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Organizing Audio Files 
Naming audio files in a specific way will help keep your production organized and tremendously 
speed up your post. 

You want to name your files starting with a number, hopefully one that corresponds to dialogue 
numbering. Most script programs allow you to number each instance of dialogue in your script. 

 

 

Number your audio files to match. Always use 2 (01, 02…) or 3 digit numbers (001, 002…). If 
your project has more than 99 lines of dialogue, your numbers should be 001, 002, 003, etc. 
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The file naming for the previous example looks like this: 

 

The 04a number is a vocal sound I added in recording that was not in the script. You will find 
you need to record people screaming, getting hit, chuckling, etc to enhance what’s listed in the 
script. You can add you’re a, b, c’s to the previous dialogue number to keep it all in order. 

File Naming Format 

To make post production as easy as possible, I name my files this way: 

##_Character Name_partial dialogue.mp3 or .wav 

## stands for the dialogue line number 
The numbers keep all your dialogue stacked in the proper order for quick use. 

Including the character name makes it clear who it is. 

The partial dialogue allows me to quickly reference which audio line it is. I use 1 or 2 key words 
to help me out. 

 

The following page shows all the audio files from an entire sequence of one of my projects.  

Notice all the A, B, and C’s I had to add to get the extra vocal effects I needed for my edit. But, 
it’s all very clear and organized and ready for my edit.  
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