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How to Format a Play Script
by Angelo Parra
Act I, Scene 1
(I recommend using a header with the play title and playwright’s name, which will appear on every page.  I like using a code – as in “02:060213” above – which reminds me that this is the second draft and it was created on June 2, 2013.  This helps keep track of which draft is which.  I set page margins a 1.5 inches on the left and 1 inch on the other sides.  The 1.5 inch margin allows ample room for three-hole punching.  Next, on the first page only, come the play title and the author.  This is followed by the act and scene information numbers.  This italicized material, indented 1.5 inches in from the left margin (hit Ctrl-M three times), appears at the beginning of each scene and elsewhere in the scenes; this is called “stage directions,” and specify what essential objects are in the scene and what the characters are physically doing.  For example:  “Through a door to the outside, JOE, 25, enters the living room of his modestly furnished apartment containing a large flatscreen TV.  A moment later, MARY, 23, enters from a bedroom.”  (The quote marks do not appear in the stage directions.)  Stage directions are usually italicized; character names are usually capitalized in stage directions.  Use 12-point Times New Roman or Courier fonts; do not try to lengthen or shorten your play by using larger or smaller font sizes.  That doesn’t fool anybody, it makes it harder to gauge the length of a play.  At the end of your stage directions, hit ENTER to go down a line, and hit Ctrl-Shift-M three times to go back to the left margin.)
MARY
What we have here is dialogue, the wonderful and terrible things that characters say to each other to achieve their goals, noble or not.  A space is skipped between the stage directions and the name of the character speaking this dialogue.  The name of the character is capitalized and, optionally, in bold.  
JOE
Here, skipping a line after Mary’s dialogue, we have another character, Joe, interacting with Mary.  This pattern continues through the play involving the characters you’ve created.  
(Occasionally, you will have additional stage directions, inserted where appropriate, as in “MARY turns her back on JOE, and begins to weep.”  What you don’t want to do in stage directions is to micromanage or act for your actors.  In other words, restrict your stage directions to the essential physical activities your characters need to perform.  Be sure to number your pages.)  
MARY

(Defensively) This talk about formatting play scripts has me very upset.  
JOE

Yes, professionally formatting your play does take time, but, my dear, this is theatre, and there’s no crying in theatre.  
(As you can see at the beginning of MARY’s line above, there is an indication as to how the line should be said.  It is okay to do this if you feel a particular type of response is necessary, and might not be obvious from the words themselves.  But keep it to one word, and do it only rarely.  Given their space, actors often come up with something even better than you might have thought of.)  
MARY

And, while we’re on the subject of play formatting, never format your script the way plays appear in printed editions.  Plays in printed form are formatted differently, compressed essentially to save printing space.  In other words, don’t confuse the appearance of a printed play with what a play in manuscript form should look like.  
JOE

Everybody knows that, Mary.  Everybody, this is, who’s read the terrific how-to book, Playwriting for Dummies by Angelo Parra.  It’s practical, easy to follow, and fun.  There are sample script pages in the book.  

(MARY, impressed with JOE’s experience with Playwriting for Dummies, falls into his arms.  Lights fade to black.  Each scene ends with the words “End of Scene X” and the play ends with the words below.  There is a bit more to formatting a play, but this should get you started.)

END OF PLAY
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