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Estimated Date for Completion of Project: September 25, 2009     
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www.linnanemusic.com 
 
 
 
October 20, 2008 

Dear Mr. Joyner: 

As a long-time resident of the Acton-Boxborough area I particularly enjoy having the opportunity to 
contribute to the Acton Memorial Library’s “Not Afraid to Go: Acton’s Part in the Birth and Preservation of 
Our Nation” exhibit.  

This correspondence outlines the complete scope of work you requested, including objectives, scope of 
services and estimated fees. 

OBJECTIVE 

Record and edit 16 audio tracks of audio narration. Compose music and add sound effects to support and 
enhance the recorded narration. Combine narration, sound effects and musical compositions. Provide the 
necessary digital audio files for use with the library’s installation. 

SCOPE OF SERVICES 

1. Recording and Editing Narration 

a. Meet with voice talent at my studio or at an alternate remote location for one to four recording 
sessions. 

b. Provide or bring the necessary equipment for audio recording. This includes a computer based 
digital audio workstation, hard drive, microphones, headphones and other accessories. 

c. Record narration performances. If necessary help direct the talent to achieve the best 
performance. Ensure that these recordings are of the highest quality, free of mechanical and 
environmental noise. 

d. Store and catalogue recorded performances. Edit the sound files for duration. This includes 
removing the silence at the start of the recording, removing long pauses and editing the length of 
the file to meet time constraints. Editing the recorded performance for overall quality control. 
Removing or minimizing anything in the recording that makes the performance sound less than 
professional. This includes loud breathing, clearing of the throat, coughing, etc. 

2. Sound Effects  

a. Acquire license free sound effect recordings and record original sound effects. 
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b. Place sound effects in the audio arrangement. These sounds will be placed to add drama, 
atmosphere and punctuation. 

3. Composing Music 

a. Compose, record and perform short original musical segments. These musical segments will be 
placed before, alongside or in between lines of the recorded narration.  

b. The recorded arrangements will consist of musical styles and instruments used during the civil 
war. This music will greatly enhance the mood of the narration without distracting from the 
story. 

c. A synchronization license is included. This allows the library the right to use the original music 
forever with no additional fees. 

4. Mixing and Mastering Elements 

a. Mix and balance the narration, original music and sound effect elements. Adjusting the relative 
volume of each element to enhance clarity and support. 

b. Ensure that the level and equalization of the files are consistent so that each recording will be 
presented at the same volume and tone. 

c. Provide the necessary mastered audio files. These files will be presented in the form of an audio 
compact disc, data disc or in another format if needed. 

PROFESSIONAL FEES 

There are two possible approaches that can be taken. The first approach would be to combine the elements of 
recorded narration, sound effects and original musical compositions. The alternate is the cost effective 
approach of just narration and sound effects. The estimates are as follows - 

1. Recorded narration, sound effects and original compositions - $2500.00 

2. Recorded narration and sound effects - $1500.00  

CLOSING 

I appreciate the opportunity to help with this project. I hope that we can work together making this an exhibit 
that people really enjoy and remember. 

Sincerely, 

Peter Linnane 
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