November 30, 2009 
Dear CURTAINS cast members, 
Over the years, Mrs. Drago developed a Bio format for the SJR Performance Journals that are distributed at their shows.  She has graciously allowed us to continue to use this format so that the book remains consistent in style.  It is a format that works and we ask that you please read the entire Bio Style Guide and use it to write or rewrite your bio.  The directive applies to cast members making their SJR stage debuts, students who have been in other SJR productions, and anyone who has appeared in BTW’s Disney’s High School Musical and/or The Wiz. 

Those of you who are performing in an SJR production for the first time may wonder why each cast member follow the Bio Style Guide.  Here are the reasons: 

1.  Everyone is on equal footing.  The level of your theatre experience has nothing to do with the length of your bio.  Each cast member gets the same amount of space in the program. 

2.  It is easier for the printer to move same size text blocks from one page to another if page layouts need to change at the last minute. 

3.  Each bio page has a uniform appearance. 

4.  Your bio will be concise and well-written.  It is a reflection of you and your association with SJR.  The program is an important tool to promote SJR, its mission, and the theater program.  More than 4000 copies are distributed during the performances. 

5.  The programs become part of the SJR archives.  They are historic documents.  (Just think-in years to come, students may refer to the programs for information about SJR theatre alumni/alumnae.) 

6.  It is good practice, especially if you plan to be in other productions or a theatre major. 

You have an easy formula to follow and the advantage of knowing how to list productions. 

The deadline to receive your bios is Tuesday evening, December 15th.  Please send it to thezikas@verizon.net.  Please include your name in the subject line of your E-mail.  Example: John Smith’s Bio for CURTAINS.  If you have any questions, please E-mail them to the same address.  If we do not receive your bio by the deadline, it will appear in the Journal as follows:  
NAME (Role) is grateful to John, Neil, Ann, Ed, and Tammy for the opportunity to be a part of this wonderful production of CURTAINS.  Thanks to all the parents who worked on all aspects of this show.
Regards and have fun writing about you, 

Mrs. Zika
FONT, FONT SIZE, AND DIRECTIONS FOR SENDING BIO 
Please use Times New Roman 12 pt. to type your bio.  Please type your bio as a Microsoft Word document and E-mail it as an attachment.  Please do not type your bio in the body of an E-mail.  Please put your name in the subject line of the bio along with the title of the show. 

Example: John Smith’s Bio for CURTAINS.  Please type your name as you want it to appear in your bio. 

BIO SIZE 
The body of your bio is limited to 610 characters, including spaces and punctuation marks.  You do not need to write 610 characters worth, but you may not exceed that amount.  Although we want the bio written in your voice, we reserve the right to edit it for space or content.  If your bio exceeds 610 characters or you do not follow format directions, it will be returned it to you and you will be asked to revise it.  Use the Microsoft Word Count feature to determine the number of characters in your bio.  Make sure you use the Characters (with spaces) count.  Please do not confuse the number of words with the number of characters.  Characters refer to the letters, punctuation marks, and for SJR’s purposes, the spaces between words. 

BIO FORMAT 
Each bio has eight lines.  The first line is for your first and last names and your role(s).  The next seven lines are for your bio text.  Here is an example of how bios are formatted in our programs.  Note: There are 577 characters and spaces in the bio text. 

TIM SMALL (Billy Flynn) 

Tim, a senior at ABC High School, is headed to the Villanova School of Business in the fall.  He is excited to portray the fast-talking lawyer on the SJR stage.  Other credits: Urinetown (Pa Strong, Helen Hayes Youth Theater nomination), Miss Saigon (Ensemble) at SJR; Hello, Dolly! (Waiter) at IHA; Once a Upon a Mattress (The King) at Helen Hayes, Nyack, NY.  Tim is a catcher for ABC and a member of the student council.  Last summer, Tim traveled to Mexico with his church youth group to build homes for an orphanage. Thanks to my parents for their support and encouragement. 

Identification Line 
1. Name of cast member.  Type your name in All Caps Bold. Ex: TIM SMALL 
2. Role(s).  Type your role(s) in parenthesis in Upper and Lower Case Italics.  Ex: (Billy Flynn) If you portray more than one character, separate the names with a slash.  There are no spaces before or after the slashes.  There is an exception.  If you are an understudy for a role, leave a space after the slash for your primary character and follow with u/s character’s name.  
See the following examples: 

GEORGE WILSON (Jesus) Note: Do not italicize or bold the parenthesis. 

MARY OLIVE (Mary Magdalene/Chorus) 

ROBERT STRONG (Apostle) 

SALLY LITTLE (Chorus/ u/s Annas) 

Note: There is a space between the first slash mark and the “u.” 

BARBARA O’ REILY (Chorus/Soul Girl) 

Text (610 characters/seven lines) SJR students must begin the first sentence of their bios as described in Section B. 1.  Non-SJR students must refer to Section B.2.  All students must read the rules outlined in Section B.3.  The remainder of your bio text should be organized in the following order: other productions, other activities, and statements of appreciation.  You do not need to include all the topics.  Select those which best describe you to the audience.  If you prefer to dedicate more space to your outside activities, that is your call. 

Six hundred characters get gobbled up quickly.  In the past, Mr. Asselta has encouraged cast members to include information about themselves that the audience does not know.  His advice still stands.  In other words, refrain from statements such as: Suzie loves to act, sing, and dance.  Since Suzie is in the show, one assumes she loves to act, sing, and dance.  If you have a passion for something, it is more entertaining for the reader to learn who or what inspired that passion or your plans to follow that passion. If the show’s message has had a positive impact on your behavior or your way of thinking, or it has raised your social awareness, you may want to share your new insights. 

1. First sentence directions for SJR students. 
Begin the opening sentence of the bio text with your first name and grade.  Complete it with a phrase that best describes something specifically about you or your sentiments about being in the production.  Do not state the title of the show or your role in the first sentence.  The 

audience knows the name of the show; your role(s) is (are) in the Identification Line.  For 

instance, do not write: Tim, a senior, is happy to be in CURTAINS as Bobby Pepper. 
Here are examples of opening sentences for SJR students.  For more ideas, refer to other 

SJR programs. 

Tim, a senior, will attend Villanova in the fall.  (For seniors only: If you know the school 

you are will attend in the fall, you may want to include it in your bio.) 

Tim, a senior, plans on majoring in biology in the fall. 

Tim, a freshman, is thrilled to make his SJR stage debut. 

Tim, a sophomore, was last seen in SJR’s production of West Side Story. 

Tim, a junior and an avid basketball player, is grateful his brother convinced him to 

audition for the show. 

Tim, a senior, has known every song from The Who’s Tommy soundtrack since he 

was 12.  (An indirect reference to the title of the show is fine.) 

Tim, a junior, made a point of studying medieval chivalry in order to better understand his 

character.  (Referring to the role in such a manner is allowed.) 

Tim, a senior, who has always been cast as “the nice guy,” is thrilled to portray such a 

sinister character.  (Referring to the role in such a manner is allowed.) 

2. First sentence directions for non-SJR students. 
Begin with your first name, followed by your grade, the school you attend, and the school’s 

location.  (For additional information about formatting school names and locations see 

Sections 3.c, d, e, f, g, h - More first sentence directions for all cast members.) 

You may extend your first sentence with sentiments about being in the production or 

another relevant statement about you.  However, do not state the title of the show or your 

role(s).  The audience knows the name of the show and your role(s) is(are) in the Identification Line.  For instance, do not write: Abby, a senior at Willow High School, Lake, NY, is happy to be in Maria in West Side Story. 
Examples of opening sentences for non-SJR students: 

Allison is a junior at South Regional High School, Bristol, NJ. 

Rita, a junior at Mahwah High School in NJ, recently performed the role of Aunt Abby in 

its production of Arsenic and Old Lace or Rita, a Mahwah High School junior, is . . . 

Sheila is a junior at IHA, Twp. of Washington, NJ. 

Julie, a senior at Pascack Valley HS, was last seen as the Witch in BTW’s Summer Theater 

Camp production of Into the Woods. 

Sherri, a Ramsey High School senior, will attend Boston College in the fall. 

Joan, a Nanuet High School senior, plans on a career in musical theatre. 

Molly, a freshman at AHA, Demarest, NJ, is excited to make her SJR stage debut. 

Laura, a sophomore at Fair Lawn HS, has known every song from The Who’s Tommy 
soundtrack since she was 12.  (An indirect reference to the title of the show is fine.) 

Amy, an IHA junior, read everything she could find about the Titanic in order to grasp her 

character’s fate.  (Referring to the role in such a manner is allowable.) 

Hazel, a junior at George Washington HS, Middletown, NY, has wanted to portray the strong-willed sharpshooter ever since she saw Bernadette Peters in the Broadway revival.  (Referring to the role in such a manner is allowable.) 

3. More first sentence directions all students 
a) The words freshman, sophomore, junior, and senior are not capitalized.  

b) Cast members who attend Immaculate Heart Academy or Academy of the Holy Angels may use the abbreviations IHA and AHA followed by Twp. of Washington, NJ, and Demarest, NJ, respectively. 
c) If the school you attend has the same name of the town/city in which it is located, do not repeat the name of the city/town.  Instead, follow the school’s name with the word “in” and the abbreviation of the state.  Example: Mahwah High School in NJ. 
d) If you use the name of your high school before your grade, you do not need to include its location.  Example: Julie, an IHA junior, loves . . . 

e) If your school has a long name, you may abbreviate High School as HS and Middle School as MS. 
f) Do not abbreviate the words North, South, East, or West in the name of a school or city. 

g) The titles of musicals and plays are italicized.  Please do not place them in quotation marks or underline them.  Do not state that you are “thrilled (or something similar) to perform in CURTAINS as your first sentence.

C. Other Productions 
(If CURTAINS is your first performance on any stage, please go to Section D-Other Activities.) 
1. Listing credits 
a) For those who have been in several performances, please do not list your performance history in dialogue format. Example: In his freshman year, Tim was a waiter in Hello, Dolly!  He portrayed The King in Once Upon a Mattress in sophomore year . . . Instead, list only the names of the shows and your roles.  If you choose, you may identify the venues (the places at which they were performed), but it is not required.  In the bio text, the names of shows are italicized.  Roles are typed in parenthesis in upper and lower cases.  Series of shows are separated by commas.  Groups are separated by semicolons.  Please refer to Show Titles at the end of the style guide for the correct spellings of several popular Broadway shows. 

b) Introduce your other credits as: Other credits:, Other SJR credits:, or Favorite roles:. 

c) If you have participated in a Broadway Theater Workshops summer program, identify the program(s) as follows: BTW’s Summer Theater Camp, BTW’s Summer Performance Camp, and/or BTW’s summer programs at SJR.  If space is an issue, use BTW at SJR. 

d) If you have performed in BTW’s Disney’s High School Musical or The Wiz, please use the following format: Other credits: The Wiz (Munchkin) with BTW. 

Example:
Other credits: Urinetown (Pa Strong, Helen Hayes Youth Theater nomination), Miss Saigon (Ensemble) at SJR; Hello, Dolly! (Waiter) at IHA; Once a Upon a Mattress (The King) at Helen Hayes, Nyack, NY; The Wiz (The Wiz) with BTW. 
D. Other Activities
1. Listing other types of activities 
a) You may list any school or outside activities, including sports teams, clubs, community service, etc., in which you are involved.  Only list the one(s) most important to you.

b) You may list any theatre/dance/music lessons, your instructor, and/or the school you attend.  If you list the school, please include its location. 
c) You may list any constructive hobbies.  (The phrases “having fun” and “hanging out with friends” do not qualify as hobbies.  Your bio will be returned with a revision request if you submit either phrase.) 
Note: Here is an example of a bio for someone with no prior theatre experience. 
HARRY WELLS (Poor Person) 
Harry, a freshman, is proud to appear on the SJR stage for the first time.  He has no prior acting or singing experience and was surprised (and thrilled) to even get a call back!  Harry is a Boy Scout and works on the school newspaper.  He participates in the Campus Ministry After Care program.  He enjoys movies, video games, and reading science fiction.  Harry has made many new friends since rehearsals began, and he will definitely audition for the next show.  He thanks his parents and siblings for their encouragement.  (549 characters)
E. Statements of Appreciation 
1. Acknowledgement “do’s and don’ts” 
a) It is not unusual to read acknowledgements of gratitude at the end of a bio.  Traditionally, they are reserved for immediate family members, relatives, and close friends.  You may include a statement of appreciation for their support, taxi service, encouragement, etc.  

Example: He thanks his parents for their support.  Refrain from using the phrases “wants to thank” and “would like to thank.” 

b) Please refrain from using your bio to thank other cast members.  Do not write “Break a leg,” or “Congratulations to the cast and crew for a great show.”  You rarely read such remarks in a Broadway Playbill®.  Save them for the dressing rooms and backstage.
c) Please refrain from thanking or expressing your affection for a boyfriend or girlfriend. 

If things fall apart before opening night, you will cringe when you get your program (and your parents won’t be too thrilled either). 
d) You always have the option to purchase a booster ad to thank special friends and cast members.
e)  In the past, many cast members have used their bios to thank members of the production staff.  Although a gracious gesture, it is not required.  Staff names use up your character allotment, especially if you include everyone for fear of offending someone.  Professional bios rarely acknowledge the show’s producer, director, choreographer, etc.  This year, there will be a surprise signature page for you to express your thanks to members of the production staff.  If you do include staff names in your bio, please be certain you spell them correctly.  Do not mention the surprise page to the production staff.  Thank you.
Show Titles 

Please type all show titles in italics.  I know you have seen the titles of musicals or plays placed in quotation marks or underlined, but the style for the SJR program is to italicize them.  Song titles are placed in quotation marks.  (If you look at a copy of a Playbill®, you will see it follows the same format.)  Commas and semi-colons which separate a series of titles are not italicized.  Below is a list of shows in which many of you have performed.  Call or E-mail me if you are uncertain about a title that does not appear in the list.  A good reference for checking titles is the International Broadway Database at: www.ibdb.com.
Les Misérables (preferred), Les Mis, or Les Miz 
(The égu accent mark on the “é” can be achieved on a PC by holding down the ALT key and typing 0233.) 

The Prince and the Pauper (The second “the” is not capitalized.) 

Urinetown or Urinetown The Musical 
Miss Saigon 
West Side Story 
Hello, Dolly! 
Oklahoma! 
Kiss Me, Kate 
Guys and Dolls 
Fiddler on the Roof 
Camelot 
Once on This Island 
Godspell 
Into the Woods 
Sweeney Todd 
How to Succeed in Business Without Really Trying 
or How to Succeed . . . 
Anything Goes 
Grease 
Beauty and the Beast (non-Disney) 

Disney’s Beauty and the Beast 
Damn Yankees 
Ragtime 
Jesus Christ Superstar 
Jesus Christ Superstar: In Concert 
Fame 
Footloose 
Leader of the Pack
Rent 
Sideshow 
Show Boat 
Annie 
A Christmas Carol 
George M! 
Up the Down Staircase 
Nothing But the Truth 
The Sound of Music 
Once Upon a Mattress 
Annie Get Your Gun 
Disney’s High School Musical 
The King and I 
The Secret Garden 
Little Shop of Horrors 
The Music Man 
Typically, conjunctions, prepositions, and articles that are less than four letters are not capitalized.  The capitalization of the letter “B” in Nothing But the Truth is a stylistic decision by the producers. 

The rule of thumb is: Capitalize the first word, any word four letters or more, and all nouns, verbs, adverbs, adjectives and pronouns. 

(No portion of the Bio Style Guide may not be copied or reprinted without the permission of Mj Drago.)
