Application for Second Stage Sponsorship

Please return to the Second Stage Box in the Theatre Department Office 

or give to your friendly, neighborhood Second Stage staff member no later than 11:59pm on December 11.  If you wish, you may email your application to any staff member.  Staff contact information is available at 2ndstage.org.

NAME:


_________________________________________________

CLASS YEAR:

_________________________________________________

PHONE NUMBER:

_________________________________________________


WESLEYAN ADDRESS:
_________________________________________________

BOX NUMBER:

_________________________________________________

NAME OF SHOW:

_________________________________________________

AUTHOR:


_________________________________________________

CAST SIZE:


_________________________________________________

SCHEDULING:


LOCATION (Please list your top three choices)


DATES OF PRODUCTION (Please list all weekends that are plausible, in order of 


preference): 

notes: __________________________________________________________

_______________________________________________________________

SCHEDULING, Cont’d:

What is the approximate running time of the performance?


Are there any exceptional reasons why you need a certain date or location?


Is getting your preferred location more important than the preferred date, or is the 


date more important than the location?

Briefly describe the production you are planning. Include a short summary of the plot, your concept of the set, lights, costumes, sound, makeup, and special effects.  You may attach additional sheets if necessary.  This is more about the technical needs of the production and its use of whatever space(s) you are applying for than your artistic concept (though we’re always curious).

Would you consider sharing a weekend with another production? If so, what kind? (i.e.: another one act play, another dance concert, etc.)

What can you use that Second Stage might conceivably own?  What will you likely need to buy? (This is the place to tell us if your show will need wireless microphones, a dance floor, a grand piano or other such expensive and/or difficult to obtain items)

APPROXIMATE BUDGET PROPOSAL:


Please give us an idea of your budget.  Don't just guess - call and price royalties and other costs.  Feel free to call or e-mail staff members with questions about the budget.  Be as exact as possible.

YOU MAY NOT SPEND ANY MONEY UNTIL THE SPECIFIC PURCHASE HAS BEEN APPROVED



If you need to spend before your 4-week meeting, please call a staff member and ask.

ROYALTIES AND SCRIPTS:


SET:


PROPERTIES:


COSTUMES:  (If you are borrowing costumes from the CFA costume shop, you must include dry cleaning costs in your budget.)


LIGHTING:


MAKEUP AND HAIR:  (Only include special needs such as wigs or clown makeup)


PRINTING:  (Scripts, scores, programs, posters, etc.)


OTHER: (Please describe)


TOTAL ESTIMATED BUDGET: _________________

RIGHTS:


Please list as much information as you have about the rights for your show and how to get them (at least the name of the company; e.g. Samuel French, Dramatists, Inc., &c.)


_______________________________________________


_______________________________________________

PLEASE NOTE:

· Getting your show scheduled does not mean that your budget has been approved!

· Applicants will be notified of scheduling before vacation.  If you are leaving early, please include a number and address where we can reach you:



________________________



________________________

REQUIRED STAFF/ CREW:  


Below is a list of crew positions that are almost always needed for the successful production of a show.  Please tell us who has filled each of these positions in your staff.  Signatures are required for the crucial positions of: Director, Stage Manager, Lighting Designer, Set Designer, Costume Designer, and Musical Director (where applicable).  If you are unable to find someone to fill a specific position, please note how you plan to deal with this, as you will be expected to have a full crew by the beginning of next semester.  APPLICATIONS SUBMITTED WITHOUT A STAGE MANAGER WILL NOT BE CONSIDERED*.

Unless otherwise noted, ALL of the following should be at all Monday production meetings. 

DIRECTOR/COORDINATOR:



signature:
______________________


The director picks the script, picks the design team, holds auditions, runs rehearsals and consults with designers on creative visions.
THEATER EXPERIENCE:

STAGE MANAGER:





signature:
______________________


The stage manager keeps track of the actors, keeps notes during rehearsals, runs tech week, calls cues during and organizes & generally coordinates all technical aspects of the play including the designers.
THEATER EXPERIENCE:

LIGHTING DESIGNER:




signature:
______________________


The lighting designer creates a visual “look” for the show in response to the text using lights. Should be in close contact with the Lights & Rigging Liaison.
THEATER EXPERIENCE:

SET DESIGNER:





signature:
______________________


The set designer creates an environment in and around which the production takes place. Should be in close contact with the Buildings & Maintenance Liaison. 
THEATER EXPERIENCE:

COSTUME DESIGNER:




signature:
______________________


The costume designer designs/creates and/or chooses the apparel for the performers. 
THEATER EXPERIENCE:

PROPS DESIGNER:





signature:
_____________________


The props designer creates or chooses any objects that are held, used, or appear in the performance (that are too small to be considered ‘set’) 
THEATER EXPERIENCE:






SOUND DESIGNER (Required position for musicals!): signature:
______________________

The sound designer is in charge of recording and/or playback of sound, and the coordination and amplification of live sound (microphones). Should talk to the staff Sound person. 
THEATER EXPERIENCE:

MUSICAL DIRECTOR:




signature:
______________________

The musical director is in charge of directing and rehearsing the orchestra of and all singing components of a musical.
THEATER EXPERIENCE:

MAKEUP/HAIR DESIGNER:


The makeup/hair designer chooses and creates the look of all hair and makeup.
ASSISTANT STAGE MANAGER(S):


The ASM assists the stage manager in all duties, and often functions as head of stage crew.
MASTER ELECTRICIAN**:


The ME assists the Lighting Designer in the physical arrangement (“hanging”) of lights.
MASTER CARPENTER**:


The MC assists the Set Designer in the production/building of the set.
LIGHT BOARD OPERATOR**:


The LBO runs the light board during the performance. Trained by Lights & Rigging. 
SOUND BOARD OPERATOR**:


The SBO runs the sound board during the performances. Trained by appropriate staffer. 
PUBLICITY**:


Publicity creates posters, Facebook invites, and other promotional materials.

OTHER: ______________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________


(Please include crew position as well as the name of the person) 



* Alternate configurations of crew positions are sometimes desirable, necessary, or more effective (eg. two director/actors co-developing an original show) – if something like this seems suited for your show, please attach a brief description of the positions and people involved (and their respective experience) and a justification of your choice of system.  

** does not (necessarily) need to be at production meetings

ADDENDA:
The Second Stage Production Handbook “How the Hell to Put on a Second Stage Show” is available online at:

http://www.2ndstage.org
There is a lot of useful information in there and we strongly suggest you read it BEFORE you apply to put on a show.

In the event of any changes to the script, crew, or design concept, please let Second Stage know immediately.  Failure to notify us of substantial changes to the show could jeopardize your sponsorship.

Please read (but do not sign) the attached contract; those are the rules which you will be expected to follow as conditions of Second Stage sponsorship.

A staff member will contact you before the end of the semester to let you know the status of your application.  Thanks for applying, good luck getting everything together, and thanks for putting on student theatre… you’re awesome!

(SAMPLE) SPONSORSHIP CONTRACT

I, the undersigned, agree to the following conditions of sponsorship:


1.  To not change scripts, technical requirements, dates or location without the 
approval of Second Stage staff.


2. To staff my own show and to not make changes in the production staff without the approval of Second Stage staff.


3.  To work around space, money, and equipment limitations which may occur.


4.  To hold open auditions for all roles.


5.  To attend all Second Stage production meetings.


6.  To have the entire cast and crew at the strike of my show.


7.  To have the director, designers, and stage manager at the strike of the previous show.


8.  To have scenic designs available four weeks prior to opening night.


9.  To have the light plot available two weeks prior to opening night.


10.  To provide ample time and help for any projects that require staff assistance (e.g. hanging masking, setting up risers, etc.)


11.  To stay within budget and to follow WSA and Second Stage restrictions on use 
of Second Stage funds.  I also understand that Second Stage has the authority to charge my student account for any overspending this show might incur.


12. To read and follow all Second Stage regulations as outlined in the handouts that I and my staff will receive at the Directors/Stage Managers, Four, Two, and 
One Week meetings.

I have read and agreed to these conditions of sponsorship.  As the Director/Coordinator of this production I  assume full responsibility for this production's compliance with these rules.  I understand that I am ultimately responsible for anything and everything that occurs under the auspices of my show.  I understand that Second Stage may cancel or down size my production if any of these terms are not met.
