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PROJECT INFORMATION SHEET
CONTACT INFORMATION

	Date:
	  

	
	

	Name:
	  

	
	

	Address:
	  

	
	

	Phone:
	  

	
	

	Email:
	  

	
	


FILE INFORMATION

	File Name:
	  

	
	

	File Length (minutes or pages):
	  

	
	

	File format (wav, dss, mp3, wma, PDF, fax, handwritten):
	  

	
	

	Please describe the audio quality (clear, some background noise, moderate background noise, poor, etc.)
	  

	
	

	Number of speakers (for audio files only):
	  

	
	

	Do any of the speakers have an accent? 
	  

	
	

	Turnaround Time:
	  

	
	

	Smooth verbatim or complete verbatim:
	  

	(see definitions below, for audio files only)

	

	Describe the content of the file:
	  

	(one-on-one interview, seminar, focus group)

	

	Describe any additional requirements 
	  

	or special formatting.
How did you hear about us?
	    


Smooth verbatim eliminates "uhms”,“ahs”, fillers, false starts, stutters, repetitions, etc.

Complete verbatim includes "uhms”,“ahs”, fillers, false starts, stutters, repetitions, personal comments, interruptions, emotions (where applicable), etc.
