Some notes on how to type the scripts for radio

Single space or space and a half. (Some folks use 8 pt between lines, but I find that unwieldy for me.)

Left tab=1 inch.

Music and sound effects are capitalized and underlined 

Each script needs the character listing on the front, including the names of the original actors.

Formatting after typing (if you want)

(line numbers on left)  File-page setup-layout-line numbers-click on box, click on ok

(spacing between paragraphs)  Format-paragraph-spacing-above-click on arrow, 6 points; -below-click on arrow, 6 points;

line space: 1 ½ lines

(makes the speeches indented to the right, leaving the character on the left) 


Format-paragraph-indentation-special-click on box, hanging

FONT:

Type Century Schoolbook or Bookman Old Style (has more space between letters)

Type size is 12 point (G. Opp. Uses 15.5 pt)

Header, on right side of page: SHOW TITLE   page #

Episode #   date (this makes sure most current version)

Introduction at beginning of the script: (American Radio Theater) is proud to present a lost old-time-radio show (or an original production) of [title of show series and name of episode]

Credits (last page)

You have been listening to a re-creation of a lost old-time-radio show by (American Radio Theater). [Name of series, name of episode] In our cast you heard:

Start with the stars of the play, and then list the actors and their characters either in alphabetical order or order of appearance.

Live Sound Effects by….

Playback by….

Music by….

Engineering by…

A couple of sentences mentioning the play’s history—when it was broadcast, who starred in it (if known) and which network carried it (if known)

I’m your announcer [name] who was also [character]

(This is A.  R.  T.  American Radio Theater.)

SAVING THE FILE

File-save as

Then give it a name; include the date and version number

Before it goes out to the actors, we try to put it in pdf so that everyone gets the same page without their printer messing about. However, we also need it as a word document, in case there are folks who will need to expand the font size for ease of reading.

