Here is where the title goes.

Then your name- use courier new font.
Scene 1- scene name

INT. Location, other setting information

Here is where you would put a description of the scene. Oh, and the INT up there stands for interior, EXT would be exterior. You should put things like where it is, if it is rainy or sunny or what not, who is around, what is going on. Don’t over explain though.

Character name

Dialogue.

Character name 2

Repeat as necessary.

EXT. Location, other setting information

This is where you would put scene changes. For instance if you are remaining in the same scene but are changing settings, or times. Maybe there is a flash back in the scene.

Character name

Characters should always have the same name throughout the entire script. If not things will get confusing.

Character name 2

Also, dialogue is the most important, since in plays and movies that is what people hear. So really focus on dialogue and make it strong.

Scene 2- scene name

INT. Location, other setting information

When you change scenes really think about the transition. Think about what the characters were doing before to what they will be doing or are doing in the new scene. Make it flow. 

Character name (over voice)

When you want characters thoughts to be heard (remember it is different for stage plays than movies or tv) just put after the character name that it is an over voice. Or put (thoughts). This is just my opinion and what I do.

Character name 3

When introducing a new character make sure they have relevance. Don’t just throw people in if they will not have a purpose. In some cases you will need an extra to say thank you or what can I get you. 

Character name 2

It is also important to keep characters constant. If they change drastically in just two pages then something is up. For instance if a character is goth and dresses all in black then the next day is in a pink dress, something is wrong. If that is the plot of the story then so be it, but for the most part characters should stay constant in who they are.

I hope this document was helpful!
