Justice System Translation & Interpretation Services (JSTIS)
Guidelines for the Transcription and Translation
of Spanish Audio and Video Recordings

JSTIS follows the best practices outlined in “NAJIT Position Paper: General Guidelines and Minimum Requirements for Transcript Translation in any Legal Setting” (https://najit.org/wp-content/ uploads/2016/09/Guidelines-for-Transcript-Translation.pdf)

It is incumbent upon all preparers to conduct a conflict of interest check on every request.

	FORMATTING

	
	Open the template grid in your SFTP folder, rename it following the protocol
using “Save As” and work from that.

	Gridlines
	Do not modify the provided format.

	Page 1 Info
	See the “TS/TL grid with comments” document and follow instructions for
all fields.

	Document footer
	Put document name including CR20 on the left and “Page X of Y” on the
right, all in 10-point font.

	Font
	Use double-spaced 12-point Calibri throughout the grid.

	FILE NAMING PROTOCOL

	
	· Do not use accented vowels and ñ’s.
· Verify if the case has one or multiple defendants. Use the short form of the cause number, (omit CR and 20--); the defendant’s last name, first name; description of the recording in parentheses.
· *For working drafts, put the translator’s/contractor’s initials, or agency name in parentheses; then add the proofreader’s initials in parentheses
· For cause CR2012-123456 Doe, John;
· Cause with a single defendant: 12-123456 Doe, John (int)
12-123456 Doe, John (confrontation call)
· Witness/victim interview in a single-defendant case: 12-123456 Doe, John (Teresa Tonta int)
· Cause with multiple defendants:
i. 09-654321-001 Fulano, Jose (int)
ii. 09-654321-001 Fulano, Jose (confrontation call)
iv. 09-654321-002 Mengano, Juan (int) 
v. 09-654321-002 Mengano, Juan (911 call)
vi. 09-654321-003 Don Nadie, Pedro (int)
-	Witness interview in a multiple-defendant case:


	
	i. 09-654321-001 Fulano, Jose et al (Maria Moreno int)
· Do not use accented vowels and ñ’s.


	PAGE 1 INFORMATION EXAMPLES

	
	Name of case: State vs. Fulano de Tal
Cause number: CR 2008-123456-001 
Subject interviewed: Jose Fulano

Name of case: State vs. Jose Fulano 
Cause number: CR 2008-123456-001 
Subject interviewed: Teresa Tonta

Name of case: State vs. Juan Mengano 
Cause number: CR 2009-654321-002 
Subject interviewed: Juan Mengano

Name of case: State vs. Juan Mengano et al. 
Cause number: CR 2009-654321-002 
Subject interviewed: Maria Moreno

Name of case: State vs. Juan Mengano et al. 
Cause number: CR 2009-654321-002 
Subject interviewed: 911 call

	VOICE LABELS

	
	Voices should be identified as only male or female and not by name.

Example:
V1      First speaker’s voice:  Female 
V2     Second speaker’s voice: Male 
V3        Third speaker’s voice:  Female

	AVOWAL AT THE END OF THE DOCUMENT

	By JSTIS
employees:
	Omit the word “Certification” above your avowal.

I, /s/	, have [transcribed and] translated the foregoing and it is a true and accurate [transcription and] translation to the best of my knowledge and abilities.
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	Transcriptions
&/or translations prepared by contractors
	The translator/transcriber of record will be an in-house translator, unless the contractor certifies their own work.  The document header should contain a footnote indicator in Calibri and 10-pt font as follows:

Name of case: State vs Fulano de Tal Cause number: CR2012-999999 Subject interviewed: Fulano de Tal
Prepared by: JSTIS staffer, Justice System Translation & Interpretation Services[1]

--and the following text will be inserted in the footnote:

[footnote:] 1Preliminary transcription [and translation] prepared by
Contractor/Agency name, under contract to JSTIS.

Unless certified by the contractor, only the JSTIS staffer avowal should appear at the end of the document:

I, /s/	_, have prepared the foregoing and it is a true and accurate [transcription and] translation to the best of my knowledge and abilities.

	ENGLISH DIALOGUE

	Less than 3
minutes in length
	English dialogue less than three minutes in length should be transcribed in its entirety in both columns and the font should be italicized.  Unless specifically requested, do not translate English.

	Greater than 3
minutes in length
	English dialogue greater than three minutes in length should be indicated in the transcript as follows, identifying the recording start and stop locations in both columns and the font should be italicized:

[English dialogue: 00:30:26 - 00:48:17]

	KEY CODES

	
	Render in Spanish:
	Render in English:

	
	In the Spanish column, the only
codes used will be: [b], [bv],[ i], [italics], [o], [p], [ph], [sic], and [u]. Place them between brackets and where the instance occurs. [o] only goes at the start of a line. Except [i] and [u], the codes do not go by themselves on a separate line.
	The codes marked in the Spanish
will be copied to the English. In addition, the [sic]’s from the Spanish can be identified as: [form], [gram], [inf], [nws], [pro], or [usg], all placed between brackets.



	[b]
Background noise
	Use [b] when you can’t identify a sound. Specify the noise only if it is clearly
identifiable. No need to describe speakers’ play-by-play actions that aren’t communicative but do give general descriptions of pertinent gestures, for example, [points to the stuffed bear]. Descriptions on the transcription side should be in Spanish.

	
	Examples:
[se relame] [carraspea] [chasquea la lengua] [tose] [llora] [se abre la puerta] [se cierra la puerta] [se ríe] [risita] [suspire] [solloza] [se sorbe la nariz]
	
[smacks lips] [clears throat] [clicks tongue] [coughs] [cries] [door opens] [door closes] [laughs] [chuckles] [sighs] [sobs] [sniffs]

	[bv]
Background voices
	Mark [bv] for a background voice that has no bearing on the interview. It is
not necessary to transcribe what the [bv] says. However, if relevant to the subject matter, the voice should be assigned a voice number and transcribed. Never put [bv] for something said by a voice that is assigned a voice number.

	[form]
	Formal  verb,  pronoun,  and  possessive  forms.  Use  only  when  speaker
switches back and forth with informal [inf] in the same line of transcript.

	[gram]
	Grammar   errors   including   gender,   number,   person   agreement,   and
incorrect conjugation. Recreate error when possible in English.

Examples:
Yo come [sic]	I eats [gram]V2
Am… ¿And esta f-fiesta es para quién?

¿El chiquito [sic] niño?
V2
Um… And this p-party is for whom? The

little [gram] boy?



	[i] Inaudible response (audio-only recordings)
	Use only after a pause in an audio-only recording when the next discourse indicates clearly that an answer was given but cannot be heard. It corresponds to a voice number.

	[inf]
	Informal verb, pronoun, and possessive forms. Use only when speaker
switches back and forth with [form] in the same line of transcript.

	Italics
	Words originally uttered in the target language should be italicized in both columns. 
Examples:
V2
Okay, hold on. Señor, ¿cómo dijo?
V2
Okay, hold on. Sir, what did you say?
V1
So, él estaba afuera, ¿or no?
V1
So, he was outside, or not?






Words left in the source language in the translation should also be italicized and a footnote added if needed for clarification.
V1
Mi compadre llega en una hora.
V1
My compadre1 will be here in an hour.



        1Compadre could mean your child’s godparent or a friend.

	[nws]
Not a word in Spanish
	Used to indicate a word so poorly articulated that it cannot be discerned, a
nonsense word, or a made-up word.

Place [nws] (instead of inserting a footnote) next to the italicized word in the English translation.

Example:
agragrar  [nws].  Footnotes  may  still  be  appropriate  or  necessary  on occasion.

	[o]
Overlapping 
discourse
	Used to indicate that the two speakers speak simultaneously and some or
all of the speech of one of them overlaps that of the other.

When speakers overlap, the [o] is added to the beginning of the line for the interruption. The overlap could be a word, a phrase or a whole sentence.

Example:V3
So él sale two minutes--
V3
So he comes out for two minutes--
V2
[o] Sí.
V2
[o] Right.
V3
--y se mete.
V3
--and he goes back inside.






	[p] Pause
	For pauses 10 seconds or longer, indicate the start and stop times of the
pause from the beginning of the recording in the format HH:MM:SS. During long pauses, background noises, background voices, or actions observed on the video do not need to be noted unless relevant to the subject matter.

A [p] after someone finishes speaking should always go at the beginning of the next line rather than at the end of the previous line.

For videos with the time stamp on the video screen, use the time stamp on the screen.

Example:
[p: 00:25:45 - 01:05:14]

	[pl] Plural marker
	Used to distinguish between singular tú/usted and plural ustedes.

Examples:
you [pl]V1
Y no tienes teléfono, ¿verdad?
V1
And you don’t have a phone, right?

V1
¿Fueron a la fiesta?
V1
Did you [pl] go to the party?



	[ph]
Phonetic spelling
	Use when you clearly hear a name but you are unsure of the spelling and cannot verify it.

Example:
Yo trabajé en Shallue [ph]
	





Include: I worked at Shallue [ph]

	[pro]
Error in 
pronunciation
	When a speaker mispronounces a word in Spanish, transcribe verbatim and
attempt to recreate the error in English when possible.

Examples:
tribiunal [sic]	court [pro]
adentificación [sic]	adentification [pro] (can be recreated in English)V2
Okey. Am, ¿y tú, am…lo invetaste [sic]?
V2
OK. Um, and you, um… inveted [pro]

him?







Only put [sic] when the pronunciation error is reflected in the spelling. Do not mark pronunciations typical of a regional variety of Spanish as errors (e.g., Puerto Rican Spanish).




	[sic] Marking
errors
	Mark on the left all errors and other oddities that could be perceived as
typographical or transcriber errors. All items that fall into any of the Key categories will be given a Key explanation on the right. Transcriptions are legal documents that constitute evidence. It is up to the attorneys to decide how to use the information we provide.

Be consistent about the placement of the [sic] either right after the offending word or at the end of the grammatical unit.

Un [sic] casa	A [gram] house Example:V1
Okey. ¿Tú sabes qué es s-sospechoso que pasó con eso [sic]?
V2
OK. Do you know what is s-suspect that happened with that [sic]?



	[u] Unintelligible utterance
	Use for a word or words that you cannot make out well enough to transcribe and swear to.

	[usg]
Non-standard usage
	A word or phrase improperly used
or the use of non-standard words and phrases, including calques and Spanglish. Do not mark words and phrases used in accordance with Diccionario del español de México as errors. Words and phrases particular to a regional variety of Spanish (e.g. northern Mexican Spanish) should not be marked as errors.

Examples:
Hacer [sic] (tomar) una decisión laquear [sic] (cerrar con llave) récord (antecedentes penales) tachar (tocar)
tiempo (ocasión, vez)
	Place [usg] next to the word:








Make [usg] a decision. Lock [usg] the door.




	Technical
problems with recording
	Insert [recording skips], [break in
recording], etc. When the recording resumes, type “--[u]”.
	Include.

	No error codes necessary
	Don’t mark the following errors:

1. Verbs conjugated with “istes” and “astes” endings. Example: fuistes
2. The following words:
· Aseguranza (Insurance)
· Asina (Así)
· Chanza (Opportunity)
· Corte (Court)
· Discutir (Discuss)
· Haiga (Haya)
· Levantar (Recoger)
· Lonche (Lunch)
· Nadien (Nadie)
· Pa’trás (Volver, Regresar, Back)
· Reporte (Informe)
· Traiba (Traía)
· Traila (Trailer)
· Troca/Troque (Truck)
3. When a speaker corrects him or herself, use the -- and do not use [sic] or an error code.
	




	PUNCTUATION

	
	Refer to Chicago Manual of Style. JSTIS uses dashes (hyphens) rather than
commas to indicate incomplete words, stuttering, repetitions and interrupted speech. See sections below. Please ensure your Word Autocorrect does not change double hyphens or hyphens with a space into longer dashes.

	Contractions
	pa’ acá, ‘onde, ‘ónde, ‘amá, ‘apá,
etc. – do not add [sic]
	No error code necessary

	Periods vs.
commas semicolons
	Use proper punctuation.  See appropriate grammar resources.  Chicago
Manual of Style is our primary reference for English punctuation.

	Quotations
	Use American English-style marks and placement in both languages:

Le dije, “Mario me dijo que pasaras a verlo.”

	Accents in proper
names
	Preserve accents in names in the
Spanish transcription.
	Omit accents in names in the
English translation except for ñ.

	Question mark at the end of an unfinished question
	Do put the closing question mark in both languages:

Example:
¿Sabías que--?	Did you know--?
¿Fue él al…?	Did he go to the…?

	HYPHENS

	One hyphen (-)
word or partial word is repeated.
	Use a single hyphen (-) without spaces to connect consecutive repetitions of
complete word. (Do not use commas)
Example:
Yo fui-fui-fui a la tienda.
Yo-yo-yo-yo no tengo la culpa.
Use a single hyphen without spaces where a partial word is repeated (stuttering).
Example:
Muy bien. Fuiste al su-su-supermercado.
Use a single hyphen without spaces to connect word fragments AND the completed word (if spoken).

Example:
He-he-he-help me!



	Two hyphens (--)
unfinished and interrupted sentences
	Use two hyphens (--) followed by a space to denote an interruption or an
abrupt break in speech (do not use commas).

Examples:
V1 Es que yo le hablé y me-- cuando yo le hablé me dijo que no. or
V1		¿Fuiste a la--? Sé que no regresaste. or
V1	¿Fuiste a la--?
V2	Sí, pero llegué tarde.

Use two hyphens when a speaker’s utterance is spread out over two or more lines.
Put (--) after the last complete word of a partial phrase at the END of a line. Put (--) at the START of the speaker’s next line where the partial phrase
continues. Do not add a space before the first word.

Example:
1. V1	Después de trabajar, fui a comer con--
2. V2	¿Con quién?
3. V1	--unos amigos de la universidad.

Use two hyphens followed by a space after the last word when a speaker repeats two or more words.

Example:
Después de trabajar, fui a-- fui a-- fui a comer.

	Interjections
within a single utterance
	The speaker uses some kind of parenthetical phrase. Set off with double
dash/em dash.

Examples:V1
Okey. ¿A qué, am -- la palabra en inglés

es functioning, funcionando -- Aurelio está funcionando en qué nivel?
V1
Okay. At what, um -- the word in English

is functioning, functioning -- Aurelio is functioning at what level?








or
Su hijo -- ¿el mayor? -- que se llama Aurelio va al colegio.
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	Ellipsis (…)
	Use to indicate that the speaker is either pausing during a sentence or is
trailing off his/her thought. Include the closing question mark if applicable. Do not use an ellipsis when a period is appropriate.

Examples:
¿A-Aurelio está funcionando… en qué-qué, am…?
Pensaba que… me ibas a contar la historia… ese mismo día.

	NUMBERS AND LETTERS

	Numbers
	Spell out: nueve; treinta y cuatro, ochenta y nueve

Numbers with zero: 

Example:
seis cero dos
	Spell out: nine; thirty-four, ‘eighty- nine


Numbers with zero: 

Example:
six o two (not oh)

	Words spelled out
during discourse
	Type capital letters separated by
hyphens when the speaker is spelling a word in either English or Spanish. Do not use hyphens for abbreviations. (example: J-O-S-É)

*This does not apply to abbreviations like DNA, DCS, DR report
	Type capital letters separated by
hyphens when the speaker is spelling a word in either English or Spanish. Do not use hyphens for abbreviations.
(example: J-O-S-E)

	TERMS

	OK/okey/okay
	“Okey” when uttered in Spanish.
	Be consistent with your usage of
either “OK” or “Okay/okay.”

	Porque/porqué/p
or qué/ ¿por qué?
	¿Por qué?
¿Por qué dijo eso?
… por qué…
Pregúntale por qué se negó.







Porqué.
El cómo y el porqué.
Me gustaría saber el porqué de su decisión.
Porque. Se fue porque quiso.
	Adverb. Question (why?)
Why did he say that?

Ask her why she refused. If the statement could be turned into a question (Why did she refuse?), the Spanish is rendered as two separate words.
Noun (reason, motive). The why and the how.
I’d like to know the reason for/behind his decision.
OR
I’d like to know why he decided that.

Conjunction (because).
He left because he wanted to.

	
	d’este
	Whatsit; the y’know; thingy; etc.

	
	este (filler)
	Um or Uh

	
	Ey
	Yeah.

	
	O sea
	I mean; you know; like

	
	pues, ahí, ya, bueno, oiga
	May be omitted in the translation
when used as a filler or crutch.

	
	Sí, sí
	Yeah, yeah.

	
	Ya (affirmation)
	Yes; Yeah; Got it.

	INTERJECTIONS

	
	Ah
	Uh, Oh

	
	Ajá (affirmative response)
	Uh-huh

	
	Am
	Um

	
	Eh
	Uh

	
	¿Jm?, ¿Mm?
	Hm?

	
	Mjm
	Mm-hm (affirmative response)

	
	Mm…
	Mm…, Hm…

	
	Mm-mm, Ah-ah
	Mm-mm, Uh-uh (negative response)

	
	¡Oh!
	Oh!




	FOR REFERENCE: BACK-TRANSLATIONS OF MIRANDA RIGHTS

	English: You have the right to remain silent. Anything you say can be used against you in the courts of law. You have the right to have an attorney present before and during questions if you so desire. If you cannot afford an attorney, you have the right to have the court appoint one to assist you before beginning the questions. Do you understand these rights?


(from the Spanish: Usted tiene el derecho de guardar silencio. Cualquier cosa que diga puede usarse en su contra en los tribunales de justicia. Usted tiene el derecho a tener un abogado presente antes y durante las preguntas si usted lo desea. Si usted no tiene los fondos para pagar un abogado, usted tiene el derecho a que el tribunal le nombre a uno para que le asista antes de comenzar con las preguntas. ¿Comprende usted estos derechos?)

	Alternate English: You have the right to remain silent. Anything you say can be used against you in a court of laws. You have the right to the presence of an attorney to assist you before we ask you any questions and to have him present during the questions if you so desire. If you cannot provide an attorney, you have the right to have an attorney provided to you before we ask you questions. Do you understand these rights?


(from the alternate Spanish: Usted tiene el derecho de guardar silencio. Cualquier cosa que usted diga puede ser usada en su contra en un juzgado de leyes. Tiene el derecho de la presencia de un abogado para que le asista antes de que le hagamos alguna pregunta y tenerlo presente durante las preguntas si usted lo desea. Si usted no puede proporcionar a un abogado, tiene usted el derecho a que un abogado sea proporcionado para usted antes de que le hagamos preguntas. ¿Comprende usted estos derechos?





Transcription Template:
Name of case: State vs. 
Cause number: 
Subject: 
Transcription and translation prepared by: [JSTIS staff proofreader’s name][footnoteRef:1], Justice System Translation & Interpretation Services [1: ] 

Date completed: in progress 
Number of pages: 
Recording type: Audio and video/Audio only
Duration of entire recording: 
Actual recording time transcribed:
Total time spent transcribing: 
Total time spent translating: 
Word count of target text (translation):

Key:

[b]	background noise
[bv]	background voice
[form]	formal verb, pronoun, or possessive form
[gram]	grammar error
[i]	inaudible response
[inf]	informal verb, pronoun, or possessive form
italics	utterance spoken in English in Spanish context, or vice versa
[nws]	not a word in Spanish
[o]	overlapping discourse
[p]	pause
[ph]	phonetic spelling
[pl]	plural marker
[pro]	error in pronunciation
[sic]	as stated, despite error
[u]	unintelligible utterance
[usg]	non-standard usage

V1	first speaker’s voice: 
V2	second speaker’s voice:
	1. 
	V1
	
	
	

	2. 
	V2
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	

	11. 
	
	[fin de la grabación/entrevista]
	
	[end of recording/interview]



Template for Text Messages:
	Page #
	Date
	Time
	Incoming (I)
Outgoing (O)
	Translation
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