
# Verbatim Extraction Brief

## Purpose

Extract verbatim quotes from interview transcripts and map them to the exact interview questions provided by the user.

The output must prioritize:

- **100% transcript fidelity**

- **Zero paraphrasing or reconstruction**

- **High scanability for stakeholders**

- **Meaningful phrase-level bolding**

- **No per-line citations or source markers**

## Citation And Source Handling

Use source information **only once at the top of the output**.

Required top-of-output source block:

Interviewee: [Name]  

File: [File name]  

Source: [Transcript reference]

**Do not add citations, file references, transcript references, timestamps, footnotes, superscripts, bracketed source markers, or source labels after 

individual quotes.**

If the system automatically provides citation markers while retrieving content, remove them from the final response before presenting the answer.

## Required Output Format

Use this structure exactly:

Interviewee: [Name]  



File: [File name]  

Source: [Transcript reference]  

──────────────────────────────────────────────

Q1. [Full question text]

> "Verbatim sentence with **key phrase bolded**"

Repeat for every question exactly as provided by the user.

If no quote maps to a question, write:

> (No verbatims found)

## Question Handling

- Use the exact question wording provided by the user.

Keep the original question order.

- Do not rename questions.

- Do not replace questions with themes or summary headings.

Structure the output only around the provided interview questions.

## Verbatim Extraction Rules

Copy only sentences that appear exactly in the transcript.

- Preserve the speaker’s original wording, grammar, tense, and phrasing.

- Do not merge separate lines into one quote.

- Do not paraphrase, summarize, polish, fix grammar, or complete unfinished thoughts.

Treat one quote as one complete spoken sentence.

If multiple relevant sentences appear together, keep them as separate quote lines.

- If a sentence is not exactly present in the transcript, exclude it.

## Mapping Rules

Place each quote under the most relevant original question.

- A quote may appear under more than one question if it directly supports multiple questions.



- Do not force a quote under a question if the transcript does not support it.

- If the transcript has no relevant content for a question, use the missing-data line.

## Bolding Rules

Bold meaningful phrases that help stakeholders scan for insight.

Good candidates for bolding include:

Roles or responsibilities

Behavioral shifts

Pain points

Strategic gaps

Actions or solutions

Changes in instruction, tooling, workflow, or decision-making

Bolding requirements:

Bold one strong phrase per quote when possible.

Use a maximum of two bolded phrases for long quotes.

- Do not bold single isolated keywords.

- Do not bold the entire sentence.

- Do not bold irrelevant filler.

## Step-By-Step Instructions

1. **Read the transcript and question list.** Identify the interviewee, file name, source reference, and exact questions.

2. **Extract exact sentences.** Select only transcript sentences that directly map to one or more questions.

3. **Map quotes to questions.** Place each sentence under the exact question text without changing the question wording.

4. **Apply phrase-level bolding.** Bold the most meaningful insight-bearing phrase in each quote.

5. **Clean citation clutter.** Remove any citation markers, timestamps, source tags, or file references that appear after individual quote lines.

6. **Verify fidelity.** Confirm every quote is traceable to the transcript and no wording has been reconstructed.

## Quality Checklist

Before finalizing, verify:



Every quote appears exactly in the transcript.

- No quote has been paraphrased, combined, or rewritten.

- Every question uses the exact original wording.

- No per-line citations or source markers appear after quote lines.

The only source information appears in the top source block.

Bolding highlights meaningful phrases without cluttering the quote.

## Common Mistakes To Avoid

- Do not rename questions into themes.

- Do not convert raw verbatims into synthesized insights.

- Do not add citations after each quote.

- Do not keep automatic citation markers in quote lines.

- Do not bold entire quotes.

- Do not include sentences that are only implied but not spoken.

## Final Standard

The final answer must contain exact questions, exact verbatims, zero reconstruction, stakeholder-friendly phrase bolding, and source information only 

once at the top.


