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As a freelancer, I work with people who have experience
working with voice over talent, and people who are working
with them for the first time. This guide is for the first timers.

Y

ou may think I’m joking, but there are people hiring voice
over (VO) talent who think a 60-second commercial
should only take 60-seconds to completely produce.

Granted, pros can get things done pretty quick, but there’s
more going on than just sitting down and reading the copy
perfectly in one take.

looked fine on the page, isn’t so fine when you have to read
it out loud. You don’t have to be a professional reader to hear
this… you’ll know when something just doesn’t sound or
feel right because you’ve been listening to people talk your
whole life. We instinctively know when something doesn’t
sound right.

And when it comes to the area that I specialize in – long-form
projects like eLearning and Training – one take is unrealistic.

You want to fix that because if it doesn’t sound normal or
natural to the ear, your listener gets distracted. Not good.

So I write this as a reality check for those first timers who
might not know everything that goes into a voice over
project, especially longer ones.

This isn’t about spelling or grammar mistakes. More about
that in just a moment. This is about making your copy sound
natural.

Copy Familiarization
This includes reading the copy before recording to see
where problems may occur, and getting feedback from
you on those problems. Or it might be a matter of getting
comfortable with technical jargon.
The way you write something is not always the best way to
read it out loud. If you’re not used to reading out loud, you
wouldn’t be expected to know that. But try this some time…
take the copy that you’re sending to your voice talent and
read it out loud yourself. Yes, every word of it.
You might be surprised to discover that what you thought

We assume you want us to give you a great finished product.
To do that, we need to spend time getting comfortable with
your copy – before we record – so that everything comes out
sounding natural.

Copy Editing
I come from a copywriting background. As a freelance
copywriter, I often met people who felt that as long as they
had grammar and spell checking enabled in Word, they could
write just as well as any professional.
The reality is that Word simply isn’t capable of finding every
type of mistake you might make. Some? Yes. All? No.
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Unfortunately, some clients don’t take the time to slowly
read through what they’ve written. Even fewer do what I
suggested earlier… read their copy out loud.
What happens more often than not – especially with long
copy – is that your voice over talent is going to find the
mistakes you missed. That’s going to slow things down as
he or she has to stop, fix what you missed, record it the right
way, and then make a seamless edit with the rest of the audio.

“Chapter 1 Slide 1”, “Chapter 1 Slide 2”, etc.? Highly likely.
The bottom line is that it may be best if the tracks are renamed
to make it more helpful for you not only when you’re taking
possession of the files for the first time, but also down the road
if you have to revisit the project. Trust me, you’ll be thrilled you
have descriptive file names.

Voice Editing

I’m going to be blunt… unless you’re paying your voice over
talent for editing services, it’s your responsibility to send in
copy that has been edited and proofed.

I don’t try to fool people into believing that I can read everything
perfectly in one take. Years of radio taught me that, even when
I’m reading copy I wrote, mistakes happen.

Ideally, you’ll have a professional do this. A fresh set of eyes
is a great investment. That helps your finished project sound
more professional which makes you look more professional
in the eyes of your customers.

In voice over, maybe there’s a stumble, maybe there was a
mouth click that has to be taken out, or any number of other
things. That’s normal for any VO talent. But editing takes time.

Initial Setup
Again, this is a scenario more common on longer projects.
Some of the projects I work on require many individual audio
files.
Those files are usually handed off to the client so they can be
added to videos or slides as part of training courses.
For everyone’s sanity, it’s best if the voice over talent takes
the time to label each audio track in the recording software.
By default, each new track may get a sequential number. But
just having “Audio 1”, “Audio 2”, etc. isn’t really helpful.
The recording software often exports the files with those
same names. Might it be better to have them named as,

Also, we want every sentence to sound perfect. Sometimes that
means going over certain sentences a few times to get it right.

Packaging
This will depend on the project, but with eLearning we may
need to export individual files that could number in the
hundreds. For the most part, that’s automated… simply
click Export in the audio program and get something to eat
while you wait. But those files may need to be converted to a
different format. While it may be automated, it takes time.

Uploading Files
This is usually pretty simple, but there is time involved in
uploading your files to you, especially if you have to have it
done a certain way.
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So, What Does All This Mean?
This is just some of what goes into a project, especially one
that has a lot of content to record.
So, when you get a quote and you’re not sure why something
costs more than you thought, or will take longer than you
thought, please take into account the time and work that
goes into a voice over project.
And I trust you see how important you are in this process. The
work you do before sending your copy will mean a smoother
experience for you and the person you hire.
That will make both of you happy.

About Me
Thanks for reading this. I sincerely hope it’s helpful.
One of the reasons I focus on eLearning and Training projects
is because I love to teach. This guide is another way for me to
do that.

My experience in front of the microphone started in high
school when I got a job working in radio. Eventually I worked
my way up to station news director and read lots of copy for
long periods of time each day for several years. That’s why I’m
very comfortable with long voice over projects.
After radio, I wrote and designed marketing material. I also
taught marketing-related material in the classroom and on
the stage to students and business groups.
The reason I love to teach, and to now do eLearning and
Training projects, is simply because I love to help people
move forward either personally or professionally.
If that’s your passion, we should talk about working together.
I don’t do the heavy-handed sales techniques. I don’t think
there’s any need for that. A simple phone call or e-mail will
help determine if we’re a good fit for each other. If so, great.
If not, no harm in talking.
You can contact me through my site: www.mikeklassen.com
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