COSTUME SCHEDULE
FIVE MONTHS BEFORE PRODUCTION
1.
Read the play
-Once you have accepted the role of Costume Mistress, you will need to 

read a copy of the play. Read it once to familiarize yourself with the script. Read it again to get ideas about each character. Read it again to make notes about costumes. Make sure you note costume remarks said in the dialogue or era-related costume references. These will come in handy when you design the costumes later.

2.
Create Costume Mistress notebook
-Using this three-ring binder, organize a notebook for all costume-related 

information. This notebook will be your guide for the duration of the production. The notebook should include: cast list, phone numbers of all cast members and production crew, measurements of all cast members, costume renderings, pictures of costumes from the era, director’s notes on costumes, and the script.

3.
Organize the notebook
-The notebook should have several sections:

1. Cast and production crew lists

2. One divider for each cast member

3. Notes & Master copies

4. Script

-Cast and production crew lists should be alphabetical by last name and 

have current telephone numbers listed. You will need this list as a quick reference guide.

-Using the alphabetical by last name cast list, number each cast member. 

For example: In alphabetical order, the cast is 1. Mary Anderson, 2. John Billings, and 3. Sally Carson. Use separate dividers for each cast member, not each character.

-If a cast member plays more than one character, use the cast member’s 

number then letter to indicate which cast member and characters. For example: Mary Anderson is 1 on the cast list. She plays the characters of Lisa, Worker, and Tree. Since her number is 1, the character of Lisa is 1a, Worker is 1b, and Tree is 1c. If cast member number 2 John Billings only plays character Ray, his character would be Ray, not 2a, therefore indicating he plays one character. This numbering system helps the costumer keep track of the number of costumes per cast member, as well as the actors keeping track of the costumes.

-Make sure you have enough paper in the back of the notebook for notes 

from the director or yourself. There will be changes in the costumes and you will want to make sure they are right. Also, master copies of anything should be kept, just in case!

-Keep your copy of the script handy. Remember, you put a lot of notes 

inside the script about costumes and characters that you will want later. Consider highlighting your costume notes for easier reference.

FOUR MONTHS BEFORE PRODUCTION
1.
Measurement charts and costume plots
-You will need both a master measurement chart for males and one for 

females. You will need individual measurement charts for each actor. Also, you will need a costume plot for each character.

2.
Take measurements
-Take measurements of both male and females using the master 

measurement charts. Put the master measurement charts under Notes. Transfer measurement information to the individual measurement sheets and file those by actor. You will need the same measurements for every character the same actor plays.

3.
Create costume plots

-Decide what each character’s costume will be. You can research costumes 

by era or sometimes the director will have an idea of what the costumes will look like. Talk to director first to get idea about the play’s concept before drawing out ideas. Also, consult your script for any notes about specific characters’ costumes.


-Draw, cut out, or create whatever visual works for you to show each 

character’s costume idea onto a costume plot. The costume plot simply shows each part of the costume head to toe, underwear to outerwear, including shoes and socks. Once the plots are approved, you’re ready for the next step—costuming!

THREE MONTHS BEFORE PRODUCTION

1.
Start getting out of storage, buying, borrowing, or making costumes
-Always make sure that you check the stock costumes for the theatre 

department before doing anything since many costumes may already be stored and usable if adapted. Also, always ask the actors for their contributions (see 2. below) since they may have the “perfect” costume. Then, you will need to decide if you are going to buy, borrow, or make costumes. Any method is acceptable, although some methods are more time-consuming than others are.

-If you buy costumes, check the thrift stores for cheap finds. If the director 

isn’t picky, most costumes can be put together on a fairly tight budget at thrift stores coupled with actor contributions and stock costumes.

-If you borrow costumes, make sure you label each costume with the 

borrower’s name, address, and contact number. Also, make a master list of costumes borrowed, from whom, and to where they should be returned. When borrowing, you can’t be too organized keeping track. All borrowed costumes should be returned in the same or better condition than when received. If not, you may have a bill on your hands.

-If you make costumes, you will need to purchase all of the fabric and 

patterns before starting. You will probably want to get swatches first to show the director, just in case. You will want a crew helping you, too (see 3. below). Decide who can make what and about how long it will take. Sometimes a sewing party is a great way of getting the job done. Whenever any volunteer makes a costume, s/he will need a copy of the actor’s measurement chart and costume plot. Never give out your originals! The costume crew will need the fabric and pattern, too. Have a specific deadline so that you can get the costumes back in time to make alterations before the costume parade. This method is probably the most time-consuming unless you have a crew that operates well and is willing to make on your schedule.

-You can do a combination of each; however, you want to make sure you 

label which costumes you a) bought so they can be stored for other productions later, b) borrowed so that they can be returned to the correct owner, and c) made so that they can be returned to either the purchaser, maker, or stored for future use.

2.
Involve the actors

-Write a list of items and accessories each actor needs to bring in for 

his/her costume(s). It’s much easier for actors to bring in their own basic underwear than get fitted for them and it’s one less thing for you to find or make. All actors should be required to wear underwear that can be seen by either sex just in case there is a mishap backstage and someone is seen changing, really!

For example: shoes, socks, extra pair of socks and underwear, sports bra (females), and spandex-style biker shorts (males and females to wear under costume, over regular underwear). Make sure you get extras of everything in case someone forgets, or cannot afford some of the basics, such as specific character shoes.


-Ask the actors to bring in any clothing they have from home that might 

fit their character. Sometimes it’s better to adapt what already fits the actor than to make the costume from scratch. Make sure you label these clothes, too, although most actors know what is theirs to take home at the end of a production otherwise it’s a donation!

3.
Involve other volunteers

-Other adults may be willing to do several small tasks related to 

costuming, such as sewing hems, adding buttons, ironing, or even laundering costumes before and after the production. It’s worth asking other cast member’s parents or other adults related to the school community.


-If you send home costumes, make sure you label each costume with the 

actor’s name, character name, and what needs to be done. The clearer you are with your instructions, the more likely the job will be done right the first time.

4.
Use Zippered Hanging Costume Bags

-The easiest way to keep everyone’s costume and accessories together is 

in a zippered hanging costume bag, much like you would take traveling if you wanted to hang up a suit. Label the bag with the actor’s name, number, and character name (and numbers, where applicable) on pieces of tape on the front of the bag. Each hanging costume should be on its own hanger and accessories should be in a separate small accessory bag hanging inside the costume bag. Each item must be labeled. Shoes can be left at the bottom of the bag, but it creates dead weight in the bag and can often rip the bag.

TWO MONTHS BEFORE PRODUCTION
1.
Continue working on costumes until finished
-It may take several weeks to collect, find, borrow, and/or make 

costumes. Once costumes are finished, you can hang them in the costume bags and mark them off in your notebook.

2.
Remind the actors to bring in their stuff

-If you have actors who promised to bring in their shoes, socks, and so 

on, but you haven’t seen, chances are that you need to remind each actor specifically what s/he needs to bring in. Actors are forgetful! The more reminders, the better chance the gear will appear.

ONE MONTH BEFORE PRODUCTION
1.
Costume Parade
-Costume parade is exactly that: Actors parade across the stage in their 

full costumes. You and the director make notes about any further changes to the costumes to be made before the dress rehearsals. Usually, the changes are minor, such as a different hat or replacing a button. Make sure to ask actors to move in their costumes as if they would during the show so that there are no surprises later during dress rehearsal for major changes.

2.
Alterations
-After the costume parade, alterations to costumes need to be made prior 

to dress rehearsal. If a major alteration is needed, such as taking in a dress one full size, that should be a priority to minor alterations, such as sewing on a button. Keep in mind that actors can do minor alterations if the production is too close for comfort!

DRESS REHEARSAL WEEK

1.
Dress Rehearsal
-All costumes should be ready to go on stage. If during dress rehearsal, an actor finds that a costume is too tight for him to pick up his sword or the skirt is too high when she sits, for example, then more alterations may be necessary. Dress rehearsal is the last chance for any last minute changes.

2.
DOUBLE CHECK EVERYTHING!

-You or your actors need to check each costume bag for all contents after every show. You may find repairs needed before the next show!

WEEK(S) OF PRODUCTION and POST-PRODUCTION

1.
Costume Bags
-After each show, check to make sure actors HANG UP their costumes 

and put everything away properly. It’s a HUGE TASK!

2.
Cleaning & Returning

-After the production is over, all costumes need to be cleaned and 

returned to their proper owner. Any costumes left behind, unless borrowed, now belong to the theatre department!

Always check with the director for last minute details!

Break a leg!

Actor’s Name: ____________________________
Number: ______

Character(s): _________________________________________________

Measurements


Chest


Waist


Hip


Back—Nape to Waist


Back—Shoulder to Inseam


Pant Inseam


Skirt Length—Front Waist to Above Ankle


Skirt Length—Front Waist to Floor


Sleeve—Underarm Seam to Wrist


Wrist Circumference


Head Circumference


Neck Circumference


Shoe size


Normal Dress/Pant/Shirt Size

Costume
