Captioning Checklist

Considering a Captioning Company or Service

1. Their Business

a. How long have you been in business?
____

b. What other clients do you work with regularly? (References?)
____

c. What is your main business?
____

d. Any awards won/recognition given?
____

2. Price schedules

a. What are your rates? (Note if they are unusually high/low and ask why)
____

b. How much do you discount for repeat customers? 
____

c. Do you offer a discount based on quantity? 
____

3. Live Captioning

a. What is your accuracy rate of live captioning?
____

b. What is your process for captioning a live program? (e.g., audio line 
or satellite link)
____

c. What is your last minute captioning procedure?
____

4. Product (inspect various finished samples)

a. Clarity/precision

b. Placement

c. Size

d. Other differentiating features

5. Service

a. Who is responsible for what on the date of service

b. What kinds of back-up equipment/procedures do you have?

Preparation – These items can be used to specify expectations of the captioning vendor and therefore should be part of the contract with them.

1. Provide the stenocaptioner/stenotypist with:

a. Script (if available)

b. List of industry- or agency-specific jargon, phrases, acronyms

2. Event information

a. Date

b. Time

c. Length of program

d. Runover possibilities

3. Hardware needed

a. Pre-Recorded 

i. Tape 

b. Live

i. Phone lines

ii. Satellite feed

1. Downlink frequency

2. Service time

3. Encryption information

iii. Fiber optics

iv. Encoder

Captioning Quality Control

1. All words spelled correctly?

2. Timing of captions coincides with associated audio?

3. Sound effects, applause, other additional audio included in captions?

4. Common problems with a Live Captioning Feed

a. No captions - Hardware may be eliminating the line 21 signal

b. Broken captions – Can be caused by a faulty transmission. Since each video frame contains 2 letters of captioning, if some frames are lost in transmission, those letters will be lost as well.

