are a core research theme, then including the number of children might be appropriate here.  Second, the metadata captured in the model transcript is only a partial set of the total set of metadata preserved with an interview and its larger collection.  The intent is not to have the transcript duplicate the full set of metadata, only to capture on the page what is most relevant and useful to those reading and analysing transcripts.
Regarding formatting content itself, there are very few guidelines.  The intent was to use a format that was easily readable by humans and also conformed to the input guidelines for most qualitative data software applications.  These guidelines change often as new versions are released and it is always advisable to review such requirements before finalising a transcript format.  One requirement is to use a system of identifying speakers that is flexible enough to accommodate multiple respondents or focus group participants or interviewers.  The template uses “I” for the interviewer, permitting expansion to I2, etc. if necessary.  First and last initials (or a number) are provided for the respondent.  If no identifier is given, speaker tags of R1, R2, etc. could be used.  We have opted for short tags (one to two characters) in part to permit the showing of the maximum amount of text in a web display.  The use of the hyphen “-” instead of a colon makes this format compatible with the maximum number of qualitative software packages.  Line spacing follows existing conventions of single spacing within a speaker’s turn, and double spacing between speakers.  As well as being a familiar and readable format, this spacing is also one required for some CAQDAS packages in order to automatically code questions and responses.  Finally, text is added to indicate start and end points of each side of each audio tape.
Clearly, far more detailed specifications can be provided regarded transcription, such as the inclusion or not of non-verbal utterances, background noises, and conventions for transcribing accents, non-standard usage, pauses, grammatical errors, and so on.  Such decisions are inextricably linked with the purposes of the research.  The intent here has been to leave as much control over such matters to researchers, while still providing a flexible and useful model that meets minimum preservation requirements.  
We gratefully acknowledge comments and suggestions for this format from many people, with particular thanks to Ann Lewins of the CAQDAS Networking Project and Arja Kuula of the Finnish Social Science Data Archive.  
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[Start of Tape 1, Side A]
I‑
Just one or two factual details first of all before we go on to your health and that.... how old are you?
FL‑
I'm 58 in June.
I‑
What schools did you go to? Can you remember that far back!

FL‑
Oh... the last school was at Longside.. aye, ken Longside?

I‑
No, where is that?

FL‑
Peterheid. Village... That was the last school.

I‑
Uh-huh, so you lived in Peterhead...

FL‑
No, Longside.

I‑
Longside. And, do you work at all? At the moment?

FL‑
Just look efter my grandchildren. Like that... well, my grand-daughter comes in at night.. well, her mither cleans the school... and I look efter my grandson whose mother works... aye, that kind of thing. I take him in an’ keep an eye on him. Well, he's at the school but I give him his dinner an’ look efter him at night till she comes an’ picks him up.

[End of Tape 1, Side A]
[Start of Tape 1, Side B]

I‑
Just one or two factual details first of all before we go on to your health and that.... how old are you?

FL‑
I'm 58 in June.
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I‑
What schools did you go to? Can you remember that far back!

FL‑
Oh... the last school was at Longside.. aye, ken Longside?

I‑
No, where is that?

FL‑
Peterheid. Village... That was the last school.

I‑
Uh-huh, so you lived in Peterhead...

FL‑
No, Longside.

I‑
Longside. And, do you work at all? At the moment?

FL‑
Just look efter my grandchildren. Like that... well, my grand-daughter comes in at night.. well, her mither cleans the school... and I look efter my grandson whose mother works... aye, that kind of thing. I take him in an’ keep an eye on him. Well, he's at the school but I give him his dinner an’ look efter him at night till she comes an’ picks him up.
[End of Tape 1, Side B]
[End of Tape]
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