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Rush County Players

Production Handbook 

(Approved 3/06)
Welcome

· As a prospective show director, you know that you have many responsibilities in order to stage a successful production. 

· This Production Handbook is designed as a guideline to help you cover all the facets on your way to opening night.

· Congratulations on your undertaking, and know that you have the full support of the Board of Directors of RCP.  Break-a-leg!

I. The Pre-Production Process
a. Things to be Considered 

i. There are many items that you must tentatively decide before the rest of the process may proceed.

ii. Location of the show

1. Although many shows are performed at the Laughlin Center for the Performing Arts, you may feel that other venues such as churches or other schools, are a better fit for your show.  Ask around and discuss your ideas with those who are in charge of those other venues.  The Board has a contact with the Laughlin Center and can help with that information.

2. Once the venue is tentatively decided, find out the seating capacity of that facility.  This will be important information during the quotation process.

iii. Dates of the show

1. All dates you may select are tentative until your proposal is accepted by the Board for your show.

2. Generally, shows are held to one-weekend.  In some cases, such as big-named musicals, the Board will consider a two-weekend schedule for a show.  Two-weekend shows should be consecutive weekends.

3. Examine what is going on in the community, for the best chance of success for your show.  For example, avoid conflicts with school breaks and vacations, other theatrical offerings, major athletic events, etc.  Although not always possible, it is best to stay away from as many community conflicts as possible, so there is less chance of competing dates that would detract from your casting and your ticket sales.
4. The Board traditionally decides the season lineup of shows, and the general timing of each (e.g. Fall, Late Spring, etc.).  You show dates should be in harmony with these general timeframes.

iv. Your General Thoughts on Staging the Show

1. You may contact the publisher that holds the rights to the show and order a perusal, or review, copy of the script. The publisher information is available via catalogues at the Playhouse, or by visiting the website of the publisher. Many times, the cost of the perusal is waived if you end up proceeding to book the show.  In other cases, you may seek reimbursement from the Board.

2. Once you have read the script, reviewed the music, as applicable, you will begin to get an idea of the complexity of how you want to approach staging the show.  It is important to have an idea of how complex you want your set to be, how detailed the costuming needs to be, and how you will need to advertise your show.  

3. All these concepts must be developed before you can determine the complexity of your show.

v. Making Contacts to Line up Your Team

1. As a Director, you need to determine the rest of your leadership team.  Although you are the Director, you will need a Producer, A Musical Director, if applicable, and a Technical Director as your leadership team.  As a Director, you may choose to get your Producer involved earlier in the planning process.
2. The Board may or may not assign a Board Link to your production, depending on if any members of the Board are in the show.  The Board Link is, as the name suggests, your liaison to the Board, and will become a valuable resource to you.

3. Other positions and duties will be discussed at a later section of this Handbook, but your Key People you must decide at this point.

b. The Quotation Process
i. Once you have the concept of your show in mind, it is time to proceed to obtain a quote from the publisher to determine if a license is available for your show.  

ii. A Quotation Form is available through the publisher, and consists of a questionnaire about your show.  It asks for RCP’s set ticket prices, the seating capacity of your location, number of seats you expect to sell per night, name of the location, and the dates of your performances.  Quotation Forms may vary from publisher to publisher, as may the information required.
iii. It usually takes a week or two to get a response from the publisher.  Once you have received notice that the publishers will grant a license for that show on those dates, and have quoted the royalties and other costs, you are ready to move on to the next step of preparing a proposal for the Board’s consideration.

c. The Proposal to Direct and the Budget Preparation Process

i. Now that you have a concept of how you want to stage the show, the tentative dates, licensing approval, a location, and royalty information, it is time to put it altogether in a proposal for the Board’s consideration.
ii. As a Show Director, you must propose the following:  (see Proposal Form, located in Appendix “A”)
1. Name of your show, its location, and tentative dates

2. Names of your Key Leadership Team.  The Board approves the Director, and expects the Director to recruit his/her own team, but the Board needs to know who are the key players involved.  Explain to the Board your previous experiences, and what you will bring to the production, if approved.
3. Dates of your auditions, and the start of your rehearsals.  As a general rule of thumb, a straight show requires about 6 weeks from 1st rehearsal to Opening Night.  Musicals usually require about 8 weeks.  Complexity of the show will be the determining factor, however.

4. A brief synopsis, or summary of what the show is about, and the size of the cast/crew/orchestra you are needing.

5. Share any concerns you think are pertinent for the Board to know, such as language in the show, unusual themes, adult themes, etc., that may need to be shared.  The Board is responsible to the community for all its shows, and needs to know if there may be elements of the show that may need discussion at this point.

6. A brief explanation to the Board how you will approach the show, and the ideas you have for staging it, in general terms of complexity.
7. Due to constantly rising production costs, and an effort to be competitive in our ticket pricing, each show is asked to plan a fundraiser to help defray some of these costs.  Please briefly explain the ideas you have in this area.

8. A Budget Proposal Form is a standard form that needs to accompany your request to direct as how.  The form is located in Appendix “B”.

a. The Board asks for your honest estimation of the costs that you expect to incur during the process of staging your show.  Estimate where you need to estimate, but do not add “fluff” to your budget.

b. Once approved, you are responsible for that budget.  Any significant variance to the budget in any category MUST be brought to the attention of the Board as soon as possible.  You may contact the President of the Board directly, or, if you have one, the Board Link.

c. Keep your approved copy of your Budget with you throughout the process of your show, and keep track of expenditures made against it as you go.  You will need to account for it after the show has concluded.

d. Congratulations!

i. As a Show Director, you are now ready to begin the detailed planning stages of your show!

ii. Auditions

1. You should utilize free advertising avenues as much as possible to get the word out to inform people of your upcoming auditions!  Public Service announcements in the media locally and in surrounding counties are usually available to you free of charge!  Ideas for such venues are listed in Appendix “C”.
2. Read your script again and again, and start writing down a rough set concept and some rough blocking ideas.  It will help you solidify what you need to find out during the audition process!

3. Plan for your auditions!  Know in advance, what you are looking for in men and women, vocal ranges (if applicable), and what factors you need to see in order to make your casting decisions at the end of auditions.  Know what characters interface with other characters in order to be able to match up actors.  You asked to use the Audition Form located in Appendix “D”.
4. Prepare the audition materials.  It is acceptable to make copies of excerpts from the script.  Consider having a copy of the script available for public review, if feasible.
5. Be able to explain to those auditioning what characterization you are looking for, and a brief setup of what scenes they will be reading.  Explore various possibilities for various characters as people audition.  Remember that you must be able to confidently make the casting decisions at the end.

6. Prepare a tentative rehearsal schedule.  It is better to know in advance who has what conflicts with your rehearsal dates.  Casting decisions must be made on availability as well as talent! 
7. Encourage those attending auditions to become members of RCP.

8. Make your casting decisions as soon as possible after auditions close!  People have attended because they are interested in doing a show!  Make your calls as soon as you have cast your show.  You’ll feel better about it, too, knowing that your show is officially cast!  During your calls, reiterate the date of the first rehearsal. 

II. The Production Process

a. Facility Responsibility
i. It is very likely that your rehearsal process will take place in more than one facility.  It will start out at the Playhouse, and will move to the location of your show a week or two before your show is scheduled to open.  Due to cost considerations, the Laughlin Center should be used no more than two weeks before show.  In addition to scheduling issues, there is a per hour charge for the use of that facility.  If your show is at a different venue, you will need to find out scheduling and cost information.

ii. As a director, it is your responsibility to know the rules that apply for the facility you are using, and to make sure that your entire production group respects and cares for that facility at all times, including heating costs.
iii. Regarding the RCP facility, everything but the Board Room is available to you during your rehearsal process.  It is a non-tobacco facility, and people are expected to clean up after themselves.  Children brought to rehearsals while parents are rehearsing are the responsibility of the parent, with respect to safety, and their behavior.  Parents are expected to put away toys, etc. used by their children, before they leave each night.  The Building Trustee will take care of restrooms, trash, etc., but the director should help to keep it manageable by making sure the cast cleans up after themselves.

iv. Regarding other facilities you may use for your show, remember that we are guests, and we must respect all the associated rules set forth by that owner.  The director represents RCP, as is expected to uphold the reputation as such.

b. Rehearsal Process

i. Your first rehearsal should set the tone for your road to your show.  It should establish the teamwork concept that will be needed for success.  It should clearly communicate your expectations of your cast, and should also clearly communicate what they can expect from you.  A good common practice is to prepare a handout at the beginning of your first rehearsal, so that they may refer to it from time to time as needed throughout the process.
ii. Stress to your cast during the first rehearsal that this is THEIR show, and they have the responsibility to sell it!  This provides for better sales and gives the group ownership in the show!

iii. Distribute your final rehearsal schedule at your first rehearsal.  You expectation, of course, is that your cast attend required rehearsals; let them know up front what that schedule is.  Each rehearsal should have a planned agenda, and an expected outcome.  In doing so, you can consistently gauge your progress toward the final product, and your cast will also get a feeling of progress as well.

iv. Start on time and end on time.  Your cast has other things in their lives, as well, and has made a commitment to the show.  Nothing will dampen the spirits of your cast more quickly than them arriving, mentally focused to start and then have to wait.  Additionally, you will jeopardize the progress of your show, and will fall behind in its preparation.
v. Your team should begin early in the rehearsal process to discuss set design and details, and your idea for technical aspects, so that your Key Leaders can begin to do their work while you are focused on directing the staging aspects with your cast.  The same holds true with your Musical Director, if applicable.

vi. Consistently gauge your progress against your preparation goal, and adjust quickly as needed to keep the show on its schedule.  Communicate with your cast and let them know of the progress.  Sometimes, they see things from a limited perspective, and they count on you to assure them that things are where they need to be at that point in time.

vii. Check ticket sales often and stress the importance to your cast.

viii. Check your expenditures often and know where you are against your budget at all times.  Report any issues to the Board, via your Board Link.

ix. One or two weeks from show, you will move your set and your cast to the performance facility.  This is the point when all aspects of your production begin to solidify towards its final outcome.  This is also the point where your cast and crew see things shape up as well.  By this time, your blocking should be done; your tech should be roughed in; your costuming should be done; your props gathered; your set done; and lines and music learned.  It is the time when, if all has been planned and executed well, the final tweaking should take place.

x. It is critical to communicate very closely with your entire cast and crew; this cannot be over-emphasized.  The final rehearsal should wrap up with a discussion with the entire Company to boost their confidence in their show, and to express your appreciation for their efforts and dedication.

c. Other Pre-show Critical Items

i. At the beginning of your rehearsal process, assign one person to be the Ticket Coordinator for the cast and crew.  This person has responsibility for accounting for tickets and ticket money that have been distributed. 

ii. Provide your show information to the Webmaster for publication on the website.  Provide show information to the Board member assigned to update the voice mail system for the Players.  Be in close contact with that person to know how your ticket sales are going.

iii. Use your Board Link extensively, if applicable, as a valuable resource and lifeline, and update them regularly as to the entire process.

iv. Meet with your Key Leaders regularly throughout the process and ensure that all the facets contained in Appendix “E” are well-managed.
III. Post-Production Process

a. After your successful show has drawn the final curtain, the post-show process immediately begins.

b. All monies from tickets, fundraisers, ads sold, etc. get turned in to the Treasurer or President right away.

c. Obtain a final attendance count from the ticket coordinator.

d. Remove the set, all props and costumes, and other items from the performance facility, and return them to their original location.  The performance facility must be returned to the exact same state, or better, than it was when you moved into it.
e. The Playhouse must be returned to its original state as well, with set materials, costumes, and props put away.  Playhouse key must be returned.
f. Meet with your Key Leaders and begin a final report preparation.  By now, you must have a tally of all income, a receipt for all expenditures, and a tally of attendance.

i. Use the Final Show Financial Report Form, located in Appendix “F”, as your format for your report to the Board.

ii. The Final Financial Report for your show is due at the next Board Meeting immediately following your show.  It should be presented by the Director in person, unless some circumstance will not allow that timing.  In such a case, the President may allow another member of the Key Leader group to present it.

IV. Summary

a. This Production Handbook has been assembled as a guideline for you as you prepared for a show on behalf of RCP.  Although it is a guideline, it contains some key tips that have been proven successful over time.  It is a living document, in that it may be amended from time to time.  If you have input, based on your experience with this show, on how it may be improved, please make your comments known in your Final Report.

b. Thank you for all the hard work and dedication you have put forth in staging of this show for the Rush County Players!  We hope you have enjoyed it!
Revision Level: 2

Revision Date: March, 2006
Appendix “A” 
Proposal To Direct Form
Show Name ________________________________  Proposal Date ______________

Venue (Location) ____________________________

Tentative Show Dates ________________________

Key Leadership Team:

Director ___________________________________  Phone _____________________

Asst. Dir. (if applicable) _______________________ Phone _____________________

Producer ___________________________________ Phone _____________________

Mus. Dir. (if appl.) ___________________________ Phone _____________________

Tech. Dir. __________________________________ Phone _____________________

Audition Dates (tentative) ________________________________________________

Rehearsal Start Date (tentative) ___________________

Brief Synposis of Show, cast size, etc.:

Are there any issues with the theme, content, language, or other concerns that the Board needs to know about the show?   Yes ___  No ___.  If yes, please explain: ____________

How will you approach your show?  In other words, what is the complexity of the set, tech, theme, music, lines, etc., and how will you deal with the issues?  _______________

What is your level of experience and what do you plan to contribute to help those involved in this production to grow and succeed? ________________________________

What fundraising ideas do you have planned to help offset rising costs of staging a production? _____________________________________________________________

Other Comments: ________________________________________________________

______________________________________________________________________
Appendix “B”

Show Budget Proposal

	
	
	
	"RCP Show Name"
	
	
	
	Submitted By:

	
	
	Show Dates: 
	
	
	
	
	

	
	
	
	
	
	BUDGET
	
	
	

	
	
	
	
	
	
	
	
	

	INCOME EXPECTED
	
	
	
	
	
	
	

	Per Night Attendance
	0
	
	 
	
	
	

	No. of Shows
	
	0
	
	 
	
	
	

	Total Show Attendance
	0
	
	 
	
	
	

	Avg Revenue per ticket
	$0.00
	(new ticket prices)
	 
	
	
	

	
	
	
	$0.00
	
	$0.00
	
	
	

	Other Revenue (fundraisers, ads)
	$0.00
	
	$0.00
	
	
	

	TOTAL REVENUES
	
	$0.00
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	EXPENSES
	
	
	
	 
	
	
	

	
	
	
	
	
	 
	
	
	

	Royalties (Rentals Included)
	
	# Shows
	 
	
	
	

	Royalties 1st Performance
	$0.00 
	0
	$0.00
	
	
	

	Royalties Each Addt'l
	$0.00 
	0
	$0.00
	
	
	

	Orchestration Rental
	
	$0.00 
	
	600.00
	
	
	

	Total Royalties
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Facility
	
	
	
	
	 
	
	
	

	Laughlin - Normal
	
	
	
	$0.00 
	
	
	

	Additional 3 shows
	
	
	
	$0.00 
	
	
	

	Total Facility
	
	
	
	$0.00 
	
	
	

	
	
	
	
	
	 
	
	
	

	Advertising
	
	
	
	 
	
	
	

	Features and articles
	
	
	
	$0.00
	
	
	

	Radio
	
	
	
	
	$0.00
	
	
	

	Newspaper
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Set and props
	
	
	
	 
	
	
	

	Backdrop
	
	
	
	
	$0.00
	
	
	

	Other
	
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Costumes
	
	
	
	
	 
	
	
	

	Heavy period costuming throughout
	
	$0.00 
	
	
	

	
	
	
	
	
	 
	
	
	

	Tickets
	
	
	
	
	 
	
	
	

	Donated
	
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Programs
	
	
	
	
	 
	
	
	

	Copying Only
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Damage Deposit
	
	
	
	 
	
	
	

	$200 refundable less P&H
	
	Net
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Postage
	
	
	
	
	 
	
	
	

	
	Shipping - Return
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	Misc.
	
	
	
	
	 
	
	
	

	Misc.
	
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	TOTAL EXPENSES 
	
	
	
	$0.00
	
	
	

	
	
	
	
	
	 
	
	
	

	
	
	
	
	
	 
	
	
	

	TOTAL PROFIT
	
	
	
	$0.00
	
	
	


Appendix “C”

Ideas for Advertising Venues
Here are some tips to getting your message out to the public for your auditions, your show, and any other need for advertising:  We give them to you as tips because many of them are free of charge!  All you have to do is know that they are there and have someone on your staff make the contacts!
Free Advertising Ideas:

· Local Newspaper

· Feature articles telling about your show that will soon entertain the community!

· “What’s Happening” column in the Rushville Republican.  Service is free and is a calendar of events day by day that you can advertise your show dates, or audition dates, bake sales, etc.

· Other Area Newspapers

· If someone from your show is from another town, that town’s newspaper will often do a free feature story on its citizens’ participation in these events!  They get featured, and your show gets free advertising!

· Local Radio

· Prepare news releases and take to radio stations in town and surrounding towns.  Most all are willing to do PSA’s (Public Service Announcements).

· Most have feature shows where you can go in and do a live interview to promote your show to the listening audience.

· Perhaps be willing to give a few tickets away (very low cost!) as a radio station promo program.  It sells your show for next to nothing!

· Local Service Clubs

· Most local service clubs such as Optimist, Rotary, Kiwanis, etc. are looking for program speakers.  It is a free way to promote your show.  Many of these attendees are influential members in the community and will help spread the word!

· Posters and Flyers
· Paper the town with your posters for your show.  Most banks, etc., have a community bulletin board at the entrance available for your poster.  They are high-traffic areas and patrons become accustomed to looking there!

· Our website

· Make sure you forward your information to our webmaster for posting!

· Indianapolis Newspapers

· Have a free section in the Arts and Entertainment area that you can list your show dates and a bit about your tickets sales and prices.

Paid Advertising

· Although the above areas are willing to help promote your show, you have to be willing to spend SOME funds advertising with them!  But, using this blend above, you can get the best “bang for your buck”!

Appendix “D”

Show Audition Form
          Audition Sheet

Name ____________________________Phone No. __________________________

Address: _________________________

Email Address: ______________________

_________________________________

Age (Range if over 40!) _______________

Role Desired in this Production:

a.) Cast Member ____________
Specific Character _______________ Any? __________

b.) Crew Member ___________
Specific Role ____________________ Any? __________

c.) Orchestra Member _______
Specific Instrument ______________________________

** Will you accept any role offered to you? _________

** Will you change your appearance (within reason) for this show? _______________

List Previous Experience (no experience necessary to participate! _____________________

Why do you want to be cast into this production?            _________________________________________


_______________________________________________________________________________


Show Information:


* Show dates are (xxxxxxxxxxxxxxxxxxx)   at the Laughlin Center.  

* Rehearsals will start (xxxxx) at the Playhouse.  Rehearsal schedule is available tonight.  Please review.  You are expected to attend all rehearsals except for those known at this time.  This show will only have (xxx) weeks to show, and each rehearsal has a planned outcome.  You attention and attendance is needed to stage a great show!  

Please list all known conflicts: ________________________________________________________.

Everyone auditioning will be contacted about casting decisions.  At that time, you will be reminded of the first rehearsal date and time.

Thanks for your interest in this show!  With your dedication, effort, and attendance, we will stage a great show for our community!

xxxxxxxxxxx,  Director

Notes: _______________________________________________________________________
_____________________________________________________________________________
Appendix “E”

Key Items For Your Show

DIRECTOR

The Director is in charge of all matters relating to the production, and has full responsibility and authority in auditions, casting, set design, directing the cast, and all other matters concerning the finished production.

· Oversee the budget.  

· Approve all major purchases made.  An itemized statement with the signature of the person who made the purchase must verify all purchases.

· Keep a good record of the expenses as they occur.  This record, along with any bills, should be presented to the RCP Board with the final report.

· The Producer should be kept up to date on the budget.

· Keep records for all persons auditioning for parts or volunteering for committees.  Turn in all records and new memberships to the Board to add to the mailing list, and kept as a resource for future productions.

· Enter contact information into the Yahoo! address book.  The Director may use RCP’s e-mail to send out messages to the cast/crew or the membership.  Meet with the webmaster for username and password.
· Enter rehearsal dates on Yahoo! calendar.

· The Director may appoint an assistant director and a prompter, and may establish specific duties for them. 
· The Playhouse is full of resources.  See what is there and what you can do with it before spending money on new materials, props, set pieces or costumes.  There are three set pieces that are not to be modified: the olio stage, the trap door and the tall stairs.

· Props, costumes, etc. that are purchased become the property of RCP and are to be stored at the Playhouse following the production.

PRODUCER

The Producer is part of the key leadership team reporting to the Director.  The Producer is in charge of the behind-the-scenes duties connected with the production to the extent designated by the Director.

· Work with the Director to find workers to oversee backstage, front of house, tickets, costumes, make-up, tech, set, publicity and programs. All crewmembers are optional and created by the Director and/or Producer if they feel the show may benefit.  The Producer is responsible for monitoring these people to make sure they are doing their jobs.

· Act as liaison to the Board in the absence of the Director.

· Other duties as assigned by the Director.

· The Director and Producer can create any positions they deem necessary to insure all duties are performed.

Key Duties 

STAGE MANAGER (Optional Position, but Duties Critical)

A Stage Manager can be very helpful in insuring the success of a show.  The Stage Manager is in charge of running the production from backstage, but the Producer may choose to direct the backstage himself/herself, in lieu of a Stage Manager.  It is to the production's advantage to have the Stage Manager on duty as soon as possible as it will take several rehearsals to familiarize the stage crew with their individual duties.  The smoothness of set changes greatly enhances the play and is the major role of the Stage Manager.

· Set up a dependable working stage crew able to work during final dress rehearsals and at all performances.  Make sure that all members of the crew are familiar with their jobs.

· Take charge of all scene changes, give all curtain cues, communicate with tech director, give time cues to cast members at curtain time and intermission, and perform any other duties necessary to insure that all stage activities run as smoothly as possible during the performance.

· Keep the backstage area quiet.  Accomplish this by keeping people in the green room unless they are ready to go on stage, or assigned a specific duty backstage.

· Set the stage before the play and during scene and act changes, and provide cast members with required props on cue.

· Provide a list of all crew members and acknowledgements.

HOUSE MANAGER (Optional Position, But Duties Critical)

· Set up a dependable House crew, which includes ticket booth workers, and ushers.  The Board may fill many of these spots.
· There should be two ushers at each door to collect ticket stubs and hand out programs.
· Ushers should arrive 45 minutes before curtain time.
· Ticket stubs collected by ushers are to be returned to the ticket office to be counted.

· The House should open ½ hour before curtain time
· Arrange for two people to sell tickets at each performance.  
· Arrive at least an hour prior to curtain time and stay through the first scene.  
· The RCP treasurer will provide a moneybox that contains a complete list of season ticket holders for reference.
· Keep complete records for each night.  Count all tickets collected at the door to keep an accurate record.  
· If a show shirt is to be raffled, find someone to sell raffle tickets.  This money should be kept separate from ticket sales.
SET 

· Determine the basic design according to your interpretation and the budget.

· Determine what needs be built according to your interpretation of the show.

· Set up a construction schedule, so that most of the work can be completed before the cast moves on stage to rehearse.

· paint, decorate, and round up all furniture and accessories needed for a complete stage setting.  

· Paint that is used must be flat latex.  Other paints will either damage the flats or cause glare from the lights.

· SPRAY PAINT IS NOT TO BE USED UNDER ANY CIRCUMSTANCES!
TECH
The Tech people are in charge of lighting the stage, providing the sound, and creating any special effects necessary for the success of the production.

· plan any special effects needed for the show.

· Set up a dependable working committee to work during rehearsals and throughout the performances.

· provide copies of the script for lighting and sound/mic cues needed throughout performances, intermissions, and before and after each performance.

· If the Laughlin Center is to be used, the light cues must be programmed into the light board.  The Board (through the Board Links if applicable) can provide you with assistance if you are unsure of how to do this.

· Before each rehearsal and performance in which mics will be used, perform mic checks to set levels.  This is also a good time to do make-up checks under the stage lights.  All mic and make-up checks should be complete at least 45 minutes before curtain time.

· Make sure the light booth is clean at the end of each rehearsal and production.

· RCP has a collection of fresnels, par-lights, ellipsoidals, and pinspots, if additional lighting is needed.

PROPERTIES 

Properties (props) are items that are carried on by individual actors during the production.

· Make a complete working list of all hand props needed for the production.

· Collect and have all props ready to work with through rehearsals and performances.

· Collect and secure all props after each performance and rehearsal, and return all items immediately after the final performance.  

COSTUMES

If the audition sheet has included each individual actor's measurements, the Costumers will have a head start.

· Obtain any important information as to character parts that might dictate apparel. 

· For non-period plays which use mostly modern dress, the cast member's own wardrobe should be used as much as possible.  

· In a show where smaller children are used, be sure to communicate with each parent or guardian exactly what the child should have.  Often parents will be a big help.

· Make a complete, working list of all wardrobe changes throughout the performance.  Provide the necessary people to assist cast members during quick or confusing costume changes.  For major characters who must make quick changes, assign them and area which is all their own so their costumes can be kept together, and readily available for a speedy change.

· Cast members should be responsible for their own costumes each night of the show.  Collect all costumes and accessories after the final performance.  Return all costumes as soon as possible after the final production.

MAKE-UP

· Base make-up must be theatrical stage make-up to correctly counteract the effects of stage lighting.  

· Determine any special make-up effects required for the production.  

· Contact the Board Links to obtain the make-up cases stored at the Playhouse.  Return the make-up cases to the Playhouse immediately after the final show.

· Be responsible for the make-up cases all the time.  Keep the cases and the make-up area clean and neat throughout the rehearsals and performances.

· For performances, set up a schedule so that all actors know when to report for make-up (generally an hour and a half or two hours before curtain time).  In a production with children, encourage parents to do as much as they can before bringing the child to the theater.  Try to keep those not directly involved clear of the make-up area.

· Observe make-up on stage during a dress rehearsal, and before each performance since the stage lights make the overall effect appear different.  Mic checks are a good time to do make-up checks.

· The Board will be responsible for stocking the make-up kits.

PUBLICITY

· Work with the Board to run a complete campaign to reach the most people possible.  Keep all information about the show before the public through resources presented in Appendix C.  Use your imagination and do not be afraid to try something new.

· Early in rehearsals, take cast pictures of individuals and groups.  These pictures can be run in the Republican for publicity throughout the production.

· All announcements, ads or radio and TV spots should include:

· the name, dates, place and times of the production

· how to get tickets

· Interviews with the Director and Producer, as well as cast members make interesting reading.  

· Articles or ads with pictures will attract the most attention.

· Mail out-of-town releases at least two weeks before the production opens.  Emphasize how to obtain tickets.

· There should be a massive publicity blitz before opening.

· In all releases, use as many names as possible.  Most local theater audiences are eager to come and see people they know in the show.

· At one of the earliest dress rehearsals, arrange for an outside source to come and do a review of the show.  Take action pictures during this rehearsal, if possible to accompany the review.  Be sure the reviewer has a copy of the program so s/he can spell names correctly.  It is also good to invite the reviewer to give an oral critique to the cast after the rehearsal.

· Contact the Republican and find out publication deadlines for a review. The Thursday paper has the entertainment section and has the widest circulation.   

TICKETS

· Tickets should be obtained through the Board.
· Decide when the tickets are to go on sale, and arrange a central location where the public can buy them.  
· Determine whether the show will be reserved or festival seating. 
· If reserved seating, obtain a seating chart of the facility.  
· Obtain a current list of patrons and season ticket holders from the Board Links.  
· Make sure that everyone in the community, and those to whom out-of-town press releases were sent, is aware of where tickets can be obtained.
· Consider the possibility of creating a person who will handle mail-order sales if those ordering enclose a SASE.  This could be the RCP P.O. box, if someone monitored it regularly for ticket orders.

· Keep a list of any complimentary tickets distributed, and keep a record of each night’s ticket sales.

PROGRAMS

· Contact the Board to see if programs are donated by a member or organization.

· Contact the printer for specific information on preparation (coordinating the design, color, etc.), due dates, etc.

· Ads should be sold to help off-set the show expenses.  See the Board Links for ad prices.

· Follow the basic outlay set up at the beginning of the season to assure that you stay within the budget.  Each program should include the following:  

· A good cover design.

· The name, place, dates and curtain times of the production.

· The name of the author, publishing company and any other information required in the licensing agreement.

· A listing of the cast in order of appearance.

· A complete list of RCP members.

· A listing of the RCP Board of Directors.

· A short synopsis or history of the show.

· A listing of scenes and acts.

· Information on intermission services.

· Names of all crew members.

· A list of all acknowledgements to persons and businesses donating major props, furniture, and costumes, or providing major services at no charge to the Rush County Players.

· Information regarding upcoming RCP productions.

· Programs for a musical should also include a list of all musical numbers and a complete list of all chorus and orchestra members.  

· Short biographies on leads or cast members, and a letter from the Director are optional.

Appendix “F”

Final Show Financial Report
	
	
	
	
	
	BUDGET
	ACTUAL
	VARIANCE

	
	
	
	
	
	
	
	

	INCOME EXPECTED
	
	
	
	
	
	
	

	Per Night Attendance
	
	
	0
	
	
	
	

	No. of Shows
	
	
	0
	
	
	
	

	Total Show Attendance
	
	
	0
	
	
	
	

	Avg Revenue per ticket
	
	
	$0.00
	(new ticket prices)
	
	
	

	
	
	
	$0.00
	
	$0.00
	$0.00 
	$0.00 

	Other Revenue (fundraisers, ads)
	
	
	$0.00
	
	$0.00
	$0.00 
	$0.00 

	TOTAL REVENUES
	
	
	$0.00
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	EXPENSES
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Royalties (Rentals Included)
	
	
	
	
	
	
	

	Royalties 1st Performance
	
	
	$0.00 
	1
	$0.00
	$0.00 
	$0.00 

	Royalties Each Addt'l
	
	
	$0.00 
	5
	$0.00
	$0.00 
	$0.00 

	Orchestration Rental
	
	
	$0.00 
	
	0.00
	$0.00 
	$0.00 

	Total Royalties
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Facility
	
	
	
	
	
	
	

	Laughlin - Normal
	
	
	
	
	$0.00 
	
	

	Additional 3 shows
	
	
	@$85 ea.
	
	$0.00 
	
	

	Total Facility
	
	
	
	
	$0.00 
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Advertising
	
	
	
	
	
	
	

	Features and articles
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	Radio
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	Newspaper
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Set and props
	
	
	
	
	
	
	

	Backdrop
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	Other
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Costumes
	
	
	
	
	
	
	

	Heavy period costuming throughout
	
	
	
	
	$0.00 
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Tickets
	
	
	
	
	
	
	

	Donated
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Programs
	
	
	
	
	
	
	

	Copying Only
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Damage Deposit
	
	
	
	
	
	
	

	$200 refundable less P&H
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Postage
	
	
	
	
	
	
	

	
	Shipping - Return
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	Misc.
	
	
	
	
	
	
	

	Misc.
	
	
	
	
	$0.00
	$0.00 
	$0.00 

	
	
	
	
	
	
	
	

	TOTAL EXPENSES 
	
	
	
	
	$0.00
	$0.00
	$0.00 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL PROFIT
	
	
	
	
	$0.00
	$0.00
	$0.00 
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