ABSTRACTIVE HAND SUMMARIES GUIDELINES (NON-SCENARIO DATA)

Introduction

A subset of the meetings recorded for the AMI project are non-scenario ones. They are real occasions of collaborators meeting to discuss on-going work or similar. Consequently, there is no prior control on our behalf as to either the structure of the process or the content. 

The task

We expect that the completion of all the task will take about 6 hours. The person who does the topic segmentation for a given meeting, should also complete this task. 

Abstractive Summaries

After the annotators have finished with the topic segmentation of a meeting in the AMI corpus, they will need to write a set of abstractive summaries for the same meeting. The summaries are created according to the guidelines in this page. 

When summarising, it's important to keep in mind the purpose for which the summary is being constructed. With this perspective in mind, we believe that the annotator will have some intuition as to what should be stated in a summary and what can be implied. In this case, we want the summaries to be aimed at someone who is interested in what happened during the meeting (someone who does similar research or a manager who needs to keep abreast with the teams she/he is in charge of), but who was not present at the meeting. Such a person might wish to see summaries of the meetings in order to understand what work is being done or how a project is progressing, and so on, depending on the particular nature of a meeting. For them, the important questions are: What is the group working on? What decisions do the group make? What progress are they making in their work, and what have they achieved? What specific problems have they encountered? 

It is therefore essential that your summaries - though kept short - are of high quality. In particular: 

· a.. Do not use any abbreviations. 

b.. Write summaries that are understandable for somebody who was not present during the meeting 

The structure of the abstractive summaries

1. Create (or if it is there, go to the) directory called abstractive in your nxt root directory. Within this create an <annotator_name> directory, where <annotator_name> is the same as the one you have been using for the topic segmentation task. 

2. Create a new plain text file naming it <observation_name>.abssumm.txt, where <observation_name> is the name of a file as it appears in the TopicSegmentationNonScenarioWorkAllocation page (e.g. IS1008a). 

3. The text file, where the abstractive summaries are going to be written, should have the following structure re-examine the particular instructions for each paragraph; also whether we should change ACTIONS to PROGRESS as done in the ICSI corpus: 

'''[ABSTRACT]''' 

''Write one paragraph of '''coherent text''' to summarise the meeting as a whole from the perspective described above. Since the contents should cover all of the meeting, 

it is quite possible that this slot contains redundant information that also appears in one of the other slots.''

'''[DECISIONS]''' 

''Name all decisions that were made during the meeting. Please note that only task-oriented decisions should be included, eg "The remote is going to be yellow", while 

meta-decisions, like "The program manager decided to listen to the designer's opinion first", should not be considered. You can write this section in '''fragmented text''',

 instead of forming a coherent paragraph.''

'''[PROBLEMS/ISSUES]''' 

''Name the problems or difficulties that occurred during the meeting. All problems and/or questions that came to the surface and remained open should be noted in this slot.

 So should issues that the group managed to solve, if it seems that an amount of time and effort was needed to deal with them. You can also write this section in 

'''fragmented text''', instead of forming a coherent paragraph.''

'''[ACTIONS]''' 

''Name the next steps that each member of the group will take until the next meeting. You can write this section in '''fragmented text''', instead of forming a coherent 

paragraph.''

The headings in the square brackets ([]) in the above structure should be included in the file. The main text of the summary should be simply typed under each of the headings. Please ensure that no other lines in the file contain square brackets. 

The paragraphs should not exceed 200 words each in length. However, there is no limit for minimum number of words. For instance, there may well be meetings that make no decisions. In these cases, please do not leave the relative section blank; instead fill it with *NA*. 

The topic segmentation done before the summary writing can, of course, be useful for this task. However, we wouldn't expect, for example, the [ABSTRACT] to look like a list of topics ("First they discussed this and then they discussed that"). We are looking for something more substantial content-wise, and preferably more coherent than that. 

4. Save the summaries as plain text, without any further formatting (bullet points, bold fonts, italics, etc.). 

Checking files into CVS

Abstractive summaries will have to be checked into CVS. This can be done from the following location: 

[WWW]http://www.ltg.ed.ac.uk/NITE/ENTER THE CORRECT ADDRESS ONCE YOU HAVE IT/cvs.php 

The files you have to check in will be in <nxt_root_directory>/abstractive/<your_name>/ (MAKE SURE THE CORRECT DIR IS HERE) 

In order to submit a file, you have to provide your CVS login and password. 

Checking in your annotations backs them up. You should check in your annotations regularly, including every time you leave work for the night.
