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Sample folio manuscript formatting

This page provides a sample of the formatting required for the folio. The first thing you will notice is that the font is Times New Roman 12 point. The sample TASC Id (Times New Roman 12pt) is in the header and aligned right and the page number (Times New Roman 10pt, style Page 1 of 9) is at the bottom of the page and is aligned right as well. The piece title goes before your pieces and is 18pt bold. Also, the margins are 2cm. In your folio, after the List of Contents page/s comes your pitch for the short story in Module 1. All pieces, except poetry and scripts, should have 2.0 line spacing. Poetry will have 1.15 line spacing which is the current industry standard and scripts 1.0 line spacing. Should you want to break your piece into paragraphs you would begin the next paragraph with an indent that can be either 1.27cm which is the normal tab indent default set in Microsoft Word, or you can set it to 1cm.
	This is the standard default indent that is available in word. Note: there is no additional line spacing between the paragraphs.
This is a 1cm indent that can be used instead of the default 1.27cm. Whichever you choose, ensure you are consistent throughout your document. You should be aware that block paragraphing is not included as an option in the manuscript formatting requirements for this folio. You are most likely to see this used in the forms you are writing for Module 2, especially if they are published in online magazines; however, if you can prove you can use the prescribed formatting for this course, markers know that you will be able to master the manuscript formatting for any publication of your choice. Students who are including multimodal texts, as per the External Assessment Specifications, should include a formatted version as part of their submission to show how the images work within the text. The images are then not required in the manuscript version. Note: the course document specifies you can only include four images.
Note: above this paragraph is additional line space – if your document has this between paragraphs then you need to remove it as there should be no additional line spacing between paragraphs.
Inserting a subheading
Subheadings should be 14 point and left aligned and you should not indent your text after a subheading. No indent is also true after a section break. As your subheading likely indicates the start of a new section or a shift in topic, you should include a line spacing before it. 

Dialogue punctuation
Dialogue punctuation is vitally important. There should be a new paragraph for each new speaker. See an example below.
	“Why do I have to format my dialogue this way?” Jed asked the teacher.
	“Because it’s industry standard and a required part of manuscript formatting for this course,” the teacher replied.
	“Also, if you don’t you will compromise your Criterion 3 results,” another student suggested.
	“That is correct,” replied the teacher. “Well done, Sam, for remembering.”
	For this folio, as in the example above, you should use double speech or quotation marks to indicate spoken words. 
You must become familiar with the way that dialogue is punctuated. Many folios are penalised on Criterion 3 for errors in dialogue punctuation. 
You can verify how dialogue is formatted by reading a range of published texts (you will see some have single quotation marks but that is not the standard for this folio; however, the other elements of dialogue formatting in these texts should provide a good model for you). You should also look at texts that do not use traditional dialogue formatting to see if this suits your piece. 
All texts submitted in English Studio 3 should be thoroughly proofread and corrected to ensure they are predominantly free of typographical, grammatical and manuscript formatting errors. Errors in any or all of these can result in penalties on Criterion 3 (see the External Assessment Specifications).

Time shifts
You can have two types of section breaks to represent a time shift. You can have a standard line space to represent a smaller shift in time. This would look like the line space inserted below.

You would not have an indent after a time shift as indicated here. If you want to indicate a larger time shift or a change of speaker or any other change in your narrative, you should use a break such as the one shown below.

*	*	*

Note: there is a line spacing above and below this section break. Again, after such a break there should be no paragraph indent. The indents reappear in your second paragraph after the section break.

Formatting poetry
When you format poetry the line spacing is 1.15 rather than the 2.0 line spacing used for prose. 
Your poems should be aligned left (see example next page) unless you note the use of unusual formatting on the List of Contents page because the poem is formatted in ways that emphasise meaning. 
When you create a poetry collection you should consider whether you want each poem to start on a new page or continue on the same page. Look at some collections to see the choices poets make.


Poem title

This is line 1 of your poem.
The title is in 14 point bold and,
You can see the poem is in
1.15 line spacing.

This is a new stanza and you
can see a line space has
been left above to indicate
the move into a new stanza.
When creating poetry 
consider punctuation

carefully. You should 
be very clear about your
punctuation choices in your 
poem as this has an

impact on rhythm and
flow of your verse and can
emphasise meaning.
Make sure you set out the
poem like this example
in terms of line spacing.

Remember, to also carefully consider
line length in terms of meaning and rhythm and
flow. Not all poems feature uniform line lengths.
As well as free verse such as this poem, you
should consider more formal forms
such as the sonnet, villanelle, cinquain
odes, sestina. This is a mere sample of the many
possibilities you can explore.

When you include poetry in your creative nonfiction or 
If you create a piece that is a combination of prose
or poetry, include your word calculation
on the List of Content’s page, for example
word count: actual words or
word count: prose in actual words and poetry using word count parity.
Read many samples to see how poets
structure their poems, punctuate their poems,
and use poetic devices to shape meaning.


Script formatting
Scripts can be formatted in Courier or Courier New. This sample is Courier New. You would begin your page with the title formatted as below, 18-point Courier New. Your slugline or scene header goes after your title. This includes the scene number, whether the action is set in an interior or exterior and the time or part of the day.

Title of Piece
1. EXT. SCHOOL OVAL - DAY.

CHARACTER 1 NAME
Script dialogue begins in the middle of the page. It’s aligned left with 3.5 cm margins set each side this is in addition to the existing 2cm margins. The character name is always CAPITALISED.

Action lines are set left, for example, CHARACTER turns towards the goal post and then back as they appear to change their mind.

CHARACTER 1 (CONT’D)
When you have included an action line, and the character’s speech continues, indicate this with (CONT’D) beside the character name as above. If you want to show how the character will speak use a parenthetical, for example, below:
(then, softly)
The character’s speech would then continue. 
2. INT. CLASSROOM - NIGHT.

Students are gathering their sleeping gear together for a night stay at school as part of the 40 Hour Famine fundraiser.
CHARACTER 2
(in a bored voice)
What are we going to do until we are tired?
CHARACTER 1
(jumping up excitedly)
Let’s play hide and seek around the school.
The rest of the students nod and jump up in excitement and all begin talking to try and establish some rules.
etc etc until (if you want to end as below)

Fade to black


There are many resources available on formatting scripts and the specific elements of scripts. Consult existing scripts also to see how they are formatted and how different screenwriters construct their action lines, dialogue, parentheticals and other elements of their scripts.


Note: drama and podcast scripts use different formatting to film scripts. Students should indicate in the dot points on the List of Contents page which script guidelines they have chosen to model their work on.
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