
GMTG Proposal Pack Guide
ABOUT THE SHOW
Briefly describe the history of the show you are proposing, as well as its plot and characters. A 
short synopsis may be enough to inform people of the story, if they aren’t already familiar with it. 
Perhaps mention why you think this show would be suitable for GMTG.

PRODUCTION TEAM
All members of the production team should provide a short bio or list of previous experience, 
either in or outside of the Guild; any experience is handy to show members. All roles listed in your 
proposal pack are the roles that will stay if you are successful. It is important to list everyone you 
need in your proposal, as you can not add production team members at a later date. However in 
the unfortunate circumstance that someone has to withdraw from a production, then that role with 
either be replaced by a respective experienced committee member, or will be someone of your 
choice at committee’s discretion. If you are having trouble finding a particular member for your 
team, then please email committee and we will advise.

Please note that for roles with asterisks (*), it is compulsory that all of these roles are filled by 
the the time you submit your proposal. If you have not managed to find anyone in time and 
know that you want the role to be filled, please write TBC, and similarly for if you want an 
assistant for any of these roles.

Director*
The director is the person on the team with the main vision for the show. They need to be an 
assertive leader and confident in their ideas. Besides leading rehearsals, and getting the best 
out of an actor/actress, they should also be able to listen to what the cast want, keeping a 
positive vibe at all times. The director is a figure for the cast to go to with any problems. They 
are also there to oversee the production as a whole, and ensure that all aspects of the show 
are running smoothly.

Musical Director*
A musical director should be a competent musician. They should also feel comfortable and 
confident in leading singing rehearsals, as well as encouraging the cast by helping them with 
warm ups and safe singing techniques. It is essential the MD can play the piano sufficiently to 
accompany rehearsals, as well as being able to conduct when band rehearsals start. Needs to 
be efficient with rehearsal time, and organised in distributing and collecting scores.
In both of these cases, an assistant is sometimes required, however not always necessary.



Choreographer*
A choreographer is essential to any musical with dancing or movement. They take on a 
secondary directorial role, leading small/large group numbers, and encouraging the cast to 
perhaps step out of their comfort zone. Should be an experienced dancer.

Producer*
The producer handles all sorts of issues, such as ticket sales, fundraising, and most 
importantly, the budget. It is essential that you do not overspend, as you will be allocated 
the exact budget that you propose with. Should be organised, communicative, and have a 
basic understanding of spreadsheets and using Excel to keep track of rehearsal schedules, 
meetings, ordering hoodies and flyers/posters, and having a close eye on the monetary 
spendings.

Stage Manager*
If you have a set/prop heavy show, then a stage manager is needed to help source or build 
these requirements. Needs to be organised and efficient, especially during tech week. 
Regarding set, it is notably important to try to be cost efficient, but well within health and 
safety bounds. They also have a part to play in helping design the set. As the show gets 
closer, some ASM’s may be required to help build set or operate backstage.

Costume Designer
Depending on your show, a costume designer may be required. If you think you are able 
to source the clothing yourself, then this role is not essential. However if you are needing a 
particular style, then someone who is handy with a bunch of material and a sewing machine 
may be of good use.

Designer
Again, not a necessary role of the production team, but if you (as a director) have a certain 
idea for the show but can’t map it out, then a designer may be able to help in getting your 
ideas onto paper, including set, lighting, and poster designs.

Director’s Vision
Write a detailed description of your personal vision for this show, to help people get a clear idea 
of what you want. This may include set design, costume, lighting, and the general setting or 
influence of your version. It may be helpful to include some pictures of ideas you have, or pictures 
of similar things that link to your show.

MD’s Vision
Similar to the director’s vision, but in terms of how you want the show to sound. Mention the voice 
types, style of music,and what you will bring to all of those things to make this show your own. On 
top of this, talk about all of the songs in the show, and how many cast members will be involved in 
them. Give a breakdown of all of the lead songs compared to the ensemble ones. Also mention 
the band you will be having.

Choreographer’s Vision
If the show you have chosen requires a lot of dance, then describe the different styles that you will 
be teaching. If you are having a dance chorus, state the number, as well as the audition process 
and the level of skill required to perform the choreography you have planned.

Main Character/Ensemble parts
Give a brief description of the characters in this show and the voice types those characters are. 
Also state the number of people in your cast and the gender split between them.



Musical Numbers
Provide some information on the musical numbers in the show and who is involved in each one.
Band
List the orchestration you will be using for the show.

Set
If you already know what your set will look like, then it would be ideal to include a diagram, even 
if it is a rough sketch. This will give members a better clue of what you have in mind. If you are 
borrowing or have been influenced by other productions, then please include pictures of them.

Costume and Props
Give a detailed breakdown of all of the costume and props you will be using, where you will be 
getting them from (e.g. if they have been sourced or not) and how much they will cost. If your 
costume vision is very specific, then again some pictures would be great to show people.

Please note that Set, Costume and Props may also come under a ‘Designer’s Vision’ description if 
your show chooses to have a designer.

Schedule
Table up a small week to week schedule of your plan for rehearsals, from the audition process to 
show week.

Budget and Tech Breakdown
This is possibly the most important part of your proposal pack. List everything that you will be 
spending on this show, from the rehearsal material, to the costume and publicity. Include a 
contingency for any additional costs, however note that you will not be allowed to spend over 
your final budget number. Organise a meeting with Tech Services to clarify any figures, as every 
show will vary in price depending on what you ask for. Make sure you have clarified what the price 
entails, and get a specific breakdown of what the total sum is costing and why.

Please provide information known about how much you expect to make from ticket sales, 
including fundraising Some licensing companies will ask for a variable rights payment, so please 
include what you will be paying for in this table.

Profit/Loss
Provide percentages on how much is made or loss depending on ticket sales. Provide the worst 
and best case scenarios at least, and calculate how many tickets you will need to sell to break 
even.

Fundraising
Provide suggested fundraising ideas for the show, give brief information on what they are, and 
estimate realistic numbers for how much you will raise per fundraiser. Some common ideas are 
open mic nights, and cake sales. The cast and production team will also all pay a £10 show fee, so 
please also include the total sum of this.

Example Budget:
Rehearsal Material - £500
Tech - £3500
Set/Props - £300
Costume - £150
Publicity - £100
Contingency - £200

TOTAL = £4750

Example Tech Breakdown:
Basic Tech - £2100
Microphones - £800
Sound Hire - £300
Rostra - £300

TOTAL = £3500



Publicity Ideas
Provide examples of how you plan to publicise the show. Common examples are flyers, headshots 
and social media advertising. If you are struggling to find a publicity designer, get in contact with 
the current GMTG Press & Publicity Officer who will either be able to either design for you or help 
contacting other designers. Don’t stress about it!

Proof of Rights
Provide evidence that you have received the permission by the rights company to actually put on 
this show on the exact dates. Some rights companies only release rights to certain shows at certain 
times, so check carefully when they are available. Add a print screen from a confirmation email. 
Remember, without the rights, the show simply won’t happen.

We look forward to seeing your proposal pack. Feel free to add to or reduce from your pack 
to make it suitable for your show, as this is just a rough guide. If you have any further questions 
please contact the GMTG committee. Good luck!

Last updated: October 2017 (Aron Sood/Thomas Kershaw-Green)


