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Digital Education Teacher Academy

DETA Two

Guidelines for Better Script-Writing
GOAL: Do not make the listener work to get his or her information! 
• Be clear. You only have one chance to be understood. 

• Be correct. Grammar does count. Anything that is not correct will distract the listener. 

• Use a conversational tone. Use common words. Do not make the listener struggle to understand. 

• Use contractions. It is conversational (Exceptions: there're, it'll, that'll. ) Avoid anything awkward. Use NOT when you need to emphasize it. 

• Use short, declarative sentences. Keep subjects and verbs close together. Present a few well-developed facts rather than lots of little bits of information. Keep it simple. 

• Avoid numbers when possible. Exact numbers are usually not important. Too many statistics and figures break the flow of a story. Round off numbers when possible. 

• Avoid addresses and ages. They are usually not important. 

• Avoid exact dates when possible. They are usually not important either. If it is a future date and it is important, include it. 

• Use the active voice. Active voice is when someone does something. Passive voice is when something is being done to someone. 

• Use present or future tense whenever possible. Past tense makes stories appear to be “old news.” 

• Use full names and titles only once. Afterwards, use just the • 

• Avoid abbreviations. Only use acronyms that are commonly known. 

• Avoid repetition of information. Avoid using the same word twice in a sentence. Avoid repeating words and concepts in a script. 

• Avoid “empty” words. 

*
Learn to TIE WRITE. Script should lead in and out of all sound bites. Whenever possible....let the sound bites tell the story. 

*
Be fresh and interesting! Avoid beginning scripts the same way (falling into a rut). Students tend to overuse the “asking a question” type of opening. Look for the personal “student” angle! 

*
Pictures and words MUST go together. 


