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How to set up tables for a script template in WORD, like what you see above.
1. Open Word.

2. Go to your top menu and click on Table.

3. Drag down to Insert and drag right to Table.

4. Release the mouse and a window will appear called Insert Table

5. Under Table Size, set the Number of Columns to 2.

6. Set Number of Rows to the approximate number of soundbites and reporter slugs you think the story will have.  (It’s better to overestimate, so I usually put in 20.)

7. Under Auto Fit Behavior, select Fixed Column Width.

8. Click OK.

You will now have two columns and multiple rows which you can type in independent of one another.

All of your interview soundbites go in the separate cells in the right hand (AUDIO) column.  So do your reporter slugs.

All of your video descriptions (b-roll, etc.) go in the left hand cells.
