
Annotated screenplay—how to format a screenplay correctly using Word 

A good rule for a writer to consider is “show, don’t tell”. If you have a char-

acter that is sad or upset– don’t tell the reader / actor in the stage directions

– show that the character is sad / upset in the stage directions.  Show it cine-

matically using the mise en scene. 

Slugline is always in CAPITAL LETTERS. 

An abbreviation of exterior or interior 

followed by a full stop. A brief descrip-

tion of the location and then a dash ( - ) 

followed by the  time of day. Some writ-

ers like to put the slugline in bold, but I 

prefer not to. 

It is industry standard to start 

with the editing cue, FADE IN: 

Editing cues are aligned left, 

but this opening one is the 

exception. 

After a slugline there is almost al-

ways a concentrated block of stage 

directions. They are written in the 

present tense. Stage directions set 

the scene and introduce characters. 

Characters names are always in capi-

tal letters. Some writers like stage 

directions to be in italics, but it is a 

personal preference. 

Characters’ names are always 

in capital letters and centre 

aligned.  

Editing cues are right aligned, 

in capital letters, with a colon: 

Dialogue is always left aligned 

and then tabbed (pressing the 

tab key) x3 or x4. 

Use the cursor at the begin-

ning of your sentence to do 

this.  

Parenthesis or brackets can be used 

to either tell the reader / actor that 

it is voice over (V.O.) or off screen 

(O.S.). 

It can also be used to add emotion 

or emphasis- (Sad) or (Angry) etc. 

Page numbers  can either be 

top right or bottom right. No 

page numbers on the title 

page. The first page of your 

script is page 1. Go to the in-

sert tab in Word to add page 

numbers. 

To ensure the margins are correct keep these  pegs at 0—15 

respectively. If you are having a problem with tabbing the dia-

logue check they’ve not moved. 

Font is always Courier New, 

size 12. An A4 page with correct 

font and font size roughly equals 

a minute of screen time.   

Unless you are writing a shooting 

script, most writers don’t reference 

technical attributes such as camera 

cues or non diegetic music. If howev-

er you wish to do so, make it clear in 

the stage directions, by using capital 

letters for camera info and ‘inverted 

commas’ for song titles. 

Left, centre, right and justify 

alignment options. 
Line spacing should be con-

sistent throughout. Don’t over 

use the enter / return key. Line 

spacing should be 1.15 or 1.5. 

2.0 is too far apart. 


