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Making transcripts is at the core of documentary editing and are either outsourced or done 
in-house.  In the latter case, it is often a shared task that can be complicated by the transcript being assembled via email, etc.  The same formatting is therefore essential for clean, readable work and to make the process of assembling easy. Below are formatting instructions, then a transcript excerpt so that you can study how the format works in different situations.

TRANSCRIPT FORMATING INSTRUCTIONS

•
Left margin:  “0”  (this is for the placement of timecode)

•
Hanging indent:  “1”  (this is for the placement of text)

•
Right margin:  “6” 

•
Font:  12 pt. Times (or Times Roman if your computer does not have Roman—use this font because every computer will have one or the other and if you assemble parts of the transcript from other staff you will not have to change fonts).

•
Spacing:  single

•
Placement:  flush left, rag right

•
Reel ID:  in bold at the 5.5” mark at the top right-hand of your first transcript page, on the first line.  This will allow you to flip through the pages and quickly find the requisite reel when you have assembled the transcript into binders.  Give each transcript section the same name as each 2-or –3-digit master tape.  
Hit “return” three times to begin noting the timecode and words.

•
Timecode placement and interval:  note the timecode at the beginning of your scene, then note every minute of elapsed TC  in the left margin.  The turnover will often take place while a person is speaking.  In that case, just note the timecode turnover and continue with their speech (see below for examples).

•
Timecode numbers:  hours and minutes.  Note seconds only at the beginning and ending of scene--otherwise none, unless you wish to note a specific action.  Never note frames. 

•
Speaker’s name:  ALL CAPS followed by a colon (:) followed by a short phrase between parentheses identifying where speaker is or what the action is.

•
For lengthy gaps in a speech use four dots (....) between sentences.

•
For the end of a speech:  insert a short phrase between parentheses stating where the speaker is or what the final action is if different from that at the beginning.
•
Save twice:  Save As a Word file and also Save As as a Rich Text Format (RTF) file because everyone’s computer can read it the latter.  Name the file as the two-or  three-digit reel number corresponding to your assigned dub tape (ex: 001) to a zip disk or CD.   

•
Disk label:  clearly  label the outside of the disk with your name, date, and dub tape reel number(s).

Now, let’s see what this will look like.  Here’s a transcript sample from footage about a grassroots housing organization and their attempts to influence the 1996 Democratic Convention in Chicago:
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02:05:40:00
JOHN:  Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.


CROWD: The Treeman is coming.


JOHN:  Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.


CROWD: The Treeman is coming.


JOHN:  Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.

02:06:00:00
CROWD: The Treeman is coming.


JOHN:  Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.

02:06:05:00
(crowd in front of Daley’s house)

02:06:10:00
JOHN:  Everybody gather around behind the…. the Treeman there.  
Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.


CROWD:  The Treeman is coming.


JOHN:  Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.


CROWD: The Treeman is coming.


JOHN:  Hey Mayor Daley.


CROWD:  Hey Mayor Daley.


JOHN:  The Treeman is coming.


CROWD: The Treeman is coming.


JOHN:  What does the Treeman have to say today?  


(John puts bullhorn in front of Treeman)


TM:  If I dress up like a tree, Mayor Daley, will you care about me?


TM&CROWD:  If I dress up like a tree will you care about me?


TM&CROWD:  If I dress up like a tree will you care about me?


TM&CROWD:  If I dress up like a tree will you care about me?


TM&CROWD:  If I dress up like a tree will you care about me?


JOHN:  Well we brought the Treeman here this morning.  

02:07:00:00
I don’t know if you’ve seen the Crains Chicago this week.  They estimate 180 million dollars for the convention to be spent.  Mostly on beautification projects; flower pots and trees.  And we’re here today, homeless people dressed like trees because what we need is not flower pots, we need housing.  And we are here to campaign just before the election and we finally met with the administration and came  to no agreement about what this community should look like.  Now if the Mayor proposes a mixed income community for Henry Horner Homes, Cabrini Green, tell him to put his money where his mouth is, in his own neighborhood.  This community should be a mixed income community….excuse me…

02:08:00:00
(Police Lieutenant walks up to John)


PL:  I just want to tell you one thing, the noise level….(unintelligible)…

02:08:04:00
PL:….so you’re going to have to tone it down.


JOHN:  I’m going to tone it down a bit.


PL:  Tone it down a lot more than you are doing.


JOHN:  OK


PL:  Because you….(to crowd) you can gather in closer to him so you can hear.


JOHN:  (whispering into bullhorn) Well, what do you guys want?


CROWD:  (softer than before) Housing.


JOHN:  When do you want it?


CROWD:  Now.


JOHN:  What do you want?


CROWD:  Housing


JOHN:  When do you want it?


CROWD:  Now.


JOHN:  What do you want?


CROWD:  Housing


JOHN:  When do you want it?


CROWD:  Now.


JOHN:  What do you want?


CROWD:  Housing


JOHN:  When do you want it?

02:08:23:00
CROWD:  Open the door Richard, open the door (laughter) open the door Richard, Open the door Richard, why don’t you open that door?


JOHN:  Treeman, come on up here now.  We are debuting, introducing the Treeman.  Treeman, why are you here this morning?


TM:  (to crowd)  I’m here because I’m a homeless person who lives in a shelter and, and it seems like the mayor cares more about 12.3 million dollars for trees and flowers for one week for the Democratic Convention and nothing for homeless people.

02:09:00:00
It isn’t fair for people like myself and others that live in shelters, live under lower Wacker Dr. that we can’t find an SRO to live in, we can’t find a place to stay to be safe, but we can walk down Randolph and see plants and trees for $12.3 million dollars when it only takes less than 15,000 dollars per room to renovate the St. James.


CROWD:  Yeah, Wooo….(clapping)


JOHN:  (to crowd)  Have you ever seen a talking tree before?  Amazing, I’ve seen a talking horse you know, a talking cow, but here we have a talking tree.


CROWD:YEAH!


TM:  And you will see a lot of me all this week and next week all over the convention, all over Chicago.  Be ready Chicago, the Treeman is here!


CROWD:  Woooo!


JOHN:  Not only Chicago, but especially….


TM:  Especially Mayor Daley’s neighborhood.  I will be here Richard. I will be here…


JOHN:  Not just in the hood, but wherever the Mayor is.


TM:  Wherever the Mayor is all this week the Treeman will be there.

02:10:00:00
CROWD:  WOOO!!


JOHN:  Let’s have a hand for Treeman.  Stay up here now Treeman you’re the hit of the show. 


A MAN: People in Chicago, Thank you


CROWD:  Whooo


JOHN:  Housing for the needy!


CROWD:  Not for the greedy!


JOHN:  Housing for the needy!


CROWD:  Not for the greedy!


JOHN:  Housing for the needy!


CROWD:  Not for the greedy!


JOHN:  Housing for the needy!


CROWD:  Not for the greedy!


JOHN:  Housing for the needy!


CROWD:  Not for the greedy!


JOHN:  Is he coming, The treeman is coming!  This is Robin um… Robin MaClure


CROWD:  Whoo

02:10:45:00    RM:  Good Morning, I am a single mother of three great boys.  I was put out of CHA because of gang violence there is no space or affordable housing in the city of Chicago for a single mother who wants to keep her children out of gangs or away from drugs.  I ask major Daley to do what you can to help me and women like me.  I have two children that are with me, who are musicians, who are into singing, they are constantly performing.  Matter of fact they were performing for the President next week.  Now if I can keep them out of gangs and keep them safe I’m sure you can find me some kind of affordable housing where I can maintain some kind of dignity and show them that everything is not bad about this city.


CROWDS:  Cheer for Robin

02:11:30:00
JOHN: Robin would you like to live in the south loop?  Would you like to be Major Daley’s neighbor?  How does that song go Mr. Rogers’s neighborhood?  Won’t you be, won’t you be, and won’t you be my neighbor?


JOHN: w/ crowd: Major Daley, won’t you be, won’t you be, and won’t you be my neighbor?  Won’t you be, won’t you be, won’t you be my neighbor?  What do you want?


CROWD: Housing!


JOHN: When do you want it?


CROWD: Now!

02:12:00:00
JOHN: Now we have Madeline Tilbin from Acorn here.  Madeline why don’t you come on up here and lead us in a cheer and say a few words?


Madeline:  (inaudible).


JOHN:  It’s not just us, right, it’s over 80,000 people in the city of Chicago will be homeless this year, you know.  And we know that the Major has spent 12.3 million dollars just on flowerpots.  And, if you read Cranes Chicago it says, “Primping Chicago has cost 180 million dollars.  And they couldn’t spend 2.9 million dollars to rehab the St. James, What is that?  And their building town homes in the south loop that have seven bathrooms?  Now the people at the St. James share a bathroom, 30 people on one floor have to share a bathroom, not even two blocks away their gonna have a home with seven bathrooms, that’s obscene.  That’s wrong.

02:13:22:00 
CROWD: (Agrees…)


JOHN:  If the Major talks about a mixed income community what’s wrong with having these role models living next to them.  They don’t want more, they just want some, you know?  Some housing, right?  And jobs that pay a living wage? Right?


CROWD: Yeah!


JOHN:  Gotta pay the rent, right?  Wanna pay the rent, wanna work, we need jobs that pay a living wage.  We need housing in this community in the South Loop.  So, now are you ready to really sing it out?


CROWD: Yeah!

02:13:56:00
JOHN: Open the door Richard! Open the door Richard! Open the door Richard?  Richard why don’t you open that door? Open the door Richard!


Who wants to work?


CROWD: Yeah!


JOHN:  Who wants a job?


CROWD: Yeah!


JOHN:  Who wants housing?


CROWD: Yeah!


JOHN:  You want to live in the South Loop? 


CROWD: Yeah!


JOHN:  Alright, Now we are going to ask Mark Jolene from StateWide Housing Action coalition- (cut to-)


JOHN:  Here is Keith Keller from local 880, He’s wondering off there he got up a little early this morning.  There he is Keith Keller from Local 880 SEIU service worker.


(Sound low, camera sits on crowd)

02:14:46:00
KK: Thank you.  (Inaudible) … campaign for the living wage, because if we don’t have living wage jobs you can’t get good homes and good apartments in the south loop next to Major Daley, hopefully.  But, we are here today to say that labor supports you, we support you.  You work with us on the living wage campaign… we would like to say, we need a living wage and living wage jobs to make sure we can live in the South Loop and we are calling on the Democrats to act like Democrats.  Calling on the Major to act like the Democrats that they are, hopefully and actually support a living wage ordinance in Chicago that will make it available for people to get good jobs at 7.60.  Thank you very much.


CROWD: Yeah!
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