
How to Write Narration  
By John Bomhoff 
 

Introduction 
This presentation is NOT about proper grammar, spelling or style. It’s about 

writing narration and dialog so that the narrator can tell what their lines are and 

exactly how to pronounce unusual words, numbers, and acronyms.  It is also 

about the proper font style, font size and filename format.  

 

Header Information 

Each script should have the following information listed once at the top 

of every script: 

 Project Name 

 Contact Name 

 Audio File Format (MP3 is standard) 

 

Filenames 
Always create a file name for each audio file. The file name should be above or 

to the left of the dialog. Make sure it is legal. Be careful with cut and paste. 

Make sure there are no duplicates. Don't add special characters, words or 

formatting to filenames. The filenames are copied and pasted from your 

document into the sound recording software. Don't do any of these things to 

filenames: 

 Quotes - “File1” 

 Colon – File1: 

 Underline – File1 

Also, don’t add file titles that you do not want the narrator to read. 

 

Special Pronunciation Rules 

There are special pronunciation rules for slashes parentheses dashes 

and pauses. 

 

 

 



Slashes 

 Slashes will not be pronounced. If the slash needs to be 

pronounced write it out.  Examples 

o “25 – slash – B” 

o “Click the forward slash key” 

 

Parenthesis 

 Parentheses are never pronounced. If you need them pronounced 

write out the word “parentheses” or “left paren” etc. Parentheses 

are used for hints to the word or phrase immediately preceding 

the parenthetical item.  The anti-submarine warfare command 

school might appear in narration as ASWCS. In reality it is 

pronounced “as-wicks” so (as-wicks) should be put in parentheses 

immediately after ASWCS.  Example: 

o The anti-submarine warfare command school or ASWCS (as-

wicks) 

 In written text you might see this phrase “the Department of 

Motor Vehicles (DMV)”. The phrase is a little ambiguous to the 

voice artist. They don't know whether to ignore the (DMV) or say 

“DMV” or say “or DMV”. The phrase should be written “the 

Department of Motor Vehicles or D-M-V”.  

 Never add extra words to the hints in the parentheses. It slows 

down the reading process while the artist hunts for the 

pronunciation hint. Don't do any of this: 

o (pronounce as ……..)
 

o (say …..)
 

o (please pronounce as…..)
 

o (John please pronounce the previous word….)
 

 

Dashes 

 Dashes between letters indicates that the letters are to be 

pronounced as letters and not a word.  Examples: 

o S-C-O-R-M is pronounced as letters 

o SCORM is pronounced as a word 

 

Pause 

 Voice artists will obey all normal sentence punctuation. This 

means they will pause at a comma, at a sentence end and between 

items in a list or letters of an acronym. Don't insert the word 

“pause” in any of these situations. If extra pauses are needed add 

the word “pause”. The voice artist will pause for 1 second. If you 

need a pause of longer than 1 second enter the appropriate whole 

number.  Example: 

o (Pause5) 



 

 

Pronunciation 

 The most important thing to remember about scripting dialogue 

and narration is to remember that you are writing something that 

will be heard by the user not read by the user. It is not as 

important to spell things properly as it is to spell things in a way 

that makes the pronunciation very clear for the voice artist. 

 

Numbers 

 Numbers are tricky. There is no easy way for the voice artist to 

know how to pronounce a multidigit number. Writing it out is 

sometimes popular with ISD's, but, not with voice artists. It is very 

cumbersome and slows down the reading. Example: 

o twelve thousand two hundred seventeen 

 Instead, write out the number normally if you want it pronounced 

normally. Example: 

o 12,217 

 If the number is pronounced in a unique way, use dashes and 

simple numbers. Example: 

o 12-2-1-7 

 

Alphanumerics 

 Some part numbers and other designators are made up of a 

combination of letters and numbers.  To clarify the pronunciation, 

use recognizable letters, words and sounds.  Example: 

o 27Il1O should be written “27-eye-L-one-oh” 

  
Proper Nouns and Foreign Words 

 Unusual words like proper nouns and foreign words can be explained 

using common words. Be careful not to use any ambiguous words in the 

pronunciation like “tuk” which could be pronounced “tuck” or “took”.  

When it is necessary to show the accented syllable use. Example: 

o Iraq = ear-ROCK 

 The Malaysian region “Datuk Lau Nai Hoh” is a challenge for westerners.  

It should be explained phonetically like this. Example: 

o Datuk Lau Nai Hoh (dah-took-low-nee-HO) 

 

 

Conclusion 

I hope this has cleared up some of the problems of script writing for 

narrators. If you have any questions not answered here, please feel free 

to contact me at any time. 



John Bomhoff 

john@narration.net
 

 

 

 

 

 

 

 
 


