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Grouping terms

Always try to group strings of words, or terms, together.  This makes sentences easier for voiceover artists (VOs) to read when they’re seeing them for the first time (called cold-reading).

Here’s a sentence from Wikipedia:

“The Apollo Lunar Module was the lander portion of the Apollo spacecraft built for the US Apollo program…”

Here it’s easier to read because words that go together are in bold type:

“The Apollo Lunar Module was the lander portion of the Apollo spacecraft built for the US Apollo program.”

Emphasis

Sometimes it’s difficult for a VO or director to know which words the client wants emphasised.  Simply underlining a word can save on audio re-takes, thus saving money in the long run.  In this example, one word is underlined to indicate that a little emphasis is needed:
“We go that extra mile so that you don’t have to.”

Reading numbers

When you’re writing an audio script, consider how you need numbers to be read.  Numbers often appear in product names and need to be read a specific way.  Consider this example:

“The ACME 9310 is the perfect choice for customers who want a microwave that doubles as a conventional oven.”

Here it helps to clarify how the numbers need to be read by writing them out as words.  So the above sentence might be rewritten as:

“The ACME ninety-three-ten is the perfect choice for customers who want a microwave that doubles as a conventional oven.”

Pronunciation guides

One of the most important sections of your script will be the pronunciation guide.  Writing a list of phonetic pronunciations will save you receiving lots of phone calls regarding how terms need to be read.  The types of terms that you should pay close attention to are names of people, products, or places; acronyms; company names; etc.  For instance, is the name ‘Wikipedia’ pronounced ‘wik-ih-pee-dee-ah’ or could it be ‘wik-ee-pee-dee-ah’.

Lists of items

If you’re writing out a list of items, formatting them as a bulleted list can be much easier to read than a normal sentence structure.  Consider this example:

“The types of music they prefer are Ragtime, Dixie and Country and Western.”

Here, we have two ‘ands’.  OK, this is a simple example, but lines like this can be confusing in a technical script.  Neither the director nor the VO will know if ‘Dixie and Country’ should be grouped together, or ‘Country and Western’.  Here is the same sentence structured as a list:

“The types of music they prefer are:

· Ragtime

· Dixie

· and Country and Western.”

Filenames
When your recording is finished, it then needs to be post-produced, or edited.  You will need to decide if you want to receive one audio file that contains the entire recording, smaller paragraph-sized files, or if you want just one sentence per file.  You denote this by placing a filename beside each chunk of text.  Create a filename that means something to you.  It might begin with a course name or code, followed by numbers that denote lessons, topics, and/or sentences.  It might look like this:
RBB_03_06_01a
Welcome to Topic 6 of Rocket Building for Beginners!

RBB might be your code for the course.  ‘03’ might be your Lesson number.  ‘06’ might be your Topic number.  And ‘01a’ the first audio file (or chunk of text) in that topic.
