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This guide provides guidelines for writing and editing transcripts.  This style 

guide is very short and can be devoured in a day.  However, these are things 

that you must digest and learn in order to produce accurate transcripts.  So 

please take your time to digest the info and don’t rush through it.  Remember, 

practice makes perfect. 

 

It is extremely important that transcripts are delivered to clients with at least 

98% accuracy.   Therefore transcripts must be edited for errors using the 

guidelines. 

 

The main purpose of editing the transcript is to produce a transcript that has 

appropriate punctuation, grammar and is as free as possible of errors.  What 

good is a transcript if it is full of errors?  Make sure you use the spell check 

on your computer after transcribing each document. 

 

Some clients are not even concerned whether you can type fast or not. They 

are more concerned about accuracy.  As long as you meet your deadline is 

all that matters to many clients.  However, if you truly want to make good 

money in this business you must increase your typing speed as well as your 

transcribing speed.  The faster you type and transcribe, the more money you 

make. 

 

NOTE:  Before you get started, go to 

http://www.nch.com.au/scribe/index.html and download the Express Scribe 

Transcription Software.   

 

You can use this software to transcribe documents.  Also to grab some 

sample practice audio files go to 

http://www.nch.com.au/scribe/practice.html?gclid=CNHKhbyKpq0CFYPc4

AodSjynlg 

 

Download these practice sounds files.  These are the audio files you will use 

to practice transcribing.  In addition to these audio files, there are completed 

transcripts available for each file so that you can check your work.     

 

 

 

 

 

http://www.nch.com.au/scribe/index.html
http://www.nch.com.au/scribe/practice.html?gclid=CNHKhbyKpq0CFYPc4AodSjynlg
http://www.nch.com.au/scribe/practice.html?gclid=CNHKhbyKpq0CFYPc4AodSjynlg
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Introduction 

 
You have made a wise decision in choosing General Transcription as your 

home-based career.  It’s very rewarding in so many ways.  You will be 

gaining a formal education by just transcribing various documents for 

various clients.  You will also have access to lots of job openings and don’t 

have to worry about not having a secure home-based job.  This is a field that 

is in demand but the supply for qualified transcriptionists is limited.   

 

Many businesses today like school districts, insurance companies, the media, 

police department, fire department, Internet marketing experts, business 

coaches, churches, authors all depend on the skills of General/Business 

transcriptionists to produce transcripts that are clear, precise, and readable. 

 

As a General Transcriptionist you will be able to work from home with your 

children right beside you.  What other career would allow that?   

 

I was able to work while taking care of a two-year-old and a newborn, with 

only four hours of sleep at night.  Four hours of sleep was all I got every 

night for about eight months because my newborn woke up every two hours 

for formula.  Despite that, I was still able to earn $350-$400 weekly.   

 

With this career you have the freedom to work early in the morning, late at 

night, as long as you meet your deadlines.   

 

Note:  In the first couple of weeks after getting started you might not make 

much money because it takes practice to develop your transcribing speed.  

Keep in mind that not only will your typing speed increase daily with 

practice, but your transcribing speed also.  So don’t give up.  The secret to 

success is perseverance.   
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What are the general rules for writing 

and editing transcripts? 
 

 

There are several rules that you must follow in order to produce great 

transcripts.  However, before we get started I must remind you to save your 

work often while you are transcribing and always save a backup document.   

 

I remember transcribing an entire 40 minutes (2 hours of typing) and lost it 

all because I didn’t save the work as I transcribed.  I also didn’t have my 

Microsoft Word set to ‘auto save.’  It was devastating.  I had to type the 

document all over again.  Don’t let it happen to you.   

 

Let’s get started… 
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Dealing with proper nouns and names you don’t know 

how to spell. 

 
 

If there are speakers, corporate, or product names on the audio file that are 

not given to you by your client and you cannot find the information on the 

client’s Web site, then go to www.Hoovers.com for help.  Type the name in 

the box next to “search by company name & ticker.”  When the search 

results appear; select, “people.”  You can also use http://imdb.com if you’re 

searching for terms in the entertainment industry.  Also please use the 

Merriam-Webster online dictionary at http://www.m-w.com. 

 

If you still can’t find the spelling of the name, or word you’re looking for, 

then go ahead and phonetically spell the word.  Once you phonetically spell 

it, the word must then be followed by a [ph?].  Some transcription 

companies would actually prefer that you just enclose the unfamiliar words 

with brackets []. 

 

Example:   

 

Mr. Bainbridge [ph?] is the new English professor at LAUSD. 

          Mr. [Bainbridge] is the new English professor at LAUSD. 

 

It is very important that you use the same phonetic spelling throughout the 

document.  Keeping the spelling consistent throughout the document will 

make it much easier for the client ( who knows the correct spelling) to use 

the edit key to replace your spelling. 

 

Please do not place [ph?] more than once if the word appears several times 

throughout the document.  You only need to ad [ph?] or bracket (depending 

on what your client wants) once for each unfamiliar proper noun or name. 

 

 

 

 

 

 

 

http://www.hoovers.com/
http://imdb.com/
http://www.m-w.com/
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Two Transcript Styles 
 

 

There are actually two transcript styles, and they are “clean,” and 

“verbatim.”   

 

 

Clean Transcripts 

 

 

A clean transcript contains exactly what’s said, but does not include: 

 

 Stutters (i.e., wha- wha- what are you doing?) 

 Speech Interruptions (i.e., sniffs, coughing, sneezing, snorting, etc.) 

 Um’s, uh’s, ah’s, eh’s 

 Background noises (i.e., wind noise, birds chirping, horns honking, 

dogs barking, bangs, etc.) 

 Slang action verbs (i.e., shoulda, coulda, woulda, gotta, ya’ll, etc.) 

 Single/double word stumbles (i.e., I want- I want to go to the ice 

cream shop to get a Julatti [ph?].  There’s a big ga- garage sale go- going on 

at the neighbor’s house down the street. 

 

Clean style transcripts do include: 

 

 Interjections (i.e., I mean, you know, we have to do something about 

this, you know. 

 Stumbles (i.e. If you switched- if they told you to switch monies 

around…) 

 

 

Verbatim Transcripts 

 

A Verbatim transcript is transcribed as it’s heard on the sound file.  

Verbatim transcripts include: 

 

 Double words 

 Stumbles 

 Stutters 
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 Uhm… 

 Ah 

 Uh… 

 Gotta 

 Wanna 

 Ain’t 

 You know 

 I mean 

 Gonna, etc. 

 

Examples of Clean vs. Verbatim sentences: 

 

Verbatim:  We- we recommend uhm… that you shop at Dollar Tree. 

Clean:  We recommend that you shop at Dollar Tree. 

 

Verbatim:  You know, I think you might find this- this uh.. very interesting. 

Clean:  I think you might find this very interesting. 

 

Verbatim:  He definitely ain’t the one for me. 

Clean:  He definitely isn’t the one for me. 

 

Verbatim:  Do you wanna go to the movies tonight? 

Clean:  Do you want to go to the movies tonight? 

 

Verbatim:  Uhm.. Mary, are you gonna uh.. tell- tell her the truth? 

Clean:  Mary are you going to tell her the truth? 

 

 

Although there is an infinite variety of possible spellings for “uhms” and 

“ahs,” you should generalize them all to either an “uhm..” if there is an “m” 

sound at the end or “uh..” if there is not. 

 

Example: 

 

“You know, he said he’ll uh-agh.. come over but uhm.. then Kelly called 

ahh- uggh- so I said to him, you know, like forget it.” 

 

You should transcribe the above sentence as: 
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“You know, he said he’ll uh.. come over but uhm.. then Kelly called uh.. so I 

said to him, you know, like forget it.” 

 

As you can see, the various vocal sound like “ahh,” “uggh”, and “agh” were 

all consolidated into the representative “uh..”.  The same would apply for 

“uhm” type sounds. 

 

Also note that the multiple “ahh- uggh-“ sound was consolidated into a 

single instance of “uh..”. 

 

Important: Every “uh” or “uhm” should be followed by a minimum of 2 

periods (..).  For example: “uh..” or “uhm..”.  If the person says “uh” for a 

longer amount of time than normal, add additional periods after the initial 

two.  This if somebody was mentally searching for an answer mid-sentence, 

the result might be: 

 

“I told the police officer uh….. that I didn’t do it.” 

 

This indicates to the person reading the transcript that the person being 

interviewed paused for a longer than normal amount of time before 

concluding his thought.   

 

Note:  If you’re transcribing an interview, please do not include the uhms 

and ahs in the questions only in the answers whether it’s a clean transcript or 

a verbatim transcript.   
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Following is a one-page transcribed sample of a verbatim transcript.  The 

clean version follows on the next page. 

 

 

Sample Verbatim Transcript 
 

 

David Brennor:  Hello. 

 

Q: Uhm.. good morning.  May I- I uhm.. speak to Mr. David Brennor [ph?] 

please? 

 

David Brennor:  He’s speaking. 

 

Q: Hi Mr. Brennor, how are you?  Uh.. hi, this is Tommy Boscov [ph?].  

Uhm.. I’m calling from Habitat Pharmaceuticals. 

 

David Brennor:  Oh hi, how- how are you? 

 

Q: I’m uh.. pretty good.  So- so I uh.. just wanted to start by asking if you 

were familiar with our company. 

 

David Brennor:  Which company? 

 

Q: Habitat Pharmaceuticals.   

 

David Brennor:  Uh.. not really. 

 

Q:  Okay.  So just to tell you a little bit about what our company does, we-

we are an advisory services company for the pharmaceutical industry, and 

uh.. our-our clients include -- actually Minolta [ph?] is one of our clients. 
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Sample Clean Transcript 

 
 

David Brennor:  Hello. 

 

Q: Good morning.  May I speak to Mr. David Brennor [ph?] please? 

 

David Brennor:  He’s speaking. 

 

Q: Hi Mr. Brennor, how are you?  Hi, this is Tommy Boscov [ph?].  I’m 

calling from Habitat Pharmaceuticals. 

 

David Brennor:  Oh hi, how are you? 

 

Q: I’m pretty good.  So I just wanted to start by asking if you were familiar 

with our company. 

 

David Brennor:  Which company? 

 

Q: Habitat Pharmaceuticals.   

 

David Brennor:  Not really. 

 

Q:  Okay.  So just to tell you a little bit about what our company does, we 

are an advisory services company for the pharmaceutical industry, and our 

clients include -- actually Minolta [ph?] is one of our clients. 
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Speaker Identification 
 

Usually most clients prefer that you type the speaker identification at the left 

margin, tab once and then begin transcribing what the speaker says.  Some 

of your clients might want the first and last name identifiers throughout 

the transcript, while others might prefer just the first name.  Titles (i.e., Mr., 

Mrs., Dr.,) are not used when identifying speakers, just their first name or 

both names as specified by the client.  Example: 

Q: What is your name? 

Monica: My name is Monica Smith. 

Or 

Q: What is your name? 

Monica Smith: My name is Monica Smith. 
 

Sometimes with multi speaker sound files there are voices that might sound 

similar.  Despite this fact, you must try your best to decipher who is 

speaking.  If you are unable to identify who is speaking at any point and 

time, use the word, “man” or woman” instead of guessing.  Some clients 

might prefer that you not spell out “man” or “woman,” but instead type “M” 

or “W.”  Example: 

 

M1: I didn’t hear about that, did you? 

W1: No. 

M2: Is that some big secret or what? 

Or 
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Man 1: I didn’t hear about that, did you? 

Woman 1: No. 

Man 2: Is that some big secret or what? 
 

 

It is also important that you double space between each speaker.  Keep 

sentences and paragraphs short.  It is okay and often necessary to begin a 

paragraph with “but, and, so, and, etc.  Also, no matter how clumsy some 

statements may seem, they must be transcribed exactly as you hear them. 

 

Try to keep paragraph lengths to four or five sentences maximum. 
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Single Dash vs. Double Dash 

 
 

To indicate a stumble, stutter or false start, use a single dash. 

 

Examples of Single Dash usage 

 

1. Honey I’ll be- be home late tonight, and won’t make it time for dinner. 

2. I- I am sorry for the pain I’ve caused you through this relationship. 

3. Julie do you re- remember that Netisha’s party is Saturday? 

 

When the speaker starts a sentence but changes his/her wording within the 

sentence and then finishes the sentence in another direction, please use a 

double (--) dash. 

 

 

Examples of Double Dash usage 

 

1. Kerry I want to -- I expected more from you. 

2. After all that hard work we -- prices went up 30% this quarter. 

3. You may decide that -- you are definitely thinking along the same line 

as I am. 

4. Lisa I’ll take the baby to the -- don’t give her the bottle yet. 

 

If the speaker does not finish a statement but clearly intended to ask a 

question, then you would place a double dash followed by a question mark 

where the speaker left off. 

 

Example: 

 

1. Did you take out the--? 

2. How in the world did you do--? 
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Unheard or Missing Portions 
 

The word [inaudible] should be used if the word or words spoken cannot be 

heard.  If there are sentences or sections that you can’t hear at all due to 

background noises, mumbled words, etc., then place [inaudible].   

 

If you can hear the word, but can’t make out the word or portion of a 

sentence, you can place a line in place of the word.  For example: 

 

“Why didn’t you give her the ____________ when she asked for it?” 

 

This would let the client know that there was a word that you didn’t make 

out or couldn’t understand.   

 

Note:  Please make every attempt possible to figure the word(s) before 

going this route.  Also make sure that the line is long enough to fill in the 

missing word(s).  For example, using the above sentence: 

 

“Why didn’t you give her the ___ when she asked for it?”  That line is not 

long enough.   

 

[Unintelligible] should be used if what is being said is not spoken clearly or 

you can’t understand what is being said. 

 

If the words (inaudible and unintelligible) are used at the beginning of a 

sentence you must capitalized them.  If they are used in the middle of the 

sentence they should not be capitalized. 

 

For example: 

 

Savion did not [unintelligible] in school today. 

[Unintelligible] he stayed with up in Birmingham. 

 

 

Note:  If speakers are talking at the same time and you can’t understand 

what’s being said, you can use the word [overlapping conversation].  If 

you’re transcribing a focus group and everyone is speaking at the same time 
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and having various conversations please use the word [simultaneous 

speech].   

 

However, if one person is mainly speaking and then several others start 

talking in the background, please try to only focus in and transcribe what the 

main person is saying at that time. 

 

Also, if the interviewer talks over the interviewee with “right,” “sure,” 

“okay,” et cetera, don’t bother with those unless really needed to make a 

point.  Use your judgment to decide whether you should add any of these 

interjections or not.  In most cases you don’t have to add any.  They’re 

usually just affirmations to what the interviewee is saying and vice versa. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 17 

 

Commas 
 

 

Commas should not be overused.  Commas should be used to separate a 

series of adjectives that are equal in rank. 

 

Example: 

A warm, soft pretzel… 

 

Use commas before conjunctions in a complex series. 

 

Example: 

The main advantages to consider are whether it will benefit you, whether it 

will bring joy to your family, and whether you should consider trying out the 

program.   

 

Use commas before and after “you know,” only if it’s used as a slang.   

 

Example:   

1. Mary, you know, it’s going to happen again. 

2. You know that it’s going to happen again because it seems to never 

stop. 

 

Another Example: 

 

Kerry, you know, Colin should’ve called me last night, but he didn’t.  You 

know, that made me really upset.  It’s like, you know, I mean, he does not 

care about what happened at all.  I mean, he just up and left without saying a 

word.  And you know, I mean he still didn’t have the nerve to just pick up 

the damn phone and call me.  What a jerk! 

 

Note:  If a sentence begins with oh, I guess, yes, well, I mean, etc., a comma 

should be placed after the word only if there is a significant pause. 

 

Example: 

 

1. Well yes, I guess you can add that to the list. 

2. Oh, so why didn’t you tell me this before? 
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3. Okay, thank you very much. 

4. Oh, I think so. 

5. So, what about me? 

 

In order to separate a series within a complete sentence, and when proper 

names are followed by a title, commas should always be used. 

 

Example: 

 

1. Gervern is a shy, creative, skillful child diagnosed with selective 

mutism. 

2. Today on our panel we have Penny Hauston [ph?], our Chief 

Executive Officer, and Bob Dorsette [ph?], President and Chairman of the 

US Department of Labor. 

 

After the word “said” or “say” a comma should be used when it is followed 

by a quotation.  The quote should be offset by quotation marks, always be 

prefaced by a comma, and begin with a capital letter. 

 

Example: 

 

1. Gerry, I said, “Don’t lean on the walls, because they are freshly 

painted. 

2. “Why don’t you take the kids to the park,” she said. 

 

Always use a comma if a speaker repeats a question from the audience. 

 

Example: 

 

1. The question was, “What was the total revenue for fiscal year 2004?” 

 

A comma should be used when the speaker is listing items in a series and 

labeling them by letter or number. 

 

If a letter:  Offset with commas, capitalize the letter, and separate the parts 

of the series with semicolons. 

 

If a number:  Offset with comas, write out the number in lowercase, and 

separate the parts of the series with semicolons. 
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Example: 

 

The program is, A, extremely important to the company; two, a benefit to the 

customers; and B, gives the customer an incentive to come back for more. 

 

 

Numbers 
 

The numbers one through ten should be typed as a word unless they are 

referred to as a “number,” “digit” or are an amount of money (dollars or 

cents).  The numbers 11 and above should be typed in digit form. 

 

Examples: 

 

1. There were only 10 children in Ms. Gravely’s class today. 

2. Who n the world ate the two blueberry muffins that were left on the 

counter? 

3. Please press the number 1 on your telephone pad. 

4. Please dial the digit 3 if you want to reach an operator 

5. There are only four people in our family. 

6. The price per share is $6. 

7. The price decreased this year by 5 cents to a price of $1.05 (said as 

“one-o-five”) this quarter. 

 

Note: Always place hyphens in two-word numbers. 

 

Example: 

1. He is fifty-six years old. 

2. I am thirty-two years old. 

 

When a sentence begins with a number it must always be spelled out.  If 

the number happens to be a percent spell out the word “percent” also. 

 

Examples: 

 

1. Two thousand two is when Janella was born. 

2. Five hundred men attended the Million Man March. 

3. Fifteen percent of 550 is 82.50 
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Fractions should be typed as digits 

 

Examples: 

 

1. There was a 5-1/2% increase in revenue last fall. 

2. Only 2/3 of the people showed up for the party. 

 

When numbers are used in a series and if the series contains at least one 

number above ten, then type all numbers as digits.  If the numbers are all 

below ten, then type the whole word. 

 

Examples: 

 

1. We buy at about 3 to 15 new products a year for resale. 

2. There were five, six, seven children in the swimming pool. 

3. The numbers 2, 4, 10, and 18 are used in that math group. 

4. Are there at least five to six job turn-overs per month? 

 

Hundreds, thousands, millions, billions, add a comma for five digits and 

above. 

 

Examples: 

 

1. “A thousand” should be typed as 1000. 

2. “A hundred” should be typed as 100. 

3. “A million” should be typed as a million. 

4. Sharon Hill Cookie Factory employs $525,000 workers. 

5. It looks li9ke there are over 50 million stars out in the sky tonight. 

6. Many farmers lost tens of thousands of acres due to bugs and insects. 

 

Digits should always be used with measurements. 

 

Examples: 

 

1. Corey jumped about 5 yards above Larry’s jump. 

2. Use 2-1/3 teaspoons of sugar and 2 cups of flour to make cookies. 

3. Cook a 20 pound bag of rice for the convention. 

4. It was 3.5 millimeters in volume. 
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Age 

 

When typing an age, it should be typed as a digit. 

 

Examples: 

 

1. My cousin Curtis was only 14 years old when he died from cancer. 

2. Kerry was 3 years old when she stopped sucking her finger. 

3. They used an 8-year-old child to do the opening act. 

 

 

Time 

 

If the speaker says, “o’clock,” the word should be typed out.  Don’t use the 

symbol.  If any fraction of an hour is referred to by the speaker, please type 

as you would normally type time.  Another thing to remember is, always use 

lower case letters without period when typing am and pm. 

 

Examples: 

 

1. The fashion show will begin at 3 o’clock. 

2. The interview will finish around 5:30 or so. 

3. Would you like to go out to dinner about 7:00? 

 

Dates 

 

“st,” “rd,” or “the” should not be used with dates unless necessary to 

maintain exactly what the speaker is trying to say. 

 

Examples: 

 

1. Our next board meeting will be held on March 30. 

2. I think the Sesame Place trip is on the 30
th
. 

 

Calendar Years 

 

Whenever a speaker says, “21
st
 century,” type “21

st
 Century.  If the speaker 

says, “The fifties,” type it as “the 50s” but don’t use an apostrophe s.  Also if 

a speaker says, “95,” type it as ’95.  Finally, if the speaker refers to a specific 

year, then type exactly as he or she refers to it. 
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Examples: 

 

1. We came to America maybe late 1985, or was it January ’86? 

2. The 20
th

 Century marked a time of joy in my life. 

 

Note: Some clients might prefer that you spell out “sixties,” “seventies,” etc.  

However, only do it this way if you’re told to do so by your client. 

 

 

Periods 
 

Sometimes you will have to begin a sentence with and, but or so.  This is 

quite okay in order to keep sentences short, to the point, clear, and easy to 

read as possible.  It is very important that all sentences contain a noun and a 

verb. 

 

Examples: 

 

Incorrect Example: 

 

Here is an example of some leaves that are fairly well chewed by the beetles, 

I believe, and so that tends to reduce the vigor of the plant, and not allow it 

to spread as much.  We have a little bit more damage here, and we are doing 

some monitoring where we actually measure the amount of leaf damage as 

an index as to how- how well the beetles are doing, and now we have 

transects.  They run through the sight where we measure along, and actually 

record how many plants of Blue Strife are coming up in a plot, and what sort 

of damage they are sustaining from chewing. 

 

Correct Example: 

 

Here is an example of some leaves that are fairly well chewed by the beetles, 

I believe.  And so that tends to reduce the vigor of the plant, and not allow it 

to spread as much.  We have a little bit more damage here.  And we are 

doing some monitoring where we actually measure the amount of leaf 

damage as an index as to how- how well the beetles are doing.  And now we 

have transects.  They run through the sight where we measure along, and 



 23 

actually record how many plants of Blue Strife are coming up in a plot, and 

what sort of damage they are sustaining from chewing. 

 

 

Money 
 

The dollar symbol must always be used if the word dollar(s) is stated.  If the 

number is cents only, then type out the words cents.  Sometimes the speaker 

does not state the word dollar but it is obvious that the context clearly 

implies that the amount stated refers to money.  In that case type the dollar 

sign. 

 

Examples: 

 

1. “A hundred dollars” should be typed as $100. 

2. “A million dollars” should be typed as $1 million. 

3. the used mink coat cost $250 (spoken as, “two-hundred fifty”) 

4. Out of every $300 she makes weekly, $150 of it is spent on utility 

bills.  (Spoken as, “out of every three-hundred dollars she makes weekly, 

150 of it…) 

 

If some other reference is made for the term dollar or the number spoken is 

more of a generality, there’s no need to use the dollar symbol.  In that case 

just type out the words. 

 

Examples: 

 

1. Samsung purchased another business for a quarter of a million dollars. 

2. We purchased the Disciples Cross for about 15 bucks. 

 

 

When reporting numbers in millions, billions or trillions you must always 

use lower case m, b, and t following the number.  Do not put a space 

between the number and the lower case letter.  Also, for “thousands,” don’t 

use k.  Always write out the figure. 

 

Example: 

1. $29.5m 

2. $5.2b 
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3. $350,000 

4. $525.2t 

 

Note: For values less than a dollar, the word “cents” should be written, i.e., 

eight cents, not .6, $0.08, or .8 cents.  Only if the clients specifically tells 

you not to write out the words, then use the digits as directed.  I worked for a 

company that wanted it transcribed as $0.08 and all others wanted it written 

out as eight cents.   
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Paragraphs 
 

You should begin a new paragraph whenever possible to keep the 

information as clear and concise to read as possible.  A new paragraph 

should begin whenever the basic thought changes.  Some words that do 

signify change would be: In addition, Secondly, First of all, etc.   

 

Sometimes you will have to begin a new paragraph with the words, but, and, 

however, so, etc.  Never begin a sentence with because. 

 

Always keep sentence and paragraph lengths short.  Paragraphs should be 

four to five sentences long, but four is ideal.   

 

 
Cathy Beetle: I got there, and my sister-in-law was a 

makeup artist.  And I was really nervous, and I was having 

a lot of difficulty, you know, with putting on my makeup.  

And so I asked her, could you help me?  Well she was very 

excited and she said, “I will just do your makeup for you.”   
 

Well, I have to explain to you her credentials.  She was a 

makeup artist for Merle Norman [ph?] cosmetics in the early 

80s.  This was the early 90s.  Wow-wee.  So it was time for 

pictures.  When I get nervous, especially for pictures my 

nose flares. 

 

So I have pictures with my nose flaring with a clown face.  

It’s time for us to start this ceremony.  We’re gathered at 

the edge. All of the guests are in line.  The music starts 

playing. We were not ready.  It was terribly embarrassing.   

 

Hold on, we’re not ready yet.  So it’s time to walk up the 

aisle.  My father takes my arm and he says, “You know, we 

can turn around and run right now.”  We said our, I dos.  

There were cheers, sighs, and groans from the crowd even 

though it was a crazy day that we still laugh about.  Here 

it is 14 years later. 

 

 

 

 

 

 



 26 

Quotation Mark 

 
 

A quotation mark should be used if the speaker is directly quoting someone 

or something.  Never forget to put the final punctuation mark within the 

quotation mark marks.  Also, place a comma prior to the beginning of the 

quotation and capitalize the first letter. 

 

Examples: 

 

1. He finally said, “I am too weary to make it up the hill.” 

2. They did ask, “How in the world did you do it in 30 days?” 

3. And I thought, “That certainly was a beautiful way of looking at 

things.” 

 

NOTE: commas, periods, semicolon, question mark all go within the 

quotation mark.   

 

Example: 

1. And he said, “What is your problem?” 

2. Daddy said, “Behave!” 

3. “The older you get, the more clearer it becomes,” she said. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 27 

Ellipsis 
 

An ellipsis is actually three periods with no spaces.  An ellipsis is used when 

someone is interrupted and/or does not finish his/her sentence.  Also, an 

ellipsis is used when the speaker takes a break in between the sentence. 

 

Examples: 

 

1. We have done this many times before.  So therefore… 

2. I saw Jenny yesterday around… 7:30 am. 

 

 

Another Example: 

 

Q: Was that the last thing you… 

 

Mary Brown: It was funny. 

 

Q: … said to her? 

 

Mary Brown: Didn’t you think it was funny? 
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Capitalization 
 

Capitalization should be used with titles, legal titles, page numbers, names 

of special events or meetings and geographical areas. 

 

Titles 

 

Example: 

 

This is Jim Young, our Vice President of Programming and Chief Executive 

Officer. 

 

Legal Titles 

 

Examples: 

 

1. Sir Brown of England came to visit the US for a week. 

2. Your Honor, that is not how it happened. 

 

Page Numbers 

 

Example: 

 

1. Page 5, Chart B, Slide 25. 

 

Names of Special Events or Meetings 

 

Example: 

 

1. This is the Boyland Corporation’s Third Quarter Earnings meeting. 

 

Geographical Areas 

 

Example: 

 

1. East Coast, West Coast, Midwest, Southwest, etc. 
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Note: Please remember to capitalize the word “Internet” and only capitalize the “Web 

in the word “Web site.”  Notice that the word “site” is not capitalized.  The words email, 

voice mail, telecom, etc., should not be capitalized. 

 

Word Usage 
 

Whenever a speaker uses curse words please type them in the transcript. 

 

If the speaker mispronounces a word and does not correct it, please type it 

exactly as you hear it, followed by the word (sic). 

 

Example: 

 

1. The e-book is imperent (sic) because of what it has to offer the 

customers that buy it.  (It is possible that the speaker meant to say 

important, or imperative). 

 

Following are the slang pronunciations of some commonly used words and 

phrases. 

 

Slang pronunciations spoken as:   Correct word: 

 

o.k.       Okay 

 

alright      all right 

 

gotta       have to, have got to 

 

‘cause       because 

 

Note:   If someone leaves off the first syllable of “because” it is okay to type 

it as ‘cause. 

 

coulda      could have 

 

shoulda      should have 

 

woulda      would have 
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Synonyms And Homonyms 
 

Please be careful to use the correct spelling or tense of a word when 

transcribing because if the incorrect word is used it can change the meaning 

of the sentence.  Following is a list of common errors that your spell check 

would not identify as incorrect. 

 

Accept:  To affirm  (Please accept my apology.) 

 

Except:  Exclusion (I want all everything except that one) 

 

Allude:  To make reference to something (She alluded to 

the Web site in  her speech.) 

 

Elude:  To escape something (The hit and run driver 

eluded the angry crowd.) 

 

Effect:  The result or outcome (Will that have a negative or 

positive effect on her?) 

 

Affect:  To act or influence (I don’t think it will affect her at all.) 

 

Compliment: To praise (The man gave me a compliment on my new 

hair style.) 

 

Complement: Completes an idea or situation (The peanut butter in the 

cookie was a great complement to the chocolate.) 

 

It’s: Contraction of it is or it has (It’s going to be difficult to 

move from New York to Florida.) 

    

Its: Possessive of it (The restaurant was classy, and its food 

was awesome.) 

 

Maybe: A possibility (Do you maybe you can follow me home 

today?) 

 

May be: Shows action (It may be too late for her to take action.) 
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There: A place (Look over there at those pigeons.) 

They’re: They are (They’re driving me nuts.) 

 

Their: Possessive (It’s their move now, not  mine.) 

 

Principle: A belief (What are the principles of the wealthy?) 

 

Principal: The head of an organization or referring to money (The 

principal balance on the loan was $15,000.)  (The 

principal of West Oak High School’s name is Mr. Biddy.) 

 

Who’s: Contraction of who is (Who’s going to the movies?) 

 

Whose: Possessive (Whose are those mangoes on the table?) 

 

Your: Possessive (What is your name?) 

 

You’re: Contraction of you are (You’re the one I’m talking to.) 

 

 

 

 

How do I format the document? 
 

The company or client that you work for will let you know what the margins 

should be, the header, footer, etc.  Some companies actually supply you with 

template.   
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Major Errors You Must Avoid 
 

1.  Never factually change the meaning of a statement. 

2.  Never omit questions. 

3.  Never omit answers. 

4.  Never misrepresent numerical values. 

5.  Never summarize or paraphrase the transcript. 

 

 

Minor Errors You Could Get Away With 

 

1. Punctuation errors 

2. Spelling errors   

3. Grammar errors 

 

You can only get away with these minor errors if they are not in abundance 

throughout the document.  Take the time to proofread the entire document.  

You would be surprised at how many silly little mistakes you’ve made.  You 

will not be able to produce a perfect transcript, but 98% accuracy is standard 

and that’s what clients expect from you.   

 

Correcting Grammatical Errors 
 

Some of your clients might want you to correct grammatical errors such as 

verb and subject disagreements.  Making these corrections would not change 

the meaning of the sentence.  NOTE:  However, there are some clients who 

want every word transcribed ‘as is.’  So be sure to check with the client to 

make sure before getting started. 

 

Examples correcting grammatical errors: 

 

1. A group of children is walking to the YMCA. 

A group of children are walking to the YMCA. 

 

2. There’s too many people sitting in the lobby. 

There’re too many people sitting in the lobby. 
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Acronyms 

 
 

If you are working for a financial services client you might run into some 

lengthy financial words and phrases.  Below are some of the most commonly 

used acronyms in financial services.  Using the acronyms will help you to 

avoid cumbersome repetition of lengthy words and phrases. 

 

 

 

 ADR    American Depository Receipt 

 AP    Accounts payable 

 APR    annual percentage rate 

 ASP    average selling price 

 AR    accounts receivable 

 BS    balance sheet 

 BP or bp   basis point 

 CAGR   compound annual growth rate 

 Capex or CAPEX  capital expenditure ( pronounced cap-x) 

 COGS   cost of goods sold 

 DSO    days sales outstanding 

 EAFE    Europe & Australia Far East Equity Index 

 EBIT    earnings before interest & taxes 

 EBITD   earnings before interest, taxes & 

depreciation 

 EBITDA ( pronounced EE-BIT-DAH) earnings before interest, taxes, 

depreciation & amortization 

 EMEA   Europe, Middle East & Africa 

 EPS    earnings per share 

 ETA (ETD)   estimated time of arrival (departure) 

 FASB (Pronounced FAZ-BEE)  Financial Accounting Standards 

Board 

 FX    foreign exchange 

 FY    fiscal year 

 GAAP   generally accepted accounting principles 

 GM    gross margin 
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 IPO    initial public offering (of company shares) 

 M&A    mergers and acquisitions 

 P&L or P/L   profit and loss (statement) 

 P/E    price/earnings (ration) 

 QA    quality assurance 

 Q&A    question and answer 

 R&D    research and development 

 RevPAR   revenue per available room (hotel industry-

specific) 

 ROA    return on assets 

 ROE    return on equity 

 ROI    return on investment 

 SG&A or SGA  selling, general and administrative expenses 

 TBA (TBD)   to be announced (determined) 

 YTD    year to date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 35 

 

Glossary of Financial Services Terms 
 

401 (k) 

Accretive 

Akamai (pronounced “ack-ah-my” 

API 

Ariba 

B-to-B (business-to-business) 

B-to-C (business-to-consumer) 

Bandwidth 

Broadband 

CIENA 

CLEC (pronounced “c-leck”) 

CRM 

Deutsche Bank 

Devaluation 

Dilutive 

Downturn 

DRAM (pronounced “d-ram”) 

eBay 

e-business 

e-commerce 

e-mail 

Ericsson 

e-tailer 

e-Toys 

E*TRADE 

Euro (currency of the European union) 

FAS (financial accounting standard) 

FASB (Financial Accounting Standards Board) 

Form 10-K 

Form 8-K 

Form 10-Q 

Forward-looking statement 

Goodwill 

GUI (pronounced “gooey”) 

HCFA (pronounced “hic-fa”) Health Care Financing Administration 

HIPAA (Health Insurance Portability Accountability Act) 
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Internet 

Interwoven 

IPO 

ISP 

IT 

LIBOR (pronounced “lie-bore”) 

Linux 

M&A (mergers and acquisitions) 

Marketplace 

Market share 

MQSeries 

NAREIT (pronounced “nair-reet”) 

Nikkei (pronounced “Knee-Kay”) 

NOI 

Nonrecurring 

OEM 

Online (as in the Internet) 

On-line (as in bringing production on-line) 

PalmPilot 

POP or POP3 

PricewaterhouseCoopers 

Procter & Gamble 

Q1, Q2, Q3, Q4 

RAID (redundant array of independent disks) 

RBOC (pronounced “are-bock” – Regional Bell Operating Company 

REIT (pronounced “reet” – real estate investment trust) 

remediation 

RLEC (pronounced “are-leck”) 

ROI 

RPU (pronounced “are-pooh”) 

S&P (or Standard & Poor’s) 

Safe Harbor Statement 

SAN (storage area network) 

SCSI (pronounced “skuzzy”) 

SEC (Securities and Exchange Commission) 

SG&A (selling, general, and administrative) 

Siebel Systems 

Siemens 

Six Sigma 

SKU (sometimes pronounced “skew”) 
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SMTP 

Speakerphone 

SQL Server (pronounced “sequel server”) 

startup (as adjective or noun) 

start up (as verb) 

timeframe 

timetable 

top-line (as adjective) 

top line (as noun) 

touch-tone 

turnaround 

UNIX 

upstart 

upturn 

veritas 

vis-à-vis (pronounced “vess ah vee”) 

WAN (wide area network) 

Web (as in worldwide web) 

Webcast 

Web site 

Workflow 
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What are some additional examples of Documents that 

General Transcriptionists Transcribe? 

 

Annual general body business meetings, quarterly financial meetings, public issues, 

conferences, focus groups, and investor presentations are some examples of documents 

that are transcribed by General Transcriptionists. In addition, infomercial video files are 

also examples, and are usually easier to transcribe because you can actually see who’s 

speaking while transcribing.  This makes it easier to identify each speaker.   

 

I’ve transcribed quite a few TV infomercials, celebrity groups, and one-on-one 

interviews, and commercials.  I really enjoyed transcribing these types of documents.  

I’ve learned so much transcribing from various sound files.  The knowledge that I’ve 

gained from being a General Transcriptionist is priceless.   

 

The topics that I’ve transcribed are just too numerous to mention.  I’ve transcribed one-

on-one interviews with Luther Vandross, Jada Pinkett-Smith, Snoop Dog, P. Diddy, “TV 

Guide” interviews, church sermons, HBO Documentaries, etc.  Before the movie, “The 

Matrix” came out, I transcribed several interviews with the cast members and knew what 

the movie was all about before it hit the big screen.   

 

In addition to one-on-one interviews and TV movies, large companies like IBM, Geico, 

Prudential, Bank of America, etc., all have quarterly meetings and hire large General 

Transcription agencies to transcribe their conferences and quarterly meetings.  I’ve had 

the pleasure of transcribing documents for the above-mentioned companies. 

 

So as you can see, this is a lucrative career to get into if you really want to work from 

home and keep working without worries of losing your job.  If you lose one contract 

today, you can apply for another one tomorrow.  General Transcription has been good to 

my family and I, and it can do the same for you. 
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What are the transcripts generally used for? 

 

 

Transcripts are used for various purposes.  Some of these uses are: 

 

 Attorneys may use them for legal documentation. 

 Large corporations use them for mass distribution to shareholders. 

 Financial analysts use them to develop projections. 

 Writers also compile data or find quotes for news articles and would 

use transcripts for those purposes. 

 Direct quotes from transcripts sometimes may appear in online service 

articles within days of a teleconference, newspaper articles, etc. 

 

Note: Talk Shows like The Oprah Winfrey Show, Dr. Phil, Montel Williams, 

etc.,  sell the transcripts of each show.  They usually rely on large 

transcription agencies to transcribe each show, and then the transcription 

agency then out sources the work to home-based workers.   
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How is data sent to the transcriptionist? 

Digital Files 

 

In the past, micro and mini cassettes were used to record data and then sent to the 

transcriptionist to be transcribed.  Today many companies are digitizing their cassette 

tapes, and switching to digital equipment.  The reason why they are switching is because 

tapes can be misplaced or become lost.  Without the physical constraints of tapes clients 

are not limited to local transcriptionists.   

 

When a file is digitized it can be uploaded to the Internet immediately for easy access to 

the transcriptionist, and a copy can be kept for a long period of time.  The transcriptionist 

then downloads the file to their PC via FTP server or using their web browser  and can 

start working on it immediately.  However, most clients don’t want files downloaded via 

web browser because of confidentiality issues.  That’s why an FTP software is extremely 

important to have.   

 

It doesn’t matter where in the world the transcriptionist lives because as long as they have 

Internet access and FTP software they can download the files and start working on it 

immediately.  After transcribing the document it is then uploaded back to the client’s web 

site via an FTP server, email attachment, etc.   
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Smart FTP Tutorial for Windows computers.  

SmartFTP is available for free on Downloads.com 

Download and install the software on your computer. 

Start the program. It should look more or less like the 

following.  

 
 

Using the login and password you receive for your FTP 

account from your client, enter it in the address, login, 

and password window respectively.  

Both the Login and Password fields are CasE SENsiTive. 

Failure to use the correct letter case will prevent login.  

http://download.com.com/3000-2160-10190184.html?tag=lst-0-1
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Once you have entered the ftp address that your client 

gives you, and your login ID and password, it's time to 

connect to the server.  Notice the following buttons connect, 

disconnect and refresh the listings: 

 
 Connect 

Use this button to connect to the server after 

entering the address, your login, and password.  

 Disconnect 

 

Use this to disconnect from the server after 

uploads are finished. Exiting the program has the 

same effect. 

 Reconnect 

 

If for some reason the program tells you that you 

are not longer connected to the site, use this 

button to reconnect. 

 Refresh 

 

After you've uploaded files, hit this button to 

'refresh' the name and size list of the files 

uploaded. This is a good idea to confirm that your 

upload completed and did not stall or fail in the 

middle. 

Hit the "Connect" button to connect to the server.  

Notice how the screen now has a new window. The upper 

left corner of the new screen lists the server name. This 

indicates that you are now logged into our FTP server.  

You are now ready to upload or download files.   To 

download a file from you client’s Web site, first find and 

highlight the file that you want to download from the 

client’s Web site.  Highlight the audio file by left 

clicking on it.  Right click to bring up an option  box.  

Select ‘download,’ ‘direct,’ and then ‘folder.’  Find 

folder on your computer where you want to download the 

file and click okay.  You’re done.  Close FTP software 

and check the folder on your computer to see if the audio 

file was downloaded. 
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Vernette Carbon is a happily married mother 

of three boys. She is also the president of 

V&G Submittals Collaborative (General 

Transcription Services and Training, resume 

writing services, Home Business Coaching, 

and Construction Cost Estimating, 

Consulting, & Design), and a graduate from 

Bernard Baruch College with a BA in 
Corporate Communications. 

Since high school Vernette Carbon wanted to 

have her own business. Over a period of 

three years, after graduating from Bernard 

Baruch College in New York City, she worked 

at three jobs that she hated. She felt 

trapped. There was a lack of freedom, and 

flexibility. She longed to express her creative 

side, something she could do only if she had 
her own business. 

She became fascinated with the idea of 

starting her own business. In 1998 she 

wrote a letter of resignation to her boss one 

month before her promotion to a higher 

grade level. Everyone thought that she was 

crazy and lost her mind to give up a secure 
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federal government job. 

At that time she owned a part time health 

and nutrition home-based business, and 

decided to pursue her business full time. 

Her supervisor laughed when she told her 

that she was going to pursue her part time 

home-based business full time. Her mother 

was also disappointed because she gave up 

a secure federal government job to sell 

health and nutritional products. She was 

very happy with the move she made, but at 

the same time, scared to death. However 
she knew she would find her way somehow. 

About one year later her home-based 

business dwindled. Selling weight loss 

tablets and vitamins, etc., was not her “Cup 

of tea.” It started out great, but after her 

first son was born her family relocated to 

Florida. She could no longer keep up with 

that business, and had to seek other sources 

of income. Her former supervisor’s laugh 
haunted her in her sleep. 

There she was in beautiful, sunny Miami, 

Florida with a three-month-old baby, living 

with her mother, along with husband 

Arthurly, two siblings and a niece. It was one 

of the lowest points in her life, but she knew 
things would get better one day soon. 

Three months after her first son was born 

she was bored at home, and really wanted 

to work. She wanted to contribute to the 

home financially. It was nice to be able to 

stay home and take care of her son, but 

living on one income was also frustrating. 

Despite the fact that she wanted to work, 

she also didn’t want to pay the high cost of 

daycare. She also didn’t want to go back to 

the 9-5 grind that she experienced three 

times at three different jobs. At that time in 

1999 finding a real work at home job was 

almost non-existent. Despite all the scams 

that she bought into, she was determined to 
successfully work from home. 

Everyday after her husband left for work 

Vernette got on his laptop and searched, and 
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searched the Internet looking for home-

based jobs until she literally got migraine 

headaches. Along with her search came lots 

of tears, prayers, and sweat because she 

was tired of spending money on scams. 

Eventually after searching for two months, 

up to 10 hours a day, she gave up her 

search. However, that didn’t last long 

because that voice within kept telling her to 

keep searching. And she did. 

Vernette is a dreamer. She not only dreams, 

she takes action to make her dreams a 

reality. Her heart goes out to all those who 

really want to work at home. There are 

many people who claim they want to work at 

home, but don’t want to do what it takes to 
make it a reality. 

Vernette wants to help those who are willing 

to help themselves. She has helped so many 

people, and will bend over backwards to help 

anyone who is serious about finding a real 

home-based job or start a business from 

scratch. 

 

Vernette Carbon (ebuisnessmom) 
Helping Entrepreneurial Moms Find 
Greater Success Online 
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