
Transcription 
Service

INTELLIGENT
VERBATIM
TRANSCRIPTION
When we speak, we tend to change our train of 
thought, repeat words and use fillers such as umm, 
like and you know while we try to find the right 
way to express ourselves. Intelligent verbatim 
transcription removes all of this irrelevant 
information, improving the readability of your 
transcript. Changes are not made to grammatical 
errors, to what was said or to any meaning or 
ideas.

21STRICT 
VERBATIM
TRANSCRIPTION
Strict verbatim transcription includes all of the 
fillers, repetitions and false starts that are omitted 
in an intelligent verbatim transcription. This 
option provides more clarity and insight into what 
a speaker said because it captures exactly how 
the person spoke. For example, if a defendant in 
legal proceedings were to be asked “Did you steal 
the camera?”, a strict verbatim transcription will 
read “Umm, uh, no” as opposed to an intelligent 
verbatim transcription that will read “No”. If 
required, other non-verbal details such as ringing 
phones, coughing, throat clearing, etc. can also be 
included.

WHAT CAN YOU 
EXPECT?
Confidentiality
All our transcribers sign a non-disclosure 
agreement. All audio recordings are treated with 
the utmost confidentiality and at no point will the 
content of your recording or participant identities 
be revealed.

Turnaround time
Turnaround time will depend on the quality 
of your audio recording, as well as the number 
of speakers or participants. As an example, 
the timeframe for a clearly audible one-hour 
recording with two speakers is generally between 
three and four working days.
 
Audio quality
Good-quality audio without excessive background 
noise and chatter will result in a more accurate 
transcription being delivered in a shorter 
timeframe. 

TIPS for better audio quality

• Choose a quiet venue to record.
• Minimise the amount of background noise and 

chatter, such as cups clanging, phones ringing and 
papers shuffling – particularly near the microphone.

• Ask speakers or participants to speak towards the 
microphone and to speak clearly.

• Ask speakers or participants to speak one at a 
time and to avoid talking over each other.

• When recording multiple speakers, for example 
at meetings, it is ideal for speakers to state their 
name and position or role at the beginning of the 
recording. This enables the transcriber to know 
who is talking.

• Test your equipment by speaking at different 
distances from the microphone and speaking 
at different volumes. Play it back to determine 
whether you can hear the speaker clearly. Use 
this information to position the people you will 
be recording.

GET IN TOUCH If you need a transcriber, contact us today at 021 808 4184, or email 
Deidre at deidreduvenage@sun.ac.za.
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