
How to Make your script Accessible in a Google 
Doc:  

To set up your document: 
1.​ Make sure that the title of your document is “Title of show” Transcript and then 

the year. Ex: “Blindside transcript 2024”. 
2.​ Select all the text in your document and make it a sans serif font like Arial, size 

12-14.  
3.​ Insert page numbers at the bottom of the page and include your copyright. 
4.​ Highlight your title and assign the proper heierarch for the text by going to the 

Style Pane of the Google doc and select either “Title” or Heading 1.  
5.​ Move the text to the center of the document. Then press enter for a new line, 

Select the playwright or creator's name. Navigate to the Style pane and select 
“Subtitle.” Adjust the font and move to the centre.  

6.​ Go to the end of the sentence and select “Page Break”. This will bring you to the 
next page. 

7.​ Remove the extra spaces between the lines “ie: program the spaces”.  
8.​ Add the disclaimer text. Found here. 
9.​ At the end of the last line, insert a page break.  
10.​ Add the character descriptions (optional). If including use Heading 2 and use the 

title “Character(s)”.  
11.​Add Act or Scene Numbers. Each new Act should be Heading 2 and scenes 

should be Heading 3. If only using Scenes use headings 2.  
12.​At the end of the play write either “End of Play” or “End of Transcript”.  
13.​Insert page numbers (recommended bottom right corner) 
14.​Insert copyright and author or collective’s name and year in the footer’s bottom 

left corner. Example © Victoria Fringe 2024 
15.​Remove all the spaces from the document 

To program spaces for your text:  
 

1.​ Delete spaces between lines. Ex:  
 
STÉPHANIE 
So, it's the year that my family starts to fall apart.  
Or the year I realize it's falling apart that my life isn't normal when compared to your 
average  
seven-year-old child.  

https://intrepidtheatre.com/wp-content/uploads/2026/07/Script-Disclaimer-Text.pdf


And you know whether it's the countless sleepless nights of continuously hearing my 
parents  
scream and argue at each other,  
or regularly walking in on my big sister piercing her belly button,  
or burning a bible in her room,  
or impersonating Marilyn Manson  
“the beautiful people the beautiful people,”  
“the beautiful people the beautiful people”.   
These are the days of our lives.   
 

2.​ Highlight the text that you want to program spaces.  

3.​ Go to the line spacing function, on the toolbar of the Google Doc.  
4.​ Select either “Add space before paragraph” or “Add space after paragraph” depending 

on where you want to add the space.  
 

 

How to program headings:  
5.​ Then program in headings. Highlight  the text to program as a heading.  
6.​ Go to the headings function on the toolbar.  



 
7.​ Select the appropriate headings. For titles select “Title” for Scene numbers select 

“Heading 1” for disclaimer text select “subtitle”.  
8.​ Depending on your presets it might change the text font–select Arial or another Sans 

Serif font. Please use 12 point font as the minimum. Recommended 20 for titles and 18 
point font headings.  

Check your document’s accessibility:  
9.​ Check for spaces using the down arrow of your keyboard, and check headings by using 

the summary tab of the document.  

 
10.​Then download the document as a PDF. 
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