


DIRECTOR’S BOOK CHECKLIST DIRECTOR: 
Use this checklist to help you complete all the tasks needed for completing your individual Director’s 
Book. Items in bold print show you exactly what you need to create for the final product. 

 

 Script: 
Title  Source   

Playwright    
 

Subject/Theme   
 

 SHOW CONCEPT: What is your concept for this show? What is the main thing 

you want to portray to the audience either obviously or subtly? Use this CONCEPT to 
guide you other choices! Write a paragraph in explanation of your concept and 
place it at the beginning of your book. 

 

 Scheduling: Create a schedule on a calendar of all the things you need to 

get done in order to have your show ready by the performance date. Use a calendar 
for the planning. 
Consider: Auditions & Casting, Read-thrus, Blocking, Run-thrus, Tech rehearsals, 

Memorization & Tech Deadlines, Dress rehearsals & PERFORMANCES. 
 

 Auditions: What will you do for auditions? Cold-Read? Prepared pieces? Will you 

do this during class time or after school? What types of actors and HOW MANY do you 
need to fill the roles in your show? Explain your plan in paragraph format. 

 
 Characters/Actors: 

Total Cast Size:   Boys   Girls 
Include your character list that covers the following for each character: 

 Name/Personality Description 
 Size of Role (Lead, Supporting or Extra) 
 Acting skills needed 
 CHARACTER LOOK: Costume, Hair & Make-up 

 

 Staging: (Scale Stage Scenery Plan) 
Create your scene design with a scale plan for all stage properties. 
Use this as you plan your blocking and other technical elements. 

 

 Blocking Plan: You should use both your SCRIPT and your SCENERY PLAN as 

you plan out the actor’s movements. Make sure you have notated, highlighted and 
marked any blocking and movement in the script. Mark that baby up! This will 
go with your staging design. 



 Other Technical elements: 
Mark your script for cues, and create lists of other items that you need. 
Use our tech planning sheet from the first show we did as a group. 

 

PROPERTIES: Create a list of needs 

 STAGE Props: 

List furniture and large set items needed. They will show on your scene plan as well. 

 HAND Props: 
A complete list either by scene or character of small props 
necessary for the play. 

 

ELECTRONICS : LIGHTING & SOUND 
What are the electronic elements needed to present this play? 

 SCRIPT with all CUES MARKED! (Light Cues and Sound Cues) 
(Do this in PENCIL! It’s much easier to make changes!) 

Answer the following questions in writing. 
Organize your ideas in list or paragraph format. 
 LIGHTING PLAN: 

Which colors & Intensities are to be used in which scenes? 
Are there any special effects needed? 

 SOUND PLAN: 

MICROPHONES: 

Which Mikes are being used by which characters in which scenes? 
How many and what type? 

MUSIC: Background or accompaniment? Source? 
Are there any special effects needed? 

 

BOX OFFICE & PUBLICITY 
Consider what you need to advertise your show and take care of your audience. 

 ADVERTISING – Create a poster & Announcement 

Posters, News articles, Announcements 
Where, When & How? 

 BOX OFFICE – Write a paragraph explaining your box office plan 

Seats needed, Set up plan / Tickets & Programs 
After show clean-up 

 

 CREW: Make a Crew List 
What type of crew will you need? How many crew members will you need on each area of tech 
support? Use your tech plan above to help decide this. 

DIRECTING ASSISTANTS    
SCENERY    

STAGE MANAGER    
PROPERTIES   

ELECTRONICS: CHARACTER DESIGN: 

Lighting   
Sound     

Make-Up   
Costumes     



 DRAMA 3 ~ DIRECTOR’S BOOK ~ SCRIPT CHOICE 
Imagine that you have just been assigned to be the SOLE director for a Drama 1 Class Production. You will be 

responsible for everything a Director needs to do and will be completing a Director’s Book. 
 
 

CHOOSING YOUR SCRIPT ~ 
Step One is to select the script for your show. You will be allowed to look through the collection of class play 
scripts that we have here at the school. PLEASE REMEMBER THAT THESE SCRIPTS ARE SCHOOL PROPERTY! Be 
careful with them and make sure you keep track of your script. Some of the scripts are in magazines with 
multiple scripts. These are some of our most favorite and well-used scripts! 

 

Things you need to remember in your choice: 
• You may NOT choose a play you already know. 

(If you were in it as an actor ~ Find something new!) 

• It must fit a Drama 1 Class ~ REMEMBER: 

o Beginning Students 
o 7th & 8th Graders 
o Time Limits: 15 – 40 minutes 
o Our School Stage & Tech Elements 
o Parents, Teachers & Administrators will be watching 
o Royalties must be LOW cost 

• Make sure you LIKE the script! This will be a miserable assignment if you choose something you don’t enjoy. 

 
Start by quickly skimming through scripts. Be willing to discard anything that does not interest you. Once you 
find one you like, read it more carefully, but don’t feel like you have to “settle”. Keep looking until you get 
“The One”! 

 
WHEN YOU HAVE MADE YOUR CHOICE, fill out the following info and turn this sheet into the box. 

 
Student:   

 
Play Title:   
Playwright:    

 

Plays Magazines: Month  Year   





PLAY ANALYSIS for DIRECTOR’s BOOK Name:   
 

Complete the following information for the play you read: 

 
Title:  

Playwright:   

 

Publisher: Royalty Info: 

 
 

What is the main conflict of the play? 

 
 

How does the conflict get solved? 
 
 

 

List of Characters:  #of Girls   #of Boys   
List ALL of the characters and a brief description: 

Protagonist: 
(Main Character) 

 
Antagonist: 
(Opposing Character) 

 
Friends/Family of Protagonist: Friends/Helpers of Antagonist: 

 
 
 
 
 

Any Other Characters: (Use another sheet of paper if necessary.) 

 
 
 
 
 

Are there any special requirements of your actors? (Kissing, Singing, Combat, etc.) 



TECHNICAL NEEDS: 
 

List and Describe the SCENES of the play: What is the setting and what is happening in each one? 

SETTING: WHAT HAPPENS: WHERE on STAGE: 

   

 

 

 

 

 

 
 

How many TOTAL scenes are there? 
INTERIOR Scenes: EXTERIOR Scenes: 

 
 

How would you create the SCENERY for this play? Set walls, pieces, open staging? 

 
 

What TECHNICAL ELEMENTS will need special work in this play? 
(Any special effects, particular character problems, scenery problems, etc.) 

 
 
 
 
 

What is the overall message of the play? (THEME) 

 
 

What do you think is the MOOD of this play? (SERIOUS, COMEDY, THOUGHTFUL) 

What CONCEPT ideas does this spark in you? 

 
 
 
 

WHY would this particular play be worth your time? 
(If it’s not… CHOOSE ANOTHER PLAY!) 



PRODUCTION TECH NEEDS 
Directors: 
Show: 

 
SCENE DESIGN: 
Decide on the overall look and design of the play. 

 A Floor Plan for EACH SCENE of the play. 
(Some scenes may take place on the apron, your design should show this.) 
Full Scenery? (Constructed) 

or 
Unit/Piece Set? (Furniture & Curtains) 

 A COLOR scheme for each scene. List the colors you would use in each scene, and explain why or 
how those colors will help establish the mood of each scene. 

 

PROPERTIES: 
 STAGE Props: 

List furniture and large set items needed. 

 HAND Props: 
A complete list either by scene or character of small props 
necessary for the play. 

 
 

ELECTRONICS : LIGHTING & SOUND 
What are the electronic elements needed to present this play? 

 SCRIPT with all CUES MARKED! (Light Cues and Sound Cues) 
(Do this in PENCIL! It’s much easier to make changes!) 

 LIGHTING PLAN: 
Which colors & Intensities are to be used in which scenes? 
Are there any special effects needed? 

 SOUND PLAN: 
MICROPHONES: 
Which Mikes are being used by which characters in which scenes? 
How many and what type? 

MUSIC: Background or accompaniment? Source? 
Are there any special effects needed? 



CHARACTER DESIGNS: COSTUMES & MAKE-UP 
Create the unique look for each individual character. Consider both costume and make-up as you think of the 

look. Don’t forget hair style! Your designs need to reflect the time period of the production, as well as the 
personality and status of each character. 
You will prepare and present the following items: 

 

 CHARACTER LIST: A List of all the characters in the play and how 
many costumes each character will need. 

 COSTUME DESIGNS: A drawing or picture of AT LEAST 1 sample costume for 
each character in the play. 

 CAST MAKE-UP PLAN: What Style of make-up needs to be done for each character? (Age, 
specialty, straight, glamour?) 

 HAIR: What style of hair should each character have? 
Do you need any wigs or beards? 

 
 

BOX OFFICE & PUBLICITY 
Consider what you need to advertise your show and take care of your audience. 

 ADVERTISING 
Posters, News articles, Announcements 
Where, When & How? 

 BOX OFFICE 
Seats needed, Set up plan 

Tickets & Programs 
After show clean-up 

 

CREW 
What type of crew will you need? How many crew members will you need on each area of tech support? 

 

 SCENERY 

 PROPERTIES 

 ELECTRONICS: 
Lighting 
Sound 

 CHARACTER DESIGN: 
Make-Up 
Costumes 

 BOX OFFICE/PUBLICITY 



 
 

Plan your show schedule with school events and holidays in mind. 
WHAT exactly do you need to rehearse: Consider all scenes, the cast involved, the time 
needed for blocking, special movement, characterization, choreography, etc. 

 
MAP these elements out on a separate paper to make sure you don’t forget things. 

 
INCLUDE: Auditions, read-thrus, blocking, run-thrus, dress rehearsals, tech & memorization 
deadlines, show dates and strike. 

 
If you need more time, you will need to back into March, as your show dates are NOT 
FLEXIBLE. You have to be ready on time. Show dates: May 14 & 15 

 
 

March 29 30 31 APRIL 1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24  
 

25 

26 27 28 29 30 MAY 1 2 

3 4 5 6 7 8 9 

10 11 12 13 ◊ 14 ◊ 15 16 

Director: 
Show: 

Spring Break 



SET PLAN - Plan for all of the different scenes that are in the play. 

SCENES: 

 
Where do you want to stage each one? 

What scenery pieces do you need? 

Use the stage diagram to plan your scenery: 
(If you have more than one scene, get another stage diagram and attach it here.) 

 
 
 
 
 

 



CHARACTER DESIGN PLAN – COSTUMING & MAKE-UP 
 

Production:   Director/Designer:   
 

Using the script as your guide, list each individual character in the play. Describe their basic personality traits 
as well as any special acting skill required. Decide what type of costume pieces they will need as well as any 
special make-up. Also, note any costume changes that each character will have. Where will each costume 
come from? 

 
CHARACTER M/F Age Character Personality Traits: Any special acting considerations. 

Costume & Make-Up Description SOURCE: Changes? 

CHARACTER M/F Age Character Personality Traits: Any special acting considerations. 

Costume & Make-Up Description SOURCE: Changes? 

CHARACTER M/F Age Character Personality Traits: Any special acting considerations. 

Costume & Make-Up Description SOURCE: Changes? 

CHARACTER M/F Age Character Personality Traits: Any special acting considerations. 

Costume & Make-Up Description SOURCE: Changes? 

CHARACTER M/F Age Character Personality Traits: Any special acting considerations. 

Costume & Make-Up Description SOURCE: Changes? 



Grading Rubrics: 
Self-Evaluation of DIRECTOR’S BOOK Name: 
Consider the work you did as you prepared your Director’s Book. Do an honest evaluation of the experience, 
as well as of yourself in the “role” of director. As you answer, realize that YES & NO are not good enough 
answers. You need to analyze your choices and follow-thru. 

 
 

SCRIPT: 
Did you like your chosen script? 
Why or why not? What would you do differently? 

 
 
 

Would you like the opportunity to actually direct this show? 
 
 
 

Were you able to come up with a CONCEPT that you felt connected you to your show? Explain. 
 
 
 

GREATEST STRENGTH: 
What strengths do YOU have that would make you a good director? 

Which area of preparation did you enjoy most? 

AREAS of WEAKNESS: 
Which areas of directing were difficult for you? 
Were there things you felt unprepared to deal with? 

 
 

 
Which area of preparation did you really dislike? 

 
 
 
 

LEADERSHIP: 
One of the most important parts of Directing is actually leading real people, something you didn’t get to do with this “mock” show. 
How do you feel you would do if you were given real actors and technicians to direct now that you have a show ready? 



 
 

 

COMPARISON: 
As you saw other class members preparing their books, what did you notice? 

Good Organizers: 

 

Artistic Planners: 
 
 
 

“People” People: 
 
 
 

Technical Brains: 
 
 
 
 

Include this self-evaluation in your completed book when it is submitted. 

 150 TOTAL POINTS 

  10 *Publicity / Box Office 

  25 *Tech elements 

  15 *Staging/blocking 

  25 *Characters/Actors 

  10 *Scheduling 

  10 *Audition Plan 

  40 *Script: Annotated 

  15 *Show Concept 

How would you score YOURSELF on the following Rubric for each element of your book? 



 DIRECTOR’S BOOK 
Grading Rubric: The following items should be included in your Director’s Book. 

 

*Show Concept   15 
Paragraph about your plan & IDEAS 

 

*Script: Marked for cues   40 
Beats, breaks, scenes, etc. 
Tech Cues (Light & Sound) 

Blocking Notes 

 

*Audition Plan   10 
Your plan for conducting auditions. 
Explain, include sides, etc. 

 

*Scheduling   10 
Complete a calendar 

From auditions to show day 

 

*Characters/Actors   25 
Complete CHARACTER LIST 

Casting elements, acting needs: 
Character Descriptions 

Audition Expectations 

Costume/Make-up needs 

 

*Staging/blocking   15 
Stage Scale Scene Plan 

Entrance/Exits 
Stage Props 

 

*Tech elements   25 
Comprehensive List! 

Lighting 

Sound 
Props 

Scenery 

Crew 

 

*Publicity / Box Office   10 
Your plan for dealing with the public 

 

TOTAL POINTS   150 

Student:   
 

Comments: 


