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How might a writer format a play or musical?


 


Included on this webpage are suggested formats for plays and musicals drawn from suggestions of distinguished dramatists, literary managers, teachers of dramatic writing, producers, professional theatres, and publishers. It is the Guild’s belief that these formats present a standard that will work well for most professional opportunities. A well formatted script can make the difference between someone reading your work or ignoring it outright.



      
  




  
    
      
            This page shows you how to emulate the most successful script layouts so your work will be submission-ready. While not all playwriting opportunities require a specific format, it’s important to know the industry standards to ensure easy reading for anyone who gets their hands on your work. Below, you’ll find a handful of examples of the most commonly used formats for play scripts. We also provide samples of how to format your title page, as well as preparing a resume and cover letter for submission opportunities.  The formats provided are guidelines, not requirements. A few additional elements to consider:


1. 


Formatting works towards two purposes: easy reading and the ability to approximate the performance time of the written story. Admittedly, not all stories or styles of writing will work within a standard format. Therefore, use your better judgment in deciding the architecture of the page. 


2. 


There is an industry-standard (though some may say old-fashioned) of using the 12-point Courier font. With the proliferation of computers and word-processing programs, there are literally hundreds of fonts to choose from. Whatever your choice, we recommend that you maintain a font size of 12 points – thereby assuring some reliable approximation of performance time. 


3. 


Though you wrote the story, someone has to read it before anyone sees it. Therefore, make your manuscript easy to read by employing a standard format with clearly delineated page numbers, scene citations and act citations. Headers and footers are optional.


4. 


If you’re using a software program to format your work such as Final Draft or Movie Magic, be aware that you have the ability to create your own format in these programs that can be uniquely named, saved and applied to all of your manuscripts.


5. 


Usually, between the title page and the first page of the story and/or dialogue, there is a page devoted to character break-down. What’s important to note on this page is the age, gender and name of each character. Some dramatists write brief character descriptions beside each name.


6. 


While it is cost-effective for both photocopying and mailing, realize that some institutions prefer that you don’t send double-sided documents. We recommend that you inquire about preference.


7. 


There is no right or wrong way to signify the end of a scene or act. Some writers do nothing but end the scene; others write “blackout,” “lights fade down,” “End Act 1” or some other signifier that the scene or act has concluded.


8. 


The binding margin should be 1.5 inches from the edge. All other margins (top, bottom, right) should be 1.0 inch from the edge
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            How might a writer format a submission letter and/or resume?



      
  


    

  




  

                              
                


  
    
      
            Though there is no right or wrong way to write a letter of introduction to your work, realize an effective submission letter should be short, professional, and with just enough information so the reader knows you’ve submitted exactly what was called for in the solicitation. And while it’s tempting to entice the reader to want to read the script with an overly expressive narrative in your submission latter, consider that this is the first exposure to your writing (of any kind) that will be read by someone in the producing organization. Be mindful, then, how you represent yourself on paper, and allow your play or musical to speak for itself.


A common question is often asked when writers construct a production resume: what do you do if you don’t have a lot of readings or productions to list on your resume? Whatever you do, don’t misrepresent yourself; don’t say you’ve had a reading or a production that you haven’t had. You’ll eventually be found out and will look worse than someone who has a thin resume. If you don’t have a lot of production experience with your writing, write a brief synopsis of each of the plays you’ve written, cite any classes or workshops you’ve taken as a playwright, and detail any other experience you have in the theatre (as stage manager, director, actor, dramaturg, etc.). People are more likely to be sympathetic to you being young in the theatre than they are to you being someone who misrepresents themselves.


A more accomplished playwright’s resume should list productions or readings of plays (by theatre and date), awards, grants, writers' colonies, workshops, festivals, and any special recognition received as a writer. Give the reader a sense of the whole of your writing career, including memberships in theatre groups, professional organizations, and related writing work. Include your address and phone number at the top or bottom of your resume, on the cover sheet of your play, and obviously on the return envelope. Again, there are any number of variations on how to construct a writer’s resume, but a template to inspire your thinking can be found on the following page.
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