The 4Cs = Communication 1n
transcript

Audio transcription has become a vital part of many industries
today. Whether you are in the legal, medical, or business
sector, there will always be a need of a transcription from
audio to text for various reasons. However, not all audio
transcription services are created equal. To ensure the
highest quality output, it is important to focus on the 4Cs of
audio transcription, i.e., Clarity, Coherence, Consistency,
and Correctness.

Clarity

Clarity refers to the quality of the audio recording. It is
essential to have a clear and audible audio file for accurate
transcription. Background noise, accents, and other audio
distortions can affect the clarity of the audio file, making
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it difficult to transcribe accurately. It is essential to use
high-quality audio recording equipment and reduce ambient
noise to ensure the audio is clear enough for transcription.

Here are some steps you can take to ensure clarity in your
audio transcription:

» Use high-quality audio recordings to ensure that the
words are clear and easy to hear, reducing errors.

= If the audio is difficult to hear or contains background
noise, use audio editing software to clean it up and
improve the clarity of the recording.

 Use proper formatting, including paragraph breaks and
spacing, to make the transcription easier to read and
understand.

» Use proper punctuation to convey the tone, phrasing, and
emphasis of the speaker, making the transcription more
clear and accurate.

Break up long sentences to make them easier to
understand and follow.

» Indicate changes in speakers to make it clear who 1is
speaking at any given time.

» Use descriptive tags to indicate non-speech sounds or
actions that may be relevant to the transcription.

= Once you have completed your transcription, proofread
and edit it carefully to ensure that it is accurate,
clear, and error-free.

= Consider using a transcription tool to help ensure
clarity in your audio transcription. These tools use
machine learning and artificial intelligence to help
transcribe audio accurately and efficiently, improving
clarity and reducing errors.

Coherence

Coherence refers to the logical flow of ideas within a
transcript. A coherent transcript is easy to read and follow,
as it is organized logically and consistently. Incoherent



transcription, on the other hand, may be difficult to
understand, and the reader may need to read and re-read
sections to understand the meaning. It is essential to ensure
that the transcription is coherent by organizing ideas and
paragraphs logically, and using appropriate punctuation.

To ensure coherence, you can follow these steps:

- Before starting the transcription, make sure you have
listened to the audio file multiple times. This will
help you understand the context and the speakers’ speech
patterns, accents, and tone.

» Transcribe the audio accurately without omitting any
important information. Use timestamps to mark the
beginning and end of each speaker’s turn.

 Use appropriate punctuation, such as commas, full stops,
and question marks, to indicate the structure of the
sentences and the flow of the conversation.

 Divide the text into paragraphs to indicate shifts in
topics or speakers. This will make it easier for the
reader to follow the conversation.

»Use cohesive devices, such as conjunctions and
transitional phrases, to connect sentences and ideas.
This will help to create a logical flow and connect
ideas.

« After completing transcription, edit and proofread it
carefully to ensure coherence and accuracy. Check for
spelling and grammatical errors, and ensure that the
transcription accurately reflects the audio.

Consistency

Consistency refers to the use of uniform language and style
throughout the transcript. It is dimportant to maintain
consistency in terminology, punctuation, and formatting.
Inconsistent transcription can be confusing to read, and the
reader may not be able to follow the flow of ideas easily. By
maintaining consistency, the reader can focus on the content



rather than being distracted by formatting inconsistencies.

There are several steps you can take to ensure consistency in
your transcript:

» Set a consistent format for your transcript, including
the use of capitalization, punctuation, page margins,
paragraph breaks, font size and type. This helps make
your transcript easier to read and understand.

» If there are specific terms or jargon used in the audio,
create a glossary to ensure that those terms are
transcribed consistently throughout the transcript.

 Pay close attention to what is being said in the audio
and listen to it multiple times if necessary. If you are
unsure of what was said, you can use context clues to
help determine the correct text.

- There are several software options available that can
help transcribe audio and ensure consistency in your
transcript. Some examples include Otter.ai, Temi, and
Happy Scribe.

= Once you have completed your transcript, make sure to
proofread and edit it carefully to ensure that it 1is
accurate and consistent. You can also have someone else
review your transcript to detect any errors or
inconsistencies that you may have missed.

Correctness

Correctness refers to the accuracy of the transcript. It is
crucial to ensure that every word in the audio file 1is
transcribed correctly. Incorrect transcription can change the
meaning of a sentence or the context of a discussion. To
ensure correctness, it is essential to have a skilled and
experienced transcriber who can transcribe accurately and also
proofread the final output.

Here are some steps you can take to ensure the correctness of
your transcript:



»If possible, use high-quality audio recordings for
transcription. This can help ensure that the words are
clear and easy to hear, reducing the chance of errors.

 Verify spellings and names: If the audio includes names
or technical terms, verify their spellings to ensure
accuracy.

= If you encounter any unfamiliar terms, do some research
to verify their meanings and spellings.

 Understand the context in which the words are spoken to
ensure that the transcript makes sense.

= Use punctuation correctly to convey the proper tone,
phrasing, and emphasis of the speaker.

Conclusion

Audio transcription is an essential service that is required
in many industries today. To ensure the highest quality
output, it is important to focus on the 4Cs of transcription-
Clarity, Coherence, Consistency, and Correctness.

At Voxtab, our transcription services focus on delivering
transcription that is clear, coherent, consistent, and
correct. We ensure clarity by using standardized transcription
tools and removing/reducing ambient noise from the audio file.
We ensure coherence by organizing ideas logically and using
appropriate punctuation. We maintain consistency by using
uniform language, terminology, and formatting throughout the
transcript.

Finally, we ensure correctness by using experienced and
skilled transcriptionists who proofread the final output to
ensure optimum accuracy.
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