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Make the program. (There is a file of previous programs in the Green Room. Look at them for examples if you want.)

a. Make sure the cover of the program is created. 

a. Whoever does the program cover, make sure s/he knows s/he is designing for an 8 ½ x 5 ½ piece of paper that will be photocopied. (That will be a regular 8 ½ x 11 piece of paper folded in half.) Black & white is best. Color is doable. 

b. If you are using the poster image for the cover of the program, make sure you remove the box office number from the design. 

b. Get cast and crew lists from the Stage Manager. .

c. Check with the director to see if s/he has an order in which s/he’d like the cast’s names listed. If the director does not, check with the producer. If the producer does not, then list the cast either alphabetically by actor’s last name or in order of their appearance, whichever makes more sense to you.

a. If you list the cast by order of their appearance, make sure you write “(In Order of Appearance)” over the list.

d. Check with the director to see if there is an intermission, how many there are, and how long they are.

e. Check with the director to see if s/he wants any announcement of where the play is set or the time period in which the play takes place. If so, find out what the director wants that announcement to say.

f. Check with the producer and the stage manager to get the names of people to be listed in the “Special Thanks” section of the program.

g. Check with the producer to see if anything special needs to be added into the program: unique announcements, ads, emergency statements, notes other than the director’s, etc.

h. Get the director’s notes from the director.

a. If there are any other notes like get those from their respective people.

i. Make sure the program includes:

a. A complete list of the cast with both their character names and their actual names spelled correctly. 

b. A complete list of the crew with their correct job titles and their names spelled correctly.

i. Usually the Problems in Production class will work on a show. In that case, you don’t have to list every member of the class. You can simply list them as “THEA 210.”

c. Any Time or Setting announcement that the director wants.

d. A Special Thanks section.

e. The director’s notes.

f. Any other notes.

g. A “Coming Soon” or “Coming Next” section that includes an announcement of the name and dates of our next play plus names and dates of any Art Department, Music Department or theatre club events (Tallulah’s Darlings, Kuumba Players, etc.) between now and our next play. 

i. Check an MBC Arts Calendar.

h. An announcement of the intermission. For most shows the announcement should read as follows: “There will be a 15 minute intermission during which time you may purchase snacks and drinks in the lobby. Coffee is served courtesy of Mary Baldwin College Theatre.”

i. Adjust that wording as necessary for multiple intermissions or different intermission lengths.

i. The following announcement: “No photography is allowed during the performance. Please turn off all cell phones, pagers, and other noise-making devices. Please be courteous and do not text during the performance.”

j. Note: The above list only lists the pieces that are in every program. Each show is different and may have it’s own special program listings. Make sure you check with the producer to see what else, if anything, needs to be included.

k. Note: The goal is to fit all of this information on one folded sheet of 8 ½ x 11 piece of paper.

j. Check with the producer and the stage manager to see if any new crew members have been added since you started working on the program. Also check to see if there are any new people to be thanked.

k. Give the stage manager a rough copy of the program (or at least the cast list part) and have her show it to the cast so that they can double check the spellings of their names. Make any corrections.

l. Double check the spellings of the names of the crew. Make any corrections.

m. Prepare a final rough copy of the program and then have it approved by the producer and the director. Make any changes they suggest.

n. Get the final version of the program to Support Services. They will either accept a hard copy that is ready to photocopy or a computer file in a format that they can read. They will want our account number. It is 5140. Ask them to make 450 copies (or to print 450 versions if color is involved). 

a. If your show is a musical, have Support Services make 850 copies.

o. Make sure the programs are picked up when they are ready. 

p. Make sure the programs are folded. Keep one for your records.

q. Note: It’s best to have the programs ready by the rehearsal that the critic visits so that s/he can have one. Check with the producer. That rehearsal is usually the Monday of production week (the week the show goes up).
MARY BALDWIN COLLEGE THEATRE IS AN ACADEMIC THEATRE.  ITS PRIMARY PURPOSE IS TO PROVIDE OPPORTUNITIES FOR TEACHING AND LEARNING the arts and crafts of the theatre and to provide practice in them under approximations of professional conditions and to professional standards.  Its secondary purposes are to enrich the learning of all students and to provide the finest theatre for the college and the community that is consistent with the goals of teaching and learning.  Every person who works in Mary Baldwin College Theatre is a teacher, a learner, and a theatre artist, entitled to respect and encouragement in the processes of teaching, learning, and artistic creation.

1.
All program copy must be approved by the Director. If the director is anyone other than a member of the Theatre faculty, the copy must ALSO be approved by one of the theatre faculty.

2.
PAGE 1: COVER should include; title of play, author, translator or adapter (if any); days of week, dates including year, times, and place of performance; a logo or design, if desired, usually that on the poster minus “for information call…”; and the name "Mary Baldwin College Theatre."


NOTE THE SPELLING:  THEATRE

Cover design must be drawn or printed on one half of a 9" x 12" sheet of white paper; i.e. 6" x 9".   3.
PAGE 2: CAST, SCENES, AND OTHER INFORMATION AS DESIRED.


PAGE 2: CAST AND INFORMATION

3.
Head the page with the play title.

The next printed line is one word: CAST.  This may be varied by directors, to such forms as "Dramatis Personae," "Company," or "Characters."


The Cast list follows. Cast members are always listed in order of appearance; check the Stage Manager on this, as directors sometimes cut or add characters or play scenes out of order.


The character names are listed in the left hand column; actor names are placed opposite their character names, in the right hand column.  Be sure to check the S.M. for the form in which actors wish their names to appear.:  Our policy is to use only a first name (or nickname, if desired) and a last name for each actor, unless she/he is called by two names regularly, as in Rose Marie Rochelle, for example.  Colleen Ann Carrigan is not called "Colleen Ann" ordinarily, and should appear in the list as "Colleen Carrigan".   An actor or crew member may also be listed by two names, or a first name and initial, to distinguish him from another of the same name in the college or community.  Occasional exceptions to this policy are allowed, for example, when an actor has by long tradition used a name or names other than the one(s) he is called by, but never for purposes of self‑importance or dignity.  The S.M. should explain this policy to the actors.


No dots or dashes should be used to link character names.  These merely clutter up the page.


Page 2 usually includes a list of scenes, with their times, places, and locations.  The intermission should appear in proper sequence, with a note as to its length, and a note that "Coffee will be served in the Lobby, courtesy of Mary Baldwin Theatre."  Check with the director and/or the S.M. for the format of scenes for this show; if there are a great number, suggest some such general information as, "The play takes place in the houses of Lady Sneerwell, Sir Peter Teazle, Charles Surface, and Joseph Surface, in London, about 1777," rather than a lengthy list of a dozen scenes.


Check script to see if a note is required—for example              “Produced by special arrangement with Samuel French, Inc.”


Include the statement “No photography is permitted during the performance.


Include the statement “Please turn off all cell phones, beepers, or other devices which may make noise during the performance.


Include a statement regarding the use of strobe lights, gun shots, or smoking as appropriate to the play.


Double and triple check the spelling of all names, both character and actor.  The script is the authority on character names, but check with the Stage Manager to be certain the Director has made no changes in names.  The college catalog or directory is the authority on faculty names; the student directory is the authority on student names and nicknames.  In doubtful cases, consult with the person named.  IT IS IMPORTANT TO CHECK THE NAMES EVEN IF YOU ARE CERTAIN YOU KNOW HOW TO SPELL THEM!  IT'S AMAZING HOW OFTEN YOU WILL FIND YOU ARE CERTAINLY WRONG.

4.
PAGE 3: CREWS


The first printed line is Production Staff or Company.

The staff/crew list follows, in approximately the following order: (Not all will be in every play) Director, Musical Director, Producer, Technical Director, Composer (if any), Choreographer (if any), Stage Manager, Assistant Stage Manager, Scene Designer, Master Carpenter, Set Realization, Scenic Artist, Set Technicians, Costume Designer, Costumer, Costume Mistress, Top Hand, Stitchers, Dressers, Properties Mistress, Assistant Properties Mistress, Properties Technicians, Lighting Designer, Master Electrician, Light Board Operator, Lighting Technician, Sound Designer, Sound Technician, Makeup Artist, Assistant Makeup Artist, Promotion, Promotion Assistants, Box Office Manager, Box Office Staff, Ushers, and  other special credits, such as separate cover design, special effects, photography, etc.


Staff/Crew names are listed in the right column, opposite their job titles in the left column.  Names may be obtained from the S.M., and should be double‑checked as above.  List crew member who worked several crews under the titles of up to two crews for which they worked;  if one person had a combined job, combine the titles "Box Office and House Manager," for example.  If there is more than one person on a crew, list names of the crew members in alphabetical order.


Orchestra members are ordinarily listed below the Cast list and before the scene list; each member's name should be followed by the name of the instrument(s) he plays.  Double‑check all names as usual.

5.  ACKNOWLEDGMENTS.


Acknowledgments appear at the bottom of Page 3, or, if there is not room for all, at the top of Page 4.  The names of persons, firms, etc., to be acknowledged may be obtained from the S.M.  Be sure and check with the set crew chief, properties mistress, and costume designer for any additional ones. Double‑check all names.  The authority for firm names is the telephone directory.  List names in alphabetical order, in one or two columns, depending upon available room.  Head the list, ACKNOWLEDGMENTS.

6.  PROGRAM NOTE.


A program note supplied by the director or some other person is the last item on the program.  If the director is not a member of the Theatre faculty, the program note should be approved by a Theatre faculty member before being taken to support services.  Program notes should be brief‑‑a paragraph or two.  They are followed by two dashes and the name of the person who wrote them ‑‑ VRF, for example ‑‑ and headed PROGRAM NOTE.

7. 
COMING EVENTS in the Mary Baldwin Theatre and other local theatres should be listed in the program wherever space is available, perhaps at the bottom of page 2, the bottom of page 3, or after acknowledgments and before the program note on page 4.  The list should include the play title, days and dates of performance, and ticket information, including cost and where tickets are obtainable. Include the next MBC theatre production and art and music events which will happen before then.

8. ALL PROGRAM COPY MUST BE APPROVED BY THE DIRECTOR AND BY A MEMBER OF THE THEATRE FACULTY.

After approval, a front and back xeroxed copy should be taken to support services by deadline on production calendar.  Check with director regarding color.  Print 500 copies.  Be sure to arrange for pick up in time to fold neatly before opening performance.

See PROMOTION SOP for information on comps and cast/crew party

PROGRAMS IN PAGEMAKER

use program template 

headline style = play name

caption style = caps like Cast List, Staff, Notes

body text = character names, job titles left aligned

subhead 1 = right aligned actor names, staff personnel names

