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Basic Transcription System for English BTSE): A Trial Version

1  Introduction - ’ .

This document presents ‘The Basic Transcription System for English: B’ISE , a u'e?nszmptlon sytsgl;ls ,fa.'
English conversation developed as a component of 2 multilingual platform, “The Basxc Transcription Sg'fstm.n. o to

BTSE follows the general orthography (e.g. the alphabet, spelling, capitalization, etc:..) of Engllsh n e
enable easy and fast reading of data. As a rule, commas and periods are also used according to their conven
usages. {See ‘6.1 Transcription conventions® for details), _ . .

BTSE, which is optimized for use in quantitative analysis of natural conversation, adopts the ‘discourse
sentence’ (discussed below) as the basic unit of analysis, ‘ ‘ . _

The rest of this document explains the following; Identifying a discourse sentence, starting a new line, symbool;
used at the end of a discourse sentence, numbers assigned to lines and discourse sentences, and the other transcripty
conventions/symbols.

ification of discourse sentences
: Iﬁm: facilitate the coding of sentence-level phenomena such as speech level shifts, P',’I‘SE adopts the term
‘discourse sentence’ which means a ‘sentence in discourse’, and uses it as the basic unit of analysis. o
‘A discourse sentence’ is defined as ‘a senfence in conversation as in-temction’ and wn’ be identified in 0::
following way.- As a rule, ‘a discourse sentence’ corresponds to what is considered ‘a sentence’ in the oomimu
sense. However, in naturally ocourring conversations, there are utterances ﬁ'llat.arenot sn'ucttnallycomp;t;asz
sentence but may be considered as one, These include ‘one-word sentences’, elliptic sentences, am% utterano&s ‘ca‘lﬂ1
in mid-sentence. Wheﬁlerthmeuttﬂanc&earetobejudgedasadiscoursesmnmceornalsdetc‘nmn‘edw.u
consideration to turn-taking and pauses, Thus, turn-taking and pauses are two important elements for the identification
Ofdm;‘:l:u?u:nafm examples of an utterance to be treated as 21. discourse sentence if followed by m;
another speaker’s utterance: a one-word sentence (Example 1), an el]ip}-lc sentence Mle ?), a smm:; e
due to the speaker’s hesitance (Example 3), and a sentence lmﬁmshed-due to mterruptlcx;;)z anofk :;a Pk
(Example 4). A ‘backchannel’ or a laugh can also be judged to be a discourse sentence consi
~taking and pauses (Example 5). . .
o talgnng;: oﬁlaer band, not allstile elements that are struchmally complete as a sentence necmsarﬂ}{ are Judg‘teiett,o
constitute a discourse sentence. For example, a filler used when the speaker tries to I"emcmb&r‘smneﬂnng, (e.g.‘ Eg
see, if you walk, it'll take about 12 minutes') is to be put together with the preceding/following elements to jointly
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constitute a single discourse sentence (Example 6). Direct

discourse sentence when pronounced with no pause
these elements is syntactically complete as a sentence,

Even when an utterance produced by one speaker is interrupted by another speaker’s utterance and divided
into two separate lines, it is nevertheless treated as one discourse sentence as long as it constitutes a single sentence

structurally. (See ‘3. Starting a new line?),

In the following examples, an arrow (=) indicates the discourse sentence to which each heading refers. When
the heading only refers to part of a discourse sentence, that element is underlined (Examples 6,7, and 10). See ‘7. Key ‘
to transcription symbols® for the other transcription symbols used in the examples which are specially developed for

BTSE.
Example 1: One-word sentence
Example 2: Elliptic sentence
Example 3: Sentence unfinished due to the speakes’s hesitance
Example 4: Sentence interrupted by another participant’s utterance and eventually ended in mid-sentence,

Example 5: Backchannels and laughs considered as a discourse sentence due to the existence of pauses before and/or
after them,

Example 6: Structurally eémplete sentences not considered as a discourse sentence which Jointly constitate a discourse
sentence with preceding/following elements (An example of a filler: wavy line)

3 Startinganew line
As a rule, a new line is started each time speakers change. However, when one speaker produces multiple
discourse sentences consecutively, a new line is started for each discourse sentence even though the speaker does not
change (Example 11). Short backchannels and laughs which are produced in a low voice (eg “Hmm”) and overlap
another speaker’s utterance are put in brackets and inserted within the other speaker’s utterance at the location judged

to be the closest point, except in cases when they carry a particular function oher than to show that the participant is
listening to the speaker (Example 12),

Example 11: Multiple discourse sentences produced by a single speaker

Example 12; Backchannels or laughs inserted within another speaker’s utterance

4 Symbols indicating the end of a discourse sentence

When a second speaker starts hisher utierance while one speaker’s discourse sentence is still in progress, the
first speaker’s discourse sentence will be divided into two lines b

y the second speaker’s utterance, following the rule
regarding starting new lines. Thus, a single discourse sentence sometimes extends over multiple lines. Therefore, one

of the following symbols indicating whether the discourse sentence is finished or not is placed at the end of each line
for clarity. Following are explanations of such symbols,
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quotations are also treated likewise (Example 7). Identical
‘sentences’ repeated by the same speaker, as in “That’s right, that’s right’ (Example 8), also jointly constitute a single

between them and judged to have unity, even though each of



4.1 Symbols used at the completion point of a discourse sentence

«» (3 period) is placed at the completion point of each discourse sentence. Tor an assertive sentence, a period is
placed by itself. Fora question ora confirmation, a question mark followed by a period is used, as in “2.”. “7 isalso
used when it is clear from the intonation or the context that the viterance functions as a question or a confirmation,
even if it does not have any of the formal clues normally associated with questions or confirmations such as “Wh-* or
a tag question (e.g. ‘Somy, your name is...2"). Aperiod is always added after a question mark so that the number of
periods will corresponds to that of discourse sentences.

When a laugh is judged to cary a substantial function in the interaction and therefore to constitute a discourse
serttence by itself, the soumd is transcribed and a period is added after <laugh®>, to show that it is a discourse sentence

(Example 13).
When a sentence end is judged to be produced with a hesitation, ¢...” is added before the comma (ie. ‘....")

(Example 14).

Example 13: A discourse sentence consisting solely of a laugh.
Example 14: Hesitation at the end of a discourse sentence

42 A discourse sentence extending over multiple lines

‘When a second speaker starts hisher utterance while one speaker’s discourse sentence is sfill in progress, two
commas are placed at the end of the first segment of the first speaker’s discourse sentence to show that the sentence is
in progress. The second speaker’s utterance is transcribed in a new line. The second segment of the first speaker’s
discourse sentence is then continued in the next (i.e. third) line. One of the following symbols is added at the end of
the discourse sentence; “”, “7", oc ... " (See *5.1 Discourse sentence nurmbers, Figure 1°)

A same discourse sentence number is given to segments of a single sentence to indicate that they make up one
Jiscourse sentence even though the segments are in different lines. (See *5.1 Discourse sentence numbers”)

[T

Thus, one of the following (set of) symbols is always added at the end of a line: 7, wnw Lot

5 ‘Discourse sentence numbers’ and ‘line numbers’
In BTSE, the number of disoourse sentences and that of lines capture information about conversation from
different perspectives. To enable analysis from both perspective, two different numbers, a ‘discourse sentence number’
and a ‘line number’, are given to each line.

5.1 Discourse sentence numbers

One number is assigned to each discourse sentence so that the number of discourse sentences will be easily
recognized. When a single discourse sentence is broken into more than one line due to speaker change, the discourse
sentence will extend over multiple lines. In this case, the same discourse sentence number is given to these lines to
show that they all belong to a single discourse sentence, In addition, serial numbers are given to those sentence
segments in order to indicate their position within the discourse sentence (e.g. ‘44-1" *44-2’, *44-3° in ‘Figure 1°
below).

In addition to the period (* . *) placed at the end of 2 discourse sentence, an astexisk ¢ * * is placed in the
‘Discourse sentence completion” cell. The number of sentences will match that of periods (* . *) and that of asterisks
« % »_Thus, sentence complefion points are double checked to eliminate errors of overlooking them or counting the
same sentence more than once. '

5.2 Line numbers

Tn BTSE, line numbers are used in addition to discourse sentence purabers, One number is assigned to each
ine so that an utterance produced earlier will always have a smaller line number. Discourse sentence nurnbers may

— 106 —

become “di i i inFi ;
d4:3 dlsmdaed.maﬁansmpta.s in Figure 1 (In the discourse number cells in Figure 1, 44-2 is located afler 45
an after 46). Line numbers indicate the order of utterances as they are produced.

Figwe1 |
6  Transcription conventions and symbols

N I'Ihls‘secuon mtrod}mgs th.e princ%pl&s of transcription in BTSE and the transcription symbols um'ciue t0 BTSE
explanation of transcription is provided first, followed by explanations on how to transcribe various kinds of

information about speech, such as non-linguisti i R
nformation. guistic sounds, para-linguistic information, visual information, and personal

6.1 Transcription conventions

fadmatlz ;Tjni ﬂ;;i m Enghz!'n oﬂhogaphy (the alphabet and spelling) is generally followed in order to
‘ i > to record the original speech sound as accurately as possible, the following cases are
| speclall‘ y umted; 1. Words pronounced exaggeratedly or with a marked stress are spelled with capital letters
1 (e.\g. REALLY?”, ‘I's BIG”) 2. Words pronounced differently from their standard pronunciation or with a dropped
| somldr’sg‘/llable areﬂ‘ansmbed as heard and then followed by their standard spelling (e.g, T like im ‘him”),
. uiu:ig'lernglt numerals are spelled out Arabic numbers are used for double or more digit nurnerals including
ose mywrs,phmenumb.a's and prices, etc. (e.g ‘My mom was bom in 1956,”)
. Commas are used aorjordmg to their conventional usage. A comma is also used to indicate 2 noticeable interval
: an utierance evm at locations where it is not customary to use a comma (Bxample 20). In addition, when a single
§cc'>ume se.ntmoe is produced as an inverted sentence which is considered a nonstandard form, a comma is placed
within the discourse sentence and a period at the end of it (Example 21). ’

Example 20:
Example21:

6.2 Speech sound mformation
To provide basic information about the context and sifuati
! \ o situation of utterances, BTSE uses ial symbols t
record intonation, pavses, silence, latching, hesitation, overlaps, and unintelligible sounds. T ’
a. Intonation

One of the following symbols is used to record intonati i ecessary
' tion, only when doing so is likely to be n
helpful for analys1§; { TH—( § ] (Bxample 23). A double question mark (* 77 *) is used to indicate a rising intmaﬁ(:
used for confirmation of understanding etc. (Example 24).

Example 23:
Example 24:

b. Pausesand silences

. dWhm a slig_ht.pause is felt to exist in the tempo of speech, it is transeribed as */int”. When a pause lasts for one
econd or longer, it is transcribed as /sl 1.5/ (the numeral indicates the length of silence in seconds). If a silence

functions asa rq?ly,.it is treated as one discourse sentence and assigned one line, Otherwise, the symbol for silence is
placed at the beginning of the next speaker’s line to indicate clearly which speaker breaks the silence.

Example 25:
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Latchin
; Whengﬂia'e is no interval between utterances, or the interval is relatively shorter than the average length of

intervals in the particular conversation, we call it ‘latching’ and transcribe it with two ‘r-_’ 5. These syranls ilrillcliiwfe
that two utterances or discourse sentences, produced by one or more speakers, are asin.gned two separated ?ﬂlm
franscription but are produced continuously without much pause between them. A ‘= is placed at the end of the

proceeding line, and another ‘=’ is placed at the beginning of the following line!

Example 26

d. Hesitation N . R
Wheuahesitationmnbeheard,whetherinmid—sentmeeoratsmtmoemd,1t1stanscnbedas A
ocmrsinmemiddleofadiscomsesmtmoe,acmnmaisaddedto‘...’(1.&‘...,’)befmememofﬂlesaztmce.

Example 27,
Over '
¢ Utulata:nom produced simultaneously are transcribed as follows: The pOl'IlOﬂ of speech produoe‘d
simultanecusly with another speaker’s speech is put in brackets (‘< >)in each speaker’s line. What is overlapped is
then followed by * {<}’, while what overlaps is followed by * {>}'.

Example28:

Tn conversation, a speaker’s discourse sentence can be interrupted by another speaker’s ,speech, and smnebn;:
ends at that point as a result. When this ocowrs, ‘" is added to the end o,fthcﬁxstspmkersuttemnc:fg;rzmd
period) to indicate that the discourse sentence is ended unintentionally, “J]’ is added’to 'thebegmnmg
speaker’s utterance to indicate that it interrupts and results in ending the other speaker’s discourse sentence.

Example 29:

f  Unintelligible sounds .
Unintelflgi‘gble sounds are recorded with #4#%: The number of # indicates the number of syllables the segment

is assumed to include,
Example 3(:

6.3 Para-linguistic information
Laughs and short backchannels which overlap another speaker’s speech are transcribed as follows.

a. Short backchannels overlapping another speaker’s speech

Short backchannels overlapping another speaker’s speech which donot have a special mfaaning are put in brackets and
placed within the other speaker’s line at a point judged to be closest to the point of production.

Example31:

b. Laughs
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Laughs or utterances produced while the speaker is laughing are transcribed as ‘<laugh>", ‘<while laughing>",
or *<both laugh>’ etc. When the laugh can be clearly heard as verbal sounds, it is transcribed as such (*<Ha ha ha
ha>’). If a laugh functions as a reply, it is treated as one discourse sentence, but otherwise, it is placed in the utterance
or at the end of the discourse sentence which includes the laugh.

’ Example 31,

cat g

If a laugh is produced overlapping another speaker’s utterance which is in progress, it is treated in the same
way as a short backchanne] and transcribed as ‘(<laugh>)".

G Contextual information

In order to help understand the context of utterances, prosodic features (accent, pitch, volume, speed etc.) are
recorded when necessary for use by analysts as background information.

Example 33: [whispering], [lnhaling], [loud voice 1 1,{sound of drinking] etc
6.4 Visual effects

The following symbols are used to highlight such elements as direct quotations and proper names for easy
recognition.
AR a  Quotes
i When a speaker directly quotes histher own or another person’s speech, the quoted part is placed in double
i quotation marks.

‘ Example 34:

b. Highlighting
Elements which should be hightighted for easy recognition, such as individual letters spelied out, proper
names such as a book title, or utterances directly expressing the speaker’s idea or emotion, are italicized.

Example 35:

6.5 Privacy considerations
Since the content of conversation may concern the speakers’ identity or privacy, two sets of transcripts are
made in BTS, one which records the conversation as it is, and one which can be used for publication. In the latter,
personal information which may concem the cooperators’ identity or privacy, such as proper names, is not transcribed.
In conversations between sirangers, for example, speakers often explain their own names or discuss episodes
involving their names. The following explins how such cases are to be transeribed in consideration of privacy
protection. Other proper names such as place nares, or school names, etc. are also treated in the same maner.
a.  According to how names are introduced, they are transcribed as “JBMO3 Family name’, ‘JBM03 Given
name’, or ‘JBM03 Full name’ etc,
b.  Ifthe speaker uses another word or name etc. to explain his/her name, it is not transcribed as it s, It is to
be transcribed, for example, as ‘A word which is related to JBM’s name’,
¢. When (part of) a proper name overlaps another speaker’s speech, letter “N's are used to represent the
number of syllables included in the overlapped part, in arder o clearly indicate which portion is
overlapped. An explanation needs to be provided afterwards to suggest what kind of word{(s) are actually
said but omitted in the transcript .
d.  When different versions of the same name are mentioned to discuss personal names, they are indicated as
‘Given name 1’, ‘Given name 2’ efc, -
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7  Keyto transcription symbols ‘ _

)];elow are summarized the symbols used in BTSE, which have been introduced above.. Listed ﬁrst are the
basic symbols used for transcription used in BTSE. BTSE, however, is a ‘basic’ set ?f transcription l'l.ﬂ?S as 1t§ nax:e
indicates, and it is hoped that users add their own symbols depending on the specific me?se of their inquiry, ﬁor
example by adding more detailed prosodic information. A sample case of such an addition of purpose-specific
symbols is provided at the end. ' ~

iod indicates the end of a discourse sentence. .
Vthpzzd;iﬁmker starts hisher utterance while one speaker’s discourse sentmoe is .not yet ﬁmsh'I;d,
i a pair of commas is used to indicate that the first speaker’s discourse sentence is still in progress. The
second speaker’s utterance is transcribed in a new line.
1. Commas are used according to their convertional usages,
’ 2. A comma is also used to indicate a short interval in speech.

? AquesﬁonmarkisusedforaquesﬁmItisalsousedatﬂlemc-lofa's?nta.we“it_hmtﬂlegtarfnmaﬁml‘

form of an interrogative sentence, if the sentence is produced with a rising intonation and functions as a
7 f:iroz.f question marks is used‘ when a rising intonation is used in mid-sentence for the purpose of
[TI-104] mﬂm intonation is recorded using one of these symbols, which represent a rising, flat, and
fint/ | ﬁumt:rumiﬁgm interval is felt to exist in the tempo of speech.

fsil 2/ A pause longer than one second is treated as ‘silence’ and recorded with The length of silence :1 secmj
as in the example. If a silence functions as a reply; it is treated as f)ne discourse sentmoe,an. assxin
one line, Otherwise, the symbol for silence is placed at the beginning of the next speaket’s line to help
identify clearly which speaker broke the silenice. . . .

= = These symbols are used when there is no interval betwesn utterances, or the interval 1s.re1?uve1y shorter
than the average length of intervals in the particular oonversaum These symbols indicate mwgo
utierances or discourse sentences extend over two lines in transcription but wa‘eprodu;loe,sd COntmy thy
A=’ is placed at the end of the proceeding line followed by a ., or *,,’, and another =" is placed at the
beginning of the following line, o .
A set of three dots is used to indicate a hesitating tone whether it is in mid-sentence or at sentence end. ’

< >{<}  When there is an overlap of speech, the segment of speech which is overlapped by another speaker’s
speechisputin ‘< >’,and then followed by *{<}’. ’ - L ,

< >{} Likewise, the segment of speech which overlaps another speaker’s speech is put in ‘< >, and then
followed by * =}, N

0n Double square brackets are used when one speaker’s discourse sentence is interrupted by anotht:,r
speaker’s utterance, and ends at that point as a result. [’ isad@edtoﬂaeend ofﬁleﬁr?ts;.mkers
utterance (before the period) , and ‘]’ is added at the beginning of the second speaker’s discourse
sentence,

[ ] Contextual information can be provided in single square brackets, Jn order to help understand the
context of utterances, prosodic features (accent, pitch, volume, speed etc.) are recorded when necessary
at the end of the line, _ N

() Short backchannels without a particular meaning are put in brackets and inserted within the other

i ion the closest point.

speaker’s utterance at the location judged to be . ; ‘ .

< > Laughs or utterances produced while the speaker is laughing are transcribed as <.laugh> , ‘<while
laughing>’, or ‘<both laugh>’ ete, If a laugh functions as a reply, it is n'tzted as oane dlS-(X)UISB sentence,
but otherwise, it is placed in the utterance or at the end of the sentence which includes with the laugh.
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8

< > Ifa laugh is produced overlapping another speaker’s utterance which is in
Same way as a short backchanne! and transcribed as ‘(<laugh>)’,

Adirect quote of another person’s o the

ltalics Elements which should be highlighted for

progress, it is treated in the

Single quotation marks are used to indicate words which

cannot be transcribed as they are for privacy
reasons. They are also used o indicate the standard spel

ling of a mispronounced word.

An example of an additional symbol used for a particular research purpose

Below is an exampie showing how BTSE can be used according to the purpose of study;
I/ i in a discourse sentence or in one line of transcription, as is
order to code these items individually, */ is added after
afler it. *//” thus means that a new line is started after it in

Since these lines belong to the same discourse sentence, asamediscoursesmtmcenmberisgivmﬁothwe
multiple lines. In order to identify the order of utterances with /', however, an additional symbol is added to the

discmrsescntencenmnber(Alphabeﬁml letters shaﬂdbeumdforthispmposesoﬂaat they will not be confused with
setial line numbers of a single discourse sentence.)

Below is an example showing how *//” can be used for the coding of backchannels,
Figure 2

Input format

It is advisable to use the standardized input format described below to ficilitate shared use of transcripts and to
increase efficiency when more than one anal

yst process the same sets of data, For saving transcripts, the following
standardized format should be used.

8.1 Data saving format

One transcript is to be saved on one sheet Each transcript is saved under a file name which contains the
speaker identification codes, the transcriber’s narne, and the date (Year00-Month00-Date00),

Exampie 41: BF01-SM03 Julia Ryan 050628
(BFO1, SMO3 etc. are codes used to identify speakers.)

8.2 Page format
Each sheet is to be saved under the following format
a.  Header: Speaker identification codes are placed in the center of the header. The exact starting time and the
ending time of the transcribed portion of the conversational data are measured and recorded in brackets,
When the conversation is transcribed to its ending, it is indicated as FINAL, and if the conpversation
continues after the end of the franscription, it is indicated as CONTINUED.

Example 43: BFO1-SMO03 (0°00-3°20: CONTINUED)
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(This header indicates that a conversation between speakers BFO1 and SMO3 is transcribed from its beginning
for 3 minutes and 20 seconds and that the conversation does not end at the end of transcription.)

b. Footer: Aligned to the right, the stage of transcription and the transcriber’s name is recorded, separated by
a colon.

Example 44: First stage: Julia Ryan

¢ Margins: Top and bottom margins are 2 centimeters each. Side margins are 1.5 centimeters each.

d.  Font Times, 10 points.

e, Cohmnng Five basic columns are to be used: Line numbers, Discourse sentence numbers, Discourse
sentence oomple_tion, Speakers, Content of utterance. ‘Line numbers’, ‘Discourse sentence numbers’,
‘Discourse sentence completion” columns are filled in according to the explanations provided earlier in
this document. The speaker is identified in the ‘Speakers’ column using an identification code. The

‘content’ colurmn contains the actual transcription of the words spoken.

f  Widths of columns: The width of each column should be 5, except for the ‘content’ coltumn which should
be 55. From Excel’s formatting options, “Wrap text’ (in cells) needs to be selected.

g.  Colors: Different colors are used for each speaker’s lines tohelp differentiate between their utterances.

| Spreadsheet software may automatically recognize ‘=" as part of a mathematical formula. When inputting data, adding
an apostrophe (‘) in front of *=" will eliminate this problem, and only the ‘=" will be shown afterwards.

* IfMicrosoft Excel is used, for example, one transcript is saved on one sheet. One ‘book” of Excel contains three
‘sheets’, but extra sheets without data will only make the file heavier and therefore should be deleted. However, when
more than one transcriber is working on the same conversation, or one person is processing more than one transcript,
those conversations are saved under different names which include the stage of transcription, the name of the transcribes,
and the date on which it is saved.
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