GUIDELINES
  Prospective Show Directors are requested to submit proposals using the enclosed format.  
  A preliminary budget is required.  Should the Board accept your Show, a final budget must be submitted prior to the September Board meeting during the year your Show is being produced. 
  Directors must clearly understand the following: 
1.      Pre-casting is not acceptable to the Board. 
2.      The Director and/or the Production Manager may not accept a lead character role in the Show Production. 
3.        Medicine Hat Musical Theatre is a volunteer, amateur organization. Therefore, in accordance with its Policy on “Payment of Services Exemptions”, no member of the cast or crew may receive payment for his or her services/participation in any Medicine Hat Musical Theatre production.  In addition, members of the cast and crew shall not be paid a rental/transportation fee for the use of personal equipment or property, unless otherwise authorized by the Board of Directors. 
4.         All individuals associated with a Medicine Hat Musical Theatre production must comply with the rules and regulations of the facility being used regarding smoking and consumption of alcohol in unlicensed areas. 
  RELATIONSHIP WITH THE BOARD 
The leadership of the Director and Production Manager is key in developing a good relationship with the Board.  It is important that the Director and the Production Manager, by example, encourage the cast and crew to foster a positive attitude towards Medicine Hat Musical Theatre and its policies. 
  DIRECTOR’S RESPONSIBILITIES 
The Director is responsible for the work being conducted on stage and jointly shares responsibility for the Direct Costs portion of the budget with the Production Manager.  The overall Show budget is the responsibility of the Board and the Board shall make the final decision on all non-budgeted items and all Indirect Costs.  Indirect Costs include: Programs, Posters, Advertising, Box Office, Public Relations, Opening and Closing Night Banquets.  Members of the Show are not permitted to promise Complimentary Show Tickets to any member of the community or make commitments on behalf of the Board without prior approval.  The Director shall ensure that a Cast Representative is appointed as soon as possible. The Cast Representative must attend all Board meetings, beginning in September of the Show Year. 
  PRODUCTION MANAGER’S RESPONSIBILITIES 
In addition to cooperating with duties of the Director, the Production Manager is responsible for booking rehearsal space and overseeing the Show Budget. Budget figures must be submitted in consultation with all Show Department Heads.  Any required changes must be reported to the Board Treasurer as soon as possible.  If required, the Production Manager must provide the Board with justification for changes to the final budget.  The Production Manager must also abide by the Board’s Policy related to “Payment for Services”.  The Production Manager shall be responsible to the Board of Directors and shall attend all regular and special meetings of the Board from September through December of the Show year. 
  COSTUME DEPARTMENT HEAD’S RESPONSIBILITIES 
When the Costume Department Head for the current Show is an individual other than the Medicine Hat Musical Theatre Costume Manager, the Show Costume Department Head shall receive access to the location at which the costumes are housed.  The Show Costume Department Head and the Costume Manager shall collaborate and determine the most convenient process to be used regarding sign out and returns of Show costumes.    
 Costumes purchased or constructed for a production shall be considered the property of Medicine Hat Musical Theatre.  The Show Costume Department Head must return costumes to the Building within two (2) weeks following the set strike of the current production.  Cast members are not permitted to keep their costumes as a keepsake.  

 A member of the Board’s Costume Liaison Committee will take photos of the costumes at dress rehearsals.  These photos will be placed in an album and used for inventory purposes. 
  AUDITIONS 
Auditions shall be held for all shows presented by Medicine Hat Musical Theatre. The Show Director shall be responsible for ensuring auditions are conducted fairly and that all individuals are treated with dignity and respect. Pre-casting shall not occur. 
Discussions regarding auditions must be held in confidence by the Show Director, Musical Director and Choreographer and by any others appointed by the Show Director to assist in judging the auditions. 
At least one Medicine Hat Musical Theatre Director must be present at all auditions and call-backs. 
  Advertisements 

Audition Advertisements shall clearly indicate the following: 
1. Whether the auditions are Open or Closed to other Participants and Observers. 
2. The preparation required for the audition (i.e. cold read, prepared dance or vocal piece). 
3. Age requirements. 
4. The number of parts available. 
5. Date, Time and Location of the Auditions 

6. Dates of performances. 

  PREPARING A PROPOSAL 
The deadline for submitting Show Proposals for the current year will be indicated in the public advertisements.  Prospective show directors will be invited to discuss their proposals with the Board at the first available meeting.  The final decision will be made shortly thereafter. The Board reserves the right to solicit proposals for more than one year and Show Proposals will be accepted by the Board at any time. 
Proposals must include the following information: 
1.      Name of the Show and the licensing authority (Samuel French, Tams-Witmark, Musical Theatre International, Rodgers & Hammerstein, etc.) 
2.      Synopsis of the Show, including language content. 
3.      Name and contact information of the Director. 
4.      Name and contact information of the Production Manager. 
5.      Names of all Department Heads. 
6.      Draft Budget. 
7.      Intended changes to the script/score. 
8.      Number of cast members. 
9.      Age range of cast. 
10.  Any additional information, which would assist the Board in making a positive decision regarding your proposal. 

    

  Proposal Presented to Board of Directors 
Medicine Hat Musical Theatre
_________________________________________(Name of Show) 
Rights Held by: _____________________________ 
Music by: ________________________ 
Lyrics by: _______________________ 

	Director:
	Production Manager:

	Address:
	Address:

	Phone:
	Phone:

	Email:
	Email:

	
	

	Musical Director:
	Stage Manager:

	Choreographer:
	Costume Dept. Head:

	Hair Dept. Head:
	Make-Up Dept. Head:

	Set Construction/Design:
	Properties Dept. Head:


Please fill in the spaces below with the following information:

Synopsis 
Songs 
Intended Script/Score Changes 

Estimated No. of Principle Roles: __________

Estimated No. in the Chorus: ______________ 
  
Estimated No. of Dancers: _______________


Estimated No. of Total Cast: ______________ 
  
Age Range of Cast: ____________________ 
  

Medicine Hat Musical Theatre 
Show Budget _____________________________(Name of Show)

	Director and Production Manager are only responsible for the DIRECT COSTS SECTION and must submit a final budget at the September Board Meeting.
	Your Proposed Show Budget
	SAMPLE BUDGET USED IN PREVIOUS YEARS

	REVENUE
	
	

	Ticket Sales
	
	

	GST Collected
	
	

	TOTAL REVENUE
	
	

	
	
	

	EXPENSES – DIRECT COSTS
	
	

	Administration Expense
	
	300.00

	Cartage
	
	150.00

	Choreography
	
	1,000.00

	Costumes
	
	5,000.00

	Hair
	
	500.00

	Make-Up
	
	300.00

	Lighting/Sound (in addition to Esplanade equipment)
	
	0

	Miscellaneous Expense
	
	100.00

	Music & Instrument Rentals
	
	1,000.00

	Petty Cash
	
	500.00

	Properties
	
	1,500.00

	Set Construction/Design/Special Effects
	
	5,000.00

	TOTAL DIRECT COSTS
	
	15,350.00

	
	
	

	EXPENSES – INDIRECT 
	
	

	Advertising/Print Media
	
	

	Advertising/TV-Radio
	
	

	Audition Expense
	
	 

	Banquet Expense
	
	

	Courier Expense
	
	

	Credit Card Discount Exp.
	
	

	Dark Night Expense
	
	

	Dinner Theatre Expense
	
	

	Esplanade Advertising
	
	

	Esplanade Box Office Set Up
	
	

	Esplanade Orchestra Pit Expense
	
	

	Esplanade Rehearsal Rental Fees
	
	

	Esplanade Seat Levy
	
	

	Esplanade Technical Supplies
	
	

	Esplanade Technical Support
	
	

	Esplanade Theatre Rental
	
	

	Esplanade Ticket Printing Expense
	
	

	Floral Presentations/Tributes
	
	

	Front of the House
	
	

	Green Room Expense
	
	

	Intermission Expense
	
	

	Perusal Materials
	
	

	Pre-Show Cast Party
	
	

	Program Expense
	
	

	Promotions Expense
	
	

	Royalties, Scripts, Scores
	
	

	TOTAL EXPENSES
	
	

	GST PAID
	
	

	TOTAL ALL SHOW EXPENSES
	
	

	
	
	


Please feel free to attach additional information. 
  
Proposals may be mailed to: 
  
The Board of Directors 
Medicine Hat Musical Theatre 
#247, 97 Carry Drive S. E. 
Medicine Hat, AB 
T1B 3M6 
or dropped off/emailed to: 
Sharon Regehr 
231 Ross Glen Road S. E. 
Medicine Hat, AB 
T1B 3C5 
Email: sharonr@telusplanet.net 
  
Business No. 81542 2340 RT0001 
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