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Introduction 
 

Welcome to the wonderful world of live theater.  As fate would have 
it, the powers-that-be on Broadway and in Hollywood are so elite, 
that the chances of a brand-new musical written by a non-
established writer, no matter how good, will never see the light of 
day on stage.  Therefore, it is up to us to take matters into our own 
hands and produce our own shows. 
 
Unfortunately, most people don't have an original show to produce.  
If you are among them, now you do!  The show may not be yours 
by copyright standards, but you are welcome to produce this show 
and make money in the process.  I thought a good motivation would 
be to allow ambitious and creative people to be able to their recoup 
investment, and then some. 
 
In today's economy, we must find creative ways to make money.  
Instead of hording this venture to myself, I also thought it a good 
idea to share it while I can.  So, if you want to direct, go for it!  If you 
want to play original music, go for it!  If you want to sing and dance 
in front of an audience, go for it!  There is room for a myriad of 
talented people in different areas to pool their skills and produce a 
great show and be well compensated. 
 
For the record, I was once a part of the rat-race in corporate 
America.  After several years, I just had to get out.  At the time, I 
had no other options but to stay miserable trying to earn that bi-
weekly paycheck.  That's when I started exploring my creative side.  
I got pretty good at writing songs.  But I discovered, no matter how 
good I got, no one was going to do me any favors.  So, I had to 
create my own opportunities. 
 
As it turns out, the best way to create opportunities for myself, is to 
also create opportunities for others.  Here's your opportunity.  Don't 
blow it by being self-fish, stingy, greedy, and unreasonable.  Allow 
others to benefit right alongside you and you will soon be going 
places.  This idea guide will help point you in the right direction.  But 
don't take it as gospel.  Only use it as a guide.  In other words, build 
on the ideas and let your creativity flow. 
 
May the source be with you.
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Pool Your Resources 
 

One good way to come up with your initial investment to acquire the 
materials for the Act I Kit (or for both acts if you want to get down to 
the nitty-gritty) is to partner with one or more like-minded people.  In 
an ideal situation, explain the musical endeavor to four friends.  The 
best way to do this is to show them the Gospera Productions 
Partnership Program presentation video.  Once everyone is up to 
speed, split the cost of the Act I kit, Act II kit, or the entire production 
kit.  Then set your collective goals. 
 
This strategy can work with as many partners as you think you can 
handle.  However, in most cases it will work with just you as the sole 
investor.  In this case, you will need to begin organizing by selecting 
talented individuals to be in-charge of certain areas.  For instance, 
someone to organize auditions for actors/singers (preferably) within 
your community.  Auditions will be an event by itself.  Study the cast 
list to see how many actors your show will need.  Finally, the 
minimum cast that can do your show. 

 

Who Gets Paid? 
 

In an ideal case, your cast and crew will consist of volunteers.  This 
is easily done if you are a non-profit organization.  However, in the 
event you are not a non-profit, your cast and crew may want to be 
financially compensated.  If you don't have a big money bag up 
front, start scheduling performance dates.  Hence, you can start 
selling tickets in-advance.  Start rehearsals for a few weeks to see 
how things go.  In other words, who among your cast is serious and 
who is not.  Of course, as we all know, a paycheck would motivate 
mostly everyone's attention span. 
 
Once you set performance dates, the cast will know you are 
serious.  After a few weeks of rehearsals, distribute a certain 
number of tickets to the cast and crew.  You should decide if they 
can keep all the revenue from the tickets they sell as their financial 
compensation or split the revenue with you, 50/50.  Please note, 
these do not represent all the tickets you will sell for your event.   
 
This is merely a simple way to begin financially compensating your 
cast and crew in the event you have no other means. 
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Street Performing 
 

Speaking of rehearsals, why not fine-tune your performance before 
“live” audiences?  This is easily achieved by looking into your city 
requirements to get street performance permits.  If necessary, this 
is a case where cast members can be responsible for getting their 
own permits.  Search the local government website of your area. 
Typically, they have information on the cost and limitations of a 
street performer permit.  They will also list contact information. 
 
Make sure there are no restrictions on your type of performance. At 
least none within reason.  However, if you are applying as a 
musician, this could mean you have to audition.  Some cities have 
made auditions mandatory so be prepared to demonstrate your 
skill, if required.  Make sure any minors (under 18) are properly 
regulated.  They are required to obtain a child performer permit.  In 
most cities, there are special conditions associated with child 
performer permits.  Authorities may require you to start a trust 
account and the student to maintain good grades. 
 
After the cast receives their street performer permits, always keep 
them visible.  Comply with all city regulations.  This way, you can 
continue to perform, day after day. Make sure your performance 
does not block traffic or pedestrian walkways. 
 
Street performing is another source of revenue for your cast.  This 
way, you can kill at least four birds with one stone: 
 

1) The cast can fine-tune their performance.  
2) The cast can solicit revenue from onlookers.  
3) You can promote your scheduled performances; and 
4) start building a mailing list (if applicable) 
 

However, make sure the street performance is not the actual live- 
stage performance.  For example, the street performance can 
consist of a little narration of a particular scene followed by a semi-
enactment of the scene while singing the song of said scene.  You 
don't have to do a major performance of each scene.  To say the 
least, the cast will get real comfortable performing before a bunch 
of strangers.  In addition, you will get real feedback from the 
audience.  They will show you how much they like the story, the 
songs, and the project.  Some may even want to get involved.  You 
may even discover new talent this way.  Invite onlookers to join the 
cast and/or crew. 
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Showcase 
 

Showcasing an act of an artist in the music business helps the 
manager book larger venues, build media exposure, expand the 
artist's fan base, and jump-start merchandise sales.  However, this 
is also a tool that you can use for the same/similar purpose.  What 
exactly is a showcase?  A showcase to suit our purpose will consist 
of your cast performing indoors to a select audience.  This audience 
is typically a small one that consists of influential people. 
 
For example, let's say your community is the Lutheran church.  
Hence, your target audience will be (but not limited to) all the 
Lutheran churches in your community or district.  In this sense, the 
showcase is a way to introduce the performance to the people who 
run these churches.  It will consist of maybe a 30-minute 
performance of four to six songs.  You can set the showcase up 
anyway you think appropriate.  For instance, narrate before each 
song to put each scene in its proper perspective. 
 
You will need to contact the pastor or the administrative assistant 
to the pastor to schedule and set up each showcase.  The 
showcase will be for the heads of the church, not their 
congregations.  Your goal will be to get them behind the show.  They 
will be an enormous help when it comes to promoting your 
performance dates and getting their members excited. 
 
The first thing that will help your showcase is to set a theme.  In 
other words, what do you want your show to achieve?  True.  I 
encourage you to make money.  But don't let this be your theme.  It 
should be something noble, like raising money for scholar ships; 
paying school tuitions; helping the homeless; or maybe even 
hardship grants for struggling Lutherans.  It will also be a good idea 
to find out the types of community service each Lutheran church 
provides and use one or several of them as your theme.  Finally, 
set a certain percentage of the revenues you generate to go 
towards your theme. 
 
The second thing that will help your showcase is to organize the 
flow of the songs.  In other words, don't schedule back-to-back 
solos.  Instead, do a solo followed by a group performance.  Don't 
schedule back-to-back ballads.  Do a ballad followed by an upbeat 
selection, followed by a moderate beat, etc.  Hence, mix it up!  It is 
not uncommon for a showcase to take on a life of its own.  In other 
words, expect to be invited to do other showcases. 
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Auditions 
 

In many cases, it's better to have a good idea of what you want to 
do and how you want to do it before you put together a cast.  And 
knowing what you want to do upfront will make you appear 
confident to everyone who wants to join your cast and crew. 
 
The first thing you want to do is secure a place to hold auditions.  
Technically, this can be any place you can set up a table and a few 
chairs with room enough for someone to stand in front of you and 
show their stuff.  Auditions will last until your cast is complete.  You 
might even consider auditioning for the specific scenes you want to 
begin performing first. 
 
When a person auditions, you're looking for confidence. 
 

• Are they comfortable singing in front of strangers? 

• Do they have potential? 

• Do their schedules conflict with rehearsals or performances? 

• Can they learn the material? 

• Will they be ready to perform on the scheduled dates? 
 

You really don't want a person who must work a full-time job.  You 
really don't want a person who must take care of a large family.  If 
you can work it out, do so. 
 
It might also be a good idea to find out how active they are on social 
media.  Those who are very active will be able to promote your 
project (on social media), once they become a part of it.  So, if you 
are torn between two people for the same part, pick the one with 
the biggest presence on social media.  Hence, have everyone fill 
out a form before they audition.  Among other things, the form will 
have them list the social media they take part in.  Look at their profile 
pages.  Especially, the number of followers they have. 
 
Don't be afraid to do callbacks.  In a callback, you will want to step 
things up a little.  For instance, instead of singing, have them read 
a few lines of the script with another person or have them sing along 
with another singer.  You want to see how well they play with others. 
 
There are a lot of group songs and background vocals.  Hence, 
another good reason for callbacks is to start pairing together voices.  
You want some high voices, middle-range voices, and a few deep 
voices.  Reserve a space on the audition form for Official Use Only 
where you can take notes. 
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Audition Flyers 
 

You can promote your auditions with flyers, posters, social media, 
and a little direct mail (not mass-mailings).  It is up to you if you want 
to do a cattle call and have hordes of people show up at once or 
schedule appointments.  It's ok not to audition for the entire cast all 
at once.  Pick the scenes you want to begin working on first, and 
audition for the characters of those scenes. 
 
In A New Testament Gospera (A Sister Act Story), the role of the 
Messiah is demanding.  It requires a person who can sing and 
Rapp.  It might be a good idea to have more than one person play 
the role; one who can singer and one who can Rapp.  But if you're 
fortunate enough to find one person who can do both, go for it! 
 
Make sure your flyer specifies if you are asking for volunteers to do 
a brand-new production, or if they will receive a salary, or if they will 
work for compensation (i.e., street performances, sell advance 
tickets and keep the proceeds, etc.).  Then again, some of this can 
be explained at the actual audition, as well. 
 

Audition Requirements 
 

Before you start auditions, you want to create a form for auditioners 
to fill out.  It doesn't have to be at all complicated.  Include a first 
section for the private information: first name, last name, address, 
phone number(s); a landline if possible and a cell phone number for 
texting.  Include a second section for playbill information; basically, 
what they would normally include on a resume.  This could entail 
any professional acting experience, singing experience, current 
employment, education (past and/or current).  A section for social 
media address(es); you'll want to visit their profile pages just to see 
how popular they are. 
 
Do you want to go as far as to ask for a headshot and/or resume?  
On this level, you should simply include a space on the form for a 
wallet-sized headshot.  Be sure to include language that says to 
bring a photo sized head shot to the audition that you can keep for 
your records.  The form itself can serve the purpose or substitute 
for a resume.  However, some people will automatically bring their 
resume if this is not their first rodeo. 
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Before you reached this point, you became very familiar with the 
characters in the show.  Hence, you should have an idea of how 
you want the cast to look.  Do you want the main cast of the 
Messiah, his disciples, Mary and Martha to be around the same 
age?  What age range might that be?  Get a good idea.  Place 
audition flyers on college campuses, and perhaps, high schools. 
 
Do you plan to use the instrumental tracks or train live musicians?  
You can set performance dates in the not-too-distant future if you 
use the music tracks.  Live musicians will take longer to train and 
will require more rehearsals.  But either one is entirely up to you.  
Feel free to do whatever works for you. 
 

Doing Business As? 
 

If you are the representative of any type of organization (i.e., church 
franchise, park district, school district, etc.), you can use the name 
of that organization.  However, if you do not represent an 
organization of any kind, you'll have to create your own.  The reason 
being you will be making money from which there is a very good 
chance you will have to pay federal income tax. 
 
The only aspect of this that I will advise you one is your Doing 
Business As (DBA) name.  The easiest approach is to simply use 
your own name as your company name.  For example, John Doe 
Productions.  Be sure to check with your local city government.  By 
using your own name as your company name, you will not have to 
register it with the DBA-Assumed Name division. 
 
Should you decide to use something other than your own name, 
you will have to register it with the DBA-Assumed Name division of 
your local city government.  In doing so, expect to have to pay a 
fee.  This can be as much as $60.00 depending on the city you live 
in.  Surprisingly, some cities don't require a fee.  Hopefully, you 
lucked out by residing in one of these cities. 
 
Incorporating and/or forming an LLC are areas you might want to 
investigate at some point down the road.  As the process for such 
status takes a lot of time, we will forego them for now. 
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Sample Flyer (Auditions) 
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Sample Audition Form 
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Playbill 
 

A playbill advertises a live-stage musical/play and displays the cast 
in full-bio.  Traditionally, they are handed out to the audience upon 
entering the auditorium.  Start creating a playbill for your own 
production for the simple reason it can be used to solicit money from 
local businesses, etc.  Once your playbill contains your cast, leave 
room for advertising and sponsors. 
 
Ad space can consist of a full-page or different sized blocks of a 
page in your playbill (i.e., 1/8th, 1/4th, 1/2, and a full-page).  The 
different size blocks will have different prices.  Ad space is based 
on the size of your projected audience.  Advanced ticket sales are 
a good way to start that projection.  If by this time your cast has 
been selling tickets to family and friends, make sure you record their 
progress.  Keep track of all ticket sales and revenue generated. 
 
If you represent an organization (i.e., park district, school district, 
church franchise, private corporation), its size and reach will be an 
instant plus in reinforcing your asking price for ad space.  If you do 
not represent an organization, try to partner with one or at least get 
their support.  You will be able to do the same with each advertiser 
that purchases ad space in your playbill. 
 
In addition to selling ad space to non- and for- profit organizations, 
you can also save a page or two for individual sponsors.  You can 
approach individuals with an offer to donate (i.e., a nice even figure 
that's more than the admission price) and in return be listed in the 
individual sponsors section of your playbill.  Either limit the donation 
to one amount or have various sections in your playbill for different 
amounts (i.e., $15, $20, $25... $50... $100).   
 
Additionally, have a specific number of sponsor places available 
(i.e., thirty individual sponsors) for each donation amount.  This 
way, you can tell the individual sponsors the space available for 
each amount.  For example, "I have two spaces left for the $15.00 
donation, five spaces left for the $50.00 donation, and seven 
spaces left for the $100 donation."  This will motivate the individual 
sponsor(s) to hurry up and grab an available space.  It may also be 
a good idea to promote this during your street performances. 
 
In all the advertisements and promotions of your show, include 
"Gospera Productions" or "ADeeDowningWorks" with the name of 
your organization. 



 

10 

Sample Playbill 1 
(Front Cover) 
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Sample Playbill 2 
(Song List) 
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Sample Playbill 3 
(Biographies) 
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Sample Playbill 4 
(Cast Page - Instead of Biographies) 
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Sample Playbill 5 
(Individual Sponsors) 
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Sample Playbill 6 
(Ad Page) 
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Sample Playbill 7 
(Back Cover) 
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Performance 
 

There is more than one format you can use to produce your show.  
The first format is the easiest.  It consists of playing the studio 
quality soundtrack demos over a PA system in-sync with the cast's 
performance.  We will simply call this arrangement, the Poor Man's 
approach.  Incidentally, this is also the quickest way to reach a 
performance date.  With this approach, the cast need only be 
familiar with the story as they perform to recorded music. 
 
In addition, if you have access to recording equipment, you can 
record your own demos.  Hence, record the voices of your cast over 
the instrumental versions and then use them in this poor man's 
approach.  These days, audio recording equipment is compact and 
very easy to transport.  A simple four-track digital recorder will.  
However, eight-track digital recorders have very reasonable prices. 
 
The second format consists of a narrator describing in detail what 
is happening in each scene followed by the musical performance of 
the song for said scene.  This will be more like an in-concert format.  
We will call this format the In-Concert approach.  The singers will 
be in-costume as they sing in-place at microphones. 
 
Coincidentally, most of the work for the narration of each scene has 
already been done.  Use the overview sheets of acts one and two.  
You are free to build on the descriptions. 
 
The third format is a variation of the previous (In-Concert) format.  
It requires a narrator to introduce each scene during which the 
actor-singers enact each scene while they sing the appropriate 
score.  We will call this format the In-Concert Plus approach. 
 
The fourth format quite simply entails following the script from 
beginning to end.  This format is the live-theater format used in the 
vast majority of Broadway and Off-Broadway productions.  So, we 
will simply refer to it as the Live-Theater approach.  If you think you 
can handle it, then, go for it!  Put on a full-length production that will 
captivate your audience. 
 
Of course, you might be inclined to adjust the price of admission 
according to the format you decide to use.  Or you can use the 
different formats on different occasions.  For instance, use the first 
format when you do showcases and/or street performances. 
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Rehearsals 
 

To put on the best performance that you possibly can, the cast must 
practice lines and lyrics.  Make sure you see progress in every 
rehearsal.  The cast must reach a point where they no longer need 
the lyric sheets or script.  The most challenging thing for a singer is 
learning what to do while they're singing.  It's one thing to stand in 
one spot when singing.  It's quite another to have to move around 
the stage while singing. 
 
If you do not excel in choreography, find someone that can go over 
the script and choreograph each scene.  The movements do not 
necessarily have to be dancing, as much as, just acting out the 
scene.  Each singer must determine how they want to affect the 
person they are singing to.  And sometimes that person may just be 
the audience.  The singer's objective is subject to change the better 
they learn the part.  Blocking is the art of learning where you are 
and where you must go during the scene. 
 
If you are among those who are only presenting act one, then you 
will have to improvise your ending.  As you well know, the story 
ends at the end of act two.  That said, you will have to make up your 
own act one ending.  This is not at all complicated.  For instance, 
you can have Sister Mary suddenly wake up from a dream.  Now, 
at what point did she start dreaming?  Does she wake up in her 
room at the parish?  Maybe everything was real up until the gun 
shot.  The bullet was somehow intercepted (i.e., hit the cross she 
wore around her neck; hit the Bible in her inside breast pocket, etc.) 
and knocked her unconscious. 
 
Perhaps, you will prefer to just leave everything as is and invite your 
patrons to come see act two on a later date.  Bottom line, you are 
free to orchestrate the end of act one as you see fit.  But there is a 
snag.  You may not have the materials for act two.  Unless you 
invest in the musical in its entirety, you're limited to act one.  The 
option to order act two separately is currently still in the works.  So, 
be sure to promote your production as "Act One" and its duration is 
about one hour. 
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Sample Performance Flyer (In-Concert) 
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Presentation Template 1 
(Act 1a) 
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Presentation Template 2 
(Act 1b) 
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Presentation Template 3 
(Act 2a) 
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Presentation Template 4 
(Act 2b) 
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Performance Dates 
 

If you represent an already established organization (i.e., park 
district, school district, church franchise), you can use that already 
established network to secure a location to rehearse and perform 
in within said organization.  For instance, a park district already has 
strategic locations in which a performance of this magnitude can be 
held.  And even more, the performance can move around from one 
location to another within the park district. 
 
However, if you do not represent an established organization, you 
can explore forming a partnership with one (or more).  Ideally, start 
inside your own community.  There should be a park (i.e., park 
district), school (i.e., school district), community center, or 
recreational center near you.  Find out who's in-charge and form a 
relationship with them.  Just introducing yourself and telling them 
about your project should be enough to excite them.  Believe it or 
not, the previously mentioned establishments are looking for new 
and positive events to energize their communities. 
 
Make sure you set performance dates you can realistically meet.  A 
good way to determine this is to dissect the script, scene by scene.  
Identify all the characters and the scenes they appear in.  Then 
schedule rehearsals based on the scenes that contain the same 
characters.  The early rehearsals will focus on fine-tuning the 
songs.  The later rehears will focus on what the characters do while 
they're singing the songs.  And before you know it, your cast will be 
ready to perform. 
 
In the case of an emergency, the main characters should have 
understudies.  In other words, each cast member should be able to 
play more than one character.  If a main cast member cannot show 
up for a performance, there should be someone who can instantly 
step in and do the part.  As they say on Broadway, "The show must 
go on!"  The show should not be dependent on one person.  Be 
sure to have more than one cast member who can play the lead 
role(s).  This approach will keep everyone in line.  
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Development 
 

To help in your endeavor, you should first understand how the 
professional level works.  In doing so, you can borrow bits and 
pieces of what the professionals do that works for you. 
 
In the professional world, the development stage begins when the 
decision is made to do the production.  Typically, this happens when 
a producer acquires a script that he/she wants to put on stage.  
Hence, the producer is the person who oversees the entire project 
and brings all the resources together. 
 
The development stage consists of three sub-categories: 
 

1) the script 
2) the budget 
3) the financing 
 

If you’re serious and want to become a real-life producer (for any 
project), you can fine-tune and master the three areas that comprise 
the development stage.  This is all any producer does.  Until these 
three happen, subsequent stages will never happen.  These three 
sub-categories are typically intimidating until the mysteries of how 
to accomplish them are revealed.  Not knowing you need these 
skills is the primary reason most new productions fail.   
 

The Script 
 

The script is the backbone to every theatrical project.  For future 
projects, you must acquire the best script possible.  As a producer, 
there are three ways to acquire a script: 
 

1) write the script yourself 
2) hire a writer to write your script (writer-for-hire) 
3) purchase (or lease) the script 

 

In the feature filmmaking business, there are 90-page scripts and 
120-page scripts.  One page of properly formatted script represents 
1-minute of screen time.  Hence, a 90-page script translates into a 
1½-hour (90-minute) movie.  Likewise, a 120-page script translates 
into a 2-hour (120-minute) movie.  Your first feature film will be a 
90-minute movie.  Preferably shot in one location (but not more than 
two or three proximity locations). 
 
For the stage, a one act play is between 30 to 60 pages.  Of course, 
a two-act script is between 90 and 120 pages. 
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Script Flow Chart 
 

 
 

The Budget 
 

Many first-time producers get confused when it comes to budgeting 
and financing their project.  How much money will it take?  When 
you have no idea how much your project will cost, you have no idea 
how to budget.  It’s like a catch-22.  But once you understand how 
to determine how much it will cost, the budgeting is a cinch. 
 
In order to fully understand how to budget a project, you must first 
understand the roles various people play.  In addition, you must also 
understand all the people you must compensate and every item in 
your budget report. 
 

Independent Producer 
Essentially, is self-employed and has the know-how to script, budget, 
and finance his/her own projects. 
 

Hired Producer 
An independent producer who is hired to budget and finance someone 
else’s already scripted project for 10% of all monies he/she raises. 
 

Executive Producer 
In large projects, Executive Producers are typically involved with 
financing, project development, and distribution or selling the show 
(finding venues) during its development or upon its completion. 
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Associate Producer 
Sometimes the person who introduces the executive producer to 
money sources (i.e., investors).  They can often be motivated to do so 
by giving the “Associate Producer” credit on the project. 
 

The title/credit “Associate Producer” can be offered to motivate anyone 
who has a special/unique contribution to make your project happen.  
For example, this could be a songwriter who has a song you want to 
use or a writer whose work you want to turn into a screenplay. 
 

Co-Producer 
This is any individual or organization who provides 20% of the budget 
you’re trying to raise. 
 

Director 
The person who directs (guides, instructs, manages) the cast of the 
production, during the production. 
 

Actors 
The people who portray the fictional characters of your production. 
 

Above The Line 
The expenditures (i.e., development stage costs) of a budget consists 
of the compensation for all the creative people.  Assuming they are 
separate individuals, the creative people include: 
 

- script writer 

- producer(s) 

- director 

- actors 
 

Below The Line 
The money spent during the production stage of your project.  Hence, 
the compensation for everyone and everything else.  Depending on the 
size and type of your project, the bottom line may consist of the 
production designer, production manager, production coordinator, 
assistant director, script supervisor, art director, film editor, technical 
director, makeup artists, wardrobe, hair stylists, caterers, camera, film, 
lights, grips, etc.  Hence, the production crew that handles the various 
aspects of physically bringing your production to life. 
 

Production Company 
Every step of physically creating a stage play or film is carefully 
designed and planned in a pre-production stage.  In Hollywood, a 
production company is created after a production office is established. 
 

The director uses the script to create a production board.  This is a tool 
that organizes the scenes by actors and locations.  This will help the 
director plan/rehearse different scenes that contain the same actors, 
in the same locations, in the same day. 
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Production Company Flow Charts 
 

The production crew of a typical Hollywood blockbuster feature film: 

 

  
 

The production crew of a typical lower budget feature film: 
 

 
 

A lower budget feature film project will change shape throughout the 
various stages of production.  And as you can, the producer is present 
every step of the way.  Hence, the is to understand each of the bubbles 
that stem from the producer during each stage of production.  The 
answer print is the final version of your film that will be distributed. 
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Cinematographer 
When shooting a film, this is the person charged with the responsibility 
of how the visual elements are framed.  However, he/she is commonly 
known and credited as the Director of Photography (DP). 
 

Line Producer 
A key manager during the daily operations of a film or stage project.  
Line producers are responsible for human resources and handling any 
problems that arise during the production.  He/she is the liaison (or 
lifeline) between the producer and the production manager. 

 

Production Manager 
Ideally, the production manager supervises the physical aspects of the 
production (i.e., personnel, technology, budget, and scheduling), 
makes sure rehearsals, development stays on schedule and within its 
budget, and helps manage the day-to-day operating costs (e.g., 
salaries, production costs, and everyday equipment rental costs). 
 

Large Hollywood productions will have an assistant production 
manager that aids.  In addition, large productions have a unit manager 
that performs the same role as the PM for secondary unit shooting. 
 

Production Designer 
The person responsible for the physical overall look of the project; they 
design the set. 
 

Art Director 
On a Hollywood set, the art director is responsible for the overall visual 
appearance of the film and how it communicates visually, stimulates 
moods, and psychologically appeals to the audience. 
 

Wardrobe/Makeup/Hair 
Hollywood movies have a wardrobe department, makeup, and hair 
stylists that make sure the actors look their parts while shooting 
scenes.  However, for your lower budget stage production, you may 
want to just have some money set aside to cover any wardrobe, 
makeup, and hair issues that come up. 
 

Permits/Insurance 
Decide if your production will benefit from street rehearsals and/or 
performances before your scheduled productions.  Budget for the 
appropriate city permits for each of your cast members.  The cast may 
also want to organize street performances on their own and collect 
donations, fine-tune their performance, and promote the show. 
 

The following are involved with filmmaking productions: 
 

Synchronize/Code 
This is money set aside to synchronize your dailies (scene shot in a 
day) and having edge code numbers put on them.  After you use an 
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entire magazine, the film is sent to a lab to be developed.  The 
developed film is called dailies.  The dailies are what you watch the 
next day to see if you got satisfactory shots. 
 

SFX/Stunts 
Special effects and stunts were omitted from the budget because you 
won’t have any in your lower budget feature film. 
 

Locations 
This is the money set aside for renting shooting locations for 3-weeks. 
 

Offices 
Rent a temporary office (700-800 cubic feet) for 4-months.  This does 
not have to be the most expensive office space in the most attractive 
area of the city.  However, if you can afford that, go for it.  Install a 
telephone, desk, lights, and anything else that will make your 
headquarters a home.  This is where you will store all your paperwork 
for the film project. 
 

Publicity/Festivals 
This is the money set aside for publicity during pre-production, 
production, and post-production. 
 

Crafts Services 
This is money set aside to provide breakfast and lunch for the cast and 
crew.  If there was ever a number one rule for when making a feature 
film, it is to feed the cast and crew.  Have a breakfast table set up and 
ready before people arrive.  And have lunch catered for everyone. 
 

In-The-Can 
The production stage is over - all the footage has been shot. 
 

Film Lab B 
Currently, there are two methods of doing post-production: the old way 
and the new way.  The old way is the film way.  Hence, you shot your 
movie with 50,000 feet of 35mm film.  The lab then splices the film with 
editing equipment. 
 

The new way is the digital (electronic) way.  In other words, instead of 
physically splicing film, the lab will digitize your rushes (i.e., 
copies/scans to a digital format that can then be edited on a computer). 
 

Hire a Picture Editor 
The picture editor’s job is to create the Edit Decision List (EDL).  In a 
nutshell, the picture editor will read the script and look at the film 
(rushes).  From this information he will cut the film based on his opinion 
of what makes the story better.  Hence, the picture editor has a huge 
creative responsibility on the final draft of your film.  It might be a good 
idea to get a picture editor involved at the beginning of the project. 
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Hire a Sound Editor 
Not to be confused with the sound engineer who works on recording 
the original sound, a Sound Editor is responsible for selecting and 
assembling the sound recordings (that the sound engineer recorded 
during the shoot) in preparation for the final sound mixing (mastering) 
of the movie. 
 

ADR 
The third step in post-production is called Audio Dialogue Replacement 
(ADR).  The actors return to lip sync the dialogue.  Hence, the final 
picture draft is projected on a screen in a large hollow room as the 
actors stand about 100-feet away re-recording the dialogue in-sync 
with the movie. 
 

This is done because the audio recorded during the shoot is not 
adequate for a theatrical release; it’s out-of-sync with the picture when 
shown in a movie theater.  This is the same technique used when 
actors record the voices on animated films.  However, if you don’t plan 
to release your film in theaters, ever, you can skip this step. 
 

Foley 
The fourth step in post-production is called Foley.  This is when Foley 
artists (a.k.a. walkers) add footsteps and other sound effects to 
enhance the sound in the film.  We’ve been hearing enhanced sound 
effects in movies for so long that if they’re not present, they will 
immediately be missed, and the movie will seem a little strange. 
 

The Foley artist often works in an ADR room to make sure the sound 
effects are in-sync with the film. 
 

Music 
The fifth step in post-production involves adding music to your film.  
Never use music that you don’t own the rights to or do not have 
permission to use.  The best thing to do is hire a musician to compose 
original music that you will own the rights to. 
 

The Mix and M&E 
The sixth and final step in post-production is called, The Mix.  By now, 
you should have 20-40 tracks of sound (i.e., dialogue, ADR, Foley, and 
music).  Hire a mixer to layer the tracks and artificially create a feeling 
of sound with depth. 
 

At some point, provided you didn’t sign your feature film project to SAG, 
you will be selling the rights of your film to other countries.  Hence, the 
foreign distributor will want a version of your film with no English 
dialogue so they can dub the dialogue in their own language.  This 
version of your film is called the M&E (only music and effects, no 
dialogue). 
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Titles and Inserts 
About three months after you finished production, the picture editor 
spent about two months putting the final version of your movie 
together; a sound editor spent several days enhancing the soundtrack; 
all the actors came in to redo the dialog on a special track, lip-syncing 
the movie; and Foley artists added enhanced sound effects. 
 

After a music composer adds original music at the beginning, 
throughout the story, and at the end of your movie, it’s time to add the 
opening title credit, single title cards and the end credits. 
 

Optical Transfers 
Up to this point we’ve been working with a picture track and a separate 
magnetic audio track.  These are way too cumbersome to expect to 
work in a movie projector or any other medium.  The film lab will now 
transfer the magnetic audio track onto a thin optical strip adhered to 
the picture track between the sprocket holes and the picture frame.  
Thus, creating one track that contains both picture and audio. 
 

Cutting/Conforming 
The original 50,000 feet of film you shot during production is at the lab.  
The sum of all the postproduction edits (i.e., picture edit, sound edit, 
ADR, Foley edits, and music composition) tallies up to the Edit 
Decision List (EDL).  The lab can now use the EDL to cut through your 
original 50,000 feet of footage, dwindling it down to the 8,100 feet 
Answer Print. 
 

Film Lab C (Answer Print) 
Finally, the lab will color-correction to enhance the visuals in your film.  
They will add transitions (i.e., dissolves, fades, etc.), titles and credits, 
and the optical audio track to create the final version of your film, the 
Answer Print.  Watch it once, take notes and add any final corrections. 
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Development Flow Chart 
 

 
 

Script Flow Chart 
 

 



 

34 

Budget Flow Charts 
- Development Budget 

- Pre-Production Budget 

- Production Budget 

- Post-Production Budget 
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The Financing 
 

The financing of your project involves acquiring the money it will take 
to bring it to life.  In the case of the first-time independent producer, in 
order to make any deals your project must be in production.  Hence, 
you should be able to organize and bring investors to private showings 
of completed scenes.  Once they are amazed by your cast, they will 
jump onboard and be glad to have their names associated with your 
production.  When you have a few investors under your belt, you can 
start shopping for venues if you don’t already have them. 
 

Sole Proprietor 
As an independent filmmaker, you are in essence a small business.  
So, the very first thing you must do as a small business as decide on 
a name for your small business.  Your business name will be that of a 
production company.  You can inquire online as to the details regarding 
registering a Doing Business As name where you live. 
 

Corporation 
Take extra steps to protect your investor’s money and form either a 
corporation or an LLC.  A corporation is a legal entity that separates 
you from your business.  It is a legal entity that many consider a person.  
Short of bodily functions, a corporation can basically do everything a 
person can do, buy property, own property, lease property, open bank 
accounts, open credit card accounts, hire employees, solicit investors, 
sell stock to investors, and be involved in lawsuits. 
 

When investors invest in a corporation, they become shareholders.  
The corporation is obligated to report to its shareholders, keeping them 
informed about the money they invested.  In many cases, the 
corporation sends out periodic dividend checks to its stockholders who 
hold dividend warrants (a document ordering the payment of money).  
This relationship can go on for years until the corporation dissolves. 
 

Limited Liability Company (LLC) 
This type of structure is like forming a corporation without the corporate 
structure.  Hence, you and/or a partner(s) form an LLC to separate your 
business endeavors from your personal endeavors.  An LLC is also a 
better option if you don’t have any assets to protect.  It is also much 
easier to dissolve than a corporation.   
 

When investors put their money into an LLC, they become temporary 
partners until you return their investment plus profits.  For example, 
you want to raise $300,000 to finance your project.  You can divide the 
$300,000 into as many units as you feel comfortable soliciting to your 
investors.  A unit is a fixed amount of the investment.  For example, 
one unit could equal $10,000.  Hence, you ask investors to buy the 
units.  Some will buy more than one unit.  It will be safe to hire an 
attorney to draw up a simple contract for your LLC. 
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The Film Package 
The film package is the documentation for investors.  It includes: 
 

• the script 

• director (commitment) 

• key actors 

• budget report 

• shooting schedule 

• key crew personnel (pics, backgrounds) 

• offering memorandum (investment amount) 
 

Financing Flow Chart 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




