General instructions:  You are creating a set of notes on a specific interview for the GVSU Veterans History Project.  The purpose of these notes is to give a researcher a clear idea of what the interview contains, and where in the interview they can find the material they are interested in.  Most of our files are in the form of time coded video files.  When you view them, you will see the time code on the screen. When recording your notes, use the time codes that appear on the video. If the video doesn’t play or has no time coding, let Dr. Smither know and return it.  If there are glitches in the video that make parts of it difficult to understand, let Dr. Smither know and return the video.  If you were able to complete a partial outline of the video, hang onto it, and Dr. Smither will get you a clean copy of the interview to work from and complete the file. In writing the notes, please follow the format provided in the template below, using bold face and underlining as indicated.  Some more specific tips follow the template.  
Grand Valley State University 

Veterans History Project Interview  

Name of War 
Interviewee name

Length of interview (total time of video)
(time) Title of first major point of interview (usually Pre-enlistment)
Childhood (time)
Their families (time)
Their education (time)
Their job (time)
(time) Title of second major point of interview (usually Enlistment/Training) 

This section would include all relevant info about time in service (time)
Why they joined/influences to join (time)
Where they trained and what company they were in (time)
(time) Title of the third (usually Active Duty—may be divided into two or more subsections as appropriate) 

Where the subject traveled to and how they got there (time)
Battles/campaigns/activities the subject was involved with (time)
Daily life, living/working conditions (time)
Discharge, why they left the service (time)
(time) Title of last major point of interview (usually after the service)
Adjusting to home (time)
Differences between civilian life and military life (time)
Military involvement after service (time)
Photos/memorabilia from the service (time)
  Tips:

The notes do not need to be excessively detailed, but should be written for the benefit of someone researching a particular war or a specific dimension of that conflict. The idea is that we note which specific topics, issues or activities the interview covers, and in what degree of depth, with particular attention paid to wartime experiences.  Your notes should be specific enough to indicate what an interview does and does not cover and where to find discussions of specific topics in the interview, but do not need to cover every detail of every experience.  As much as possible, try to keep track of where the veteran went, and any dates or lengths of time spent in each place.  
Use topic headings and subheadings to create a logical breakdown in the notes. The notes should be in chronological order, and the heading and time code should be in boldface font. If the veteran goes off on a tangent, use a subheading to make a new section for the topic. 

Put the timecode numbers in bold face to help readers spot them.

Individual items and details within a section should be marked with bullet points, not arrows or other symbols.

Most interviews will deviate to one degree or another from the topics listed in the template.  You may adjust or retitle these as appropriate as long as you present the notes in chronological order and your topic breakdown makes sense and is easy to follow. 

The “Active Duty” section is the one most likely to require you to deviate from the template.  If a veteran covers a lot of different experiences and does so in detail, you may either use subheadings within the section, or use more than one main topic heading if there is enough material to justify it and if this will help researchers find what they are looking for.  
Some interviews include lengthy sections of pre-war or post-war experiences.  These should normally be treated more briefly, although you should include anything that either helps to explain someone’s wartime experiences or helps to demonstrate the significance of those experiences to the subject.
You should provide time codes for each topic heading and subheading, and for each specific event or issue covered, especially when dealing with wartime experiences rather than what came before or after them.  You do not, however, need to include time codes for every line, especially when the subject provides a detailed account of a specific event. If the subject goes off on a tangent or changes the subject, however, you need a time code for each change of course.
All notes/transcripts need to be written in Times New Roman 12 point font.  We want to make sure that the files have a consistent look to them on the website. 

Once you have completed a set of notes, proofread it carefully.  Watch for spelling and grammatical errors, and make sure that the notes will make sense to someone who has not seen the interview.

If there are questions regarding locations of battles or events, fact check! If you didn’t get a copy of the veteran’s bio sheet when you picked up the DVD, you can come in and look at it, since sometimes you can find the information there.  There is also a lot of reasonably reliable information available over the internet on specific military units, battles and campaigns, and you can often identify specific places and get correct spellings by checking them.  In some cases, especially for place names, even a good atlas can be helpful.  If  you still aren’t sure if you’ve got something right, you can note it in brackets [like this] in the text to call attention to it when Dr. Smither edits the notes.  In general, the cleaner your notes, the more quickly the editing gets done and the file can be posted.
