9

DRAFT
Transcription Guidelines (NQTR)

Telephone Speech collection Group

Linguistic Data Consortium

March 13, 2006
Introduction

These Guidelines are based on LDC’s quick transcription (hereafter QTR) guidelines, which were originally developed to produce an accurate, time-aligned transcript as quickly and efficiently as possible.  Upon sponsor’s requests, some additional mark-ups are added for Fisher Spanish, Mixer Russian transcription and LCTL collections in general.  These guidelines will eventually cover all the languages being transcribed, but the initial focus is in Spanish and Russian.

As the requirements lie somewhere between QTR and the traditional transcription leaning towards former, the efforts will be nicknamed as NQTR – not so quick transcription. 
Data

For Spanish transcription, the data comes from the 2005-06 Fisher Spanish (FSP) collection. With a few exceptions, each conversation is 12 minutes long.

For Russian, the first batch of data comes from the 2003-2005 Mixer collection and each conversation is 6 minutes long. Some new Mixer (2006) Russian calls will be added and these conversations are 12 minutes long.
Transcription Tools
Although transcription guidelines should be independent of transcriptions, these guidelines may occasionally refer to the current tool being used – xtrans.

1 Segmentation

1.1 Overview

Segmentation involves "timestamping" the audio file for each given speaker.  This stage indicates structural boundaries like turns, utterances and phrases within the conversation, and allows the finished transcript to be time-aligned with the corresponding audio file.  Segment boundaries also make transcription of the audio easier, by allowing the annotator to listen to small chunks of segmented speech at a time.

1.2 Approach

Segmentation will be done manually.  Past experience shows that a separate segmentation process is more efficient than segmenting the speech while doing transcription.  Annotators should therefore first segment the entire audio file before transcribing it.
Each segment should not exceed 10 seconds and boundaries should be as natural as possible (for example, end of a complete utterance, between phases, before and after a filled pause).

Experienced annotators may do segmentation by looking at the audio wave form without listing to the audio most of the time. If the audio wave looks long and continuous, the annotator should still listen to the audio to find the best break.

2 Transcription

2.1 Introduction

Once an audio file has been fully segmented and the speakers identified, it must be transcribed as quickly and as accurately as possible.  Annotators transcribe the file in its entirety. Past experience shows that working with one channel at a time is faster. Occasionally, it may help to switch between two channels to understand a particular word/phrase with the added contextual information.
2.2 Transcription conventions

The NQTR task necessitates some written conventions or special markup with the goal of rapidly producing a readable transcript as quick as possible.  

At minimum, standard written spelling, capitalization (proper nouns and first words of sentences) and punctuation (periods, quotation marks, and commas) should be used for ease of comprehension and readability.  All transcripts are spell-checked before they are considered finished. Currently, the xtrans tool doesn’t have Spanish or Russian spell checker built-in. Annotators should start using the spell-checker when it becomes available and previous transcripts will go through spell-checking either external to the transcription tool or a second pass where the focus is checking for typos.
2.2.1 Orthography and spelling

2.2.1.1 Capitalization

Capitalization in the transcripts (Spanish and Russian) is used to aid human comprehension of the text. Annotators should follow accepted standard written capitalization patterns, for example, capitalizing words at the beginning of a sentence, proper names, and so on for Spanish (and Russian?) transcripts.
2.2.1.2 Spelling

Transcribers use standard orthography, word segmentation and word spelling regardless of dialectal differences – unless such differences are also reflected in the written version of the dialect. This is particularly important when the source conversations involve speakers from various regions where certain pronunciation may differ significantly.
For example, Cubans do not pronounce word-final s, but it is there in the written form. Similarly, Puerto-Ricans usually pronounce r as l,  but the transcriber shouldn’t transcribe it as l.
All files must be spell-checked after transcription is complete.  When in doubt about the spelling of a word or name annotators should consult a standard reference, like an online or paper dictionary, world atlas or news website.
2.2.1.2.1 Mispronounced words

Annotators should not try to duplicate mispronounced words; instead, these words should be represented according to standard spelling. In other words, mispronunciation does not have special mark-up in NQTR.
For example, San Jose pronounced as [san djose] by a non-native speaker should still be transcribed as San Jose.

Mispronunciation should be distinguished from mis-use (see section 2.3.5).

2.2.1.2.2 Spanish accent

A written accent that is used in Spanish to distinguish two words that otherwise are spelled and pronounced the same. It is therefore important to use accents as accurately as possible. 
2.2.1.2.3 Hybrid words in Russian

A hybrid word refers to the case where the root is a word from a different language but it follows grammatical rules of the target language. It happens fairly frequently among speakers of Russian who have been in the US for a long period of time. They are treated as if they are native words of the target language and no special mark-up will be used in transcription. These words may be added to the custom dictionary during spell-checking. For example,

Заиншуренный: за(past participle prefix) + иншур(“insure”) + енный (past participle suffix)
2.2.1.3 Contractions

Not applicable in Spanish or Russian.
2.2.1.4 Hyphenated words and compounds

No hyphenation is required for the NQTR task.  However, best practice suggests a conservative use of hyphens, especially with compound words, which can be tricky.  When in doubt about the proper hyphenation of a word, annotators should do what is most natural.

2.2.1.5 Numbers

All numerals are written out as complete words according to how they are spoken in the conversation. This is important because Arabic numbers may be pronounced differently according to how they are being used. 
Cuarenta y dos (42 as number)
Mil novecientos noventa y nueve (1999 as year)
Siete mil doscientos cuatro (7204 as a number)
Tres seis cero cero (3600 Market Street pronounced three six zero zero market Street)
Тридцать два (thirty two as a number)
Одна тысяча девятьсот семьдесят пятый год (1975 as a year)
Восьмое марта (March 8th)
2.2.1.6 Abbreviations

In general abbreviations should be avoided and words should be transcribed exactly as spoken.  The exception is that when abbreviations are used as part of a personal title, they remain as abbreviations, as in standard writing:

Sr. Garcia
Sra. Lopez
Г-н  Иванов (Mr. Ivanov)

Г-жа Кузнецова (Ms. Kuznetsova)

Зам. начальника (Deputy Head)
However, when they are used in any other context, they are written out in full:

Hoy vendrá el señor Ponciano a visitar.
El doctor me sugirió que tomara te de hiervas naturales
2.2.1.7 Acronyms and spoken letters

Acronyms and spoken letters should be capitalized.  Acronyms that are pronounced as words should be written as such, and should not be distinguished by any particular symbol. 
SIDA 

ONU

НАТО (North Atlantic Treaty Organization or NATO)
СНГ (Commonwealth of Independent States)
СПИД (AIDS)
On the other hand, acronyms that are pronounced as a series of letters should be preceded by a ~ tilde.  Individual spoken letters should be marked in the same manner. 

~OEA
~ADN
~WWW punto ~ABC news punto com.
Maria ~Z obtuvo sus rayos ~X a las diez en punto de la mañana. 
maria arroba ~ldc punto com 
2.2.1.8 Punctuation

ONLY periods, commas and questions marks can be used as punctuation marks.
In Spanish ¿? is used as in standard orthography.
2.2.2 Disfluent speech 

2.2.2.1 Introduction

Regions of diffluent speech are particularly difficult to transcribe.  Speakers may stumble over their words, repeat themselves, utter partial words, restart phrases or sentences, and use hesitation sounds.  For purposes of NQTR, annotators should not spend much time trying to accurately capture difficult sections of disfluent speech but should make their best effort to transcribe what they hear after listening to the segment once or twice, and then move on.

2.2.2.2 Filled pauses and hesitation sounds

Filled pauses are non-lexemes (non-words) that speakers employ to indicate hesitation or to maintain control of a conversation while thinking of what to say next.  Each language has a fixed set of filled pauses. The spelling of filled pauses is not altered to reflect how the speaker pronounces the word (e.g., typing AH for a loud "ah" or ummmm for a long "um") and therefore transcribers should match a filled pause in a conversation with one that sounds the closest from the set.

For Spanish, the set of filled pause includes ah, eh, uh, am, um;  
For Russian, the set of filled pause includes хм, угу, а-а, э-э;  

2.2.2.3 Partial words

When a speaker breaks off in the middle of the word, annotators transcribe as much of the word as can be made out.  A single dash - is used to indicate point at which word was broken off.

Claro, defi- definitavamente
2.3 Additional Mark-Ups 

2.3.1 Speaker names
Last names of the conversation participants cannot be transcribed.  At the beginning of most telephone calls, both speakers often introduce themselves.  Some speakers will give out their first and last names.  If a speaker utters his or her full name, only the first name will be transcribed.  This is particularly important for protecting the privacy of collection participants.  Team leaders will verify that no surnames appear in completed transcripts. 
However, the following tag is used to indicate the space of the name.

<lname></lname>
Note the tag should be automatically inserted in xtrans and annotators should not type any text inside.

2.3.2 Noises 
2.3.2.1 Non speech speaker noises
The following list of non-speech speaker noises is tagged.  All the tags are inserted from within the transcription tool using pre-defines keyboard bindings or buttons and annotators should not manually insert them. 

<laugh></laugh> 
<cough/> 
<sneeze/> 
<breath/> 
<lipsmack/>

Since it’s possible that a person may talk while laughing, words may be inserted between the open and close tags of laughing. 
2.3.2.2 Background noises

Background noise unrelated to the speaker’s speech should use the following special mark-up.
<background></background> if it’s instantaneous.

<background>TEXT</background> if it’s continuous and spans over several words.

Annotators have the option of having the open tag in one segment and the close tag in another segment if the background noise spans over more than one segment.  However if the background noise is consistent, the annotator should work with the team leader/ project manager for a solution.

If there’s echo from the other channel, annotator should also notify the team leader / project manager.

2.3.3 Non-target language

If language other than target language and the portion is more than a sentence long, it should have its own time span.  If the portion is one word / phrase it should be kept in the segment. 
The following convention is used to mark the portion of a non-target language words / utterances:

<foreign LANG="English"></foreign> 
<foreign LANG="unknown"></foreign>

where TEXT may be omitted if it’s difficult for the transcriber even if the transcriber understands it.
Again, the tag is inserted by using a specific keyboard combination in xtrans.  Annotators should not manually insert the tags.

For Spanish conversations, regarding proper names where the spelling is the same in both Spanish and English , the rule of thumb is that if pronunciation sounds English, tag it as <foreign LANG="English">proper_name</foreign>. Otherwise, just treat it as a regular Spanish word. Annotators should not spend too much time agonizing when it’s hard to distinguish – the default should be no tagging.

2.3.3.1 Use of English words
Because all the conversations being transcribed were collected in the US and most participants also speak English, some may use English vocabulary frequently, especially some common expressions and techie words. We allow the following list of exceptions.
Yeah, so, okay, you know, right, well, hello, email, like, look, I mean, Spam.
Transcribers have the option of omitting the above tag. If they do not use the tag, they should put punctuations (comma/period) before and after the expression. 
For Russian transcription, treat words like “spam” as borrowings and use the Russian alphabet.
2.3.4 Hard-to-understand sections

Sometimes an audio file will contain a section of speech that is difficult or impossible to understand.  In these cases, annotators use double parentheses (( )) to mark the region of difficulty.

It may be possible to take a guess about the speaker's words.  In these cases, annotators transcribe what they think they hear and surround the stretch of uncertain transcription with double parentheses:

340.23
342.12
F:
y ella me dijo que ((deberia simplemente irme.))

If an annotator is truly mystified and can't at all make out what the speaker is saying, s/he uses empty double parentheses to surround the untranscribed region.  Where possible, this untranscribed region gets its own timestamp, e.g.:

340.23
345.88
F: (( ))

2.3.5 Speaker errors and non-standard usage

Annotators should not correct grammatical errors, e.g. "Lo vere ayer" for "Lo vi ayer" should be transcribed as spoken.  The same goes for misused words: annotators should transcribe what is spoken, not what they expect to hear.
3 Appendix 

3.1 Spanish Interjections

ay
bah
eh
ah
uy
oh
ea
ja
puf 
pse
psche
psst
y
ole
hale
catapun
che
zas
mhm (+)
uh uh (-)
uh huh (+)
mm 
um 
n-uh / nuh-uh (-)
aja
3.2 Russian Interjections

Ай


фу


ба




Ой


ну


ага

Эй


вау


тсс
Ах


ох


фи
Ух


эх

3.3 Summary of Conventions

	Category
	Condition
	Markup
	Example
	Explanation

	Orthography and spelling
	Numbers
	Spelled out
	Veinticinco, dieciseis, noventa y dos
	Write out in full; no hyphenation necessary. 

	
	Punctuation
	Question mark, period, comma
	? , .
	Limited to these symbols.

	
	Pronounced Acronyms
	Capitalized; no special markup
	SIDA, ONU 
	Write letters out as a word. 

	
	Individual letters
	Capitalized; marked with ~ tilde
	Antes de ~P y ~B se escribe ~M, 

~ADN
	Individual letters spelled out. 

	Disfluent speech
	Filled pauses
	No special markup
	Aja, a, o
	Most common include ah, eh,  uh, um

	
	Partial words
	-
	Defi-
	Speaker-produced partial words are indicated with a dash.  

	Other markup
	Semi-intelligible speech
	((text))
	They lived ((next door to us)).
	The transcriber's best attempt at transcribing a difficult passage.

	
	Unintelligible speech
	(( ))
	(( ))
	This indicates an entirely unintelligible passage.

	
	Interjections
	No special markup
	Ay, he, aja,  
	Use standardized spellings

	
	Background noise
	<background>
	<background>
	Any background noise unrelated to the speaker’s speech

	
	Non speech  speaker noise
	<laugh> </laugh>
<cough/> 
<sneeze/> 
<breath/> 
<lipsmack/>
<background></background>
	<laugh>claro </laugh>
	Text insertion is allowed between the open and closed tags for laugh only.

	
	Non target language
	<foreignLANG="English"></foreign> 
<foreignLANG="unknown"></foreign>
	
	

	Use of English vocabulary
	English Words
	No special markup
	Yeah, so, okay, you know, right, well, hello, email, like, look, I mean, Spam.


	Can be typed without special markup
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