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“Hit the Lights!”

Let’s put on a show! This has been the rallying cry of community theatres throughout the world for generations. Members of Monroe Community Players have raised this cry too, and they have developed policies, procedures, and jobs to aid in putting on a show.

This manual is intended to help all the parties associated with a show to understand their roles in the production and the roles of the people they must work with. It is also intended to clarify rules and policies that have been established by Players and to offer hints and suggestions on how to complete the necessary duties efficiently.

This manual has three primary sections or “acts”: Act I is an overview of Players’ administrative structure and a description of some key committees, Act II is a list of positions needed to successfully mount a production, and Act III is more information to help publicize and develop a show. There is also an “Encore” section that contains the Monroe Community Players by-laws as well as forms and timelines currently in use.

So without further ado, raise the curtain and on with the show!
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Scene 1

The Board of Directors

Players is run by a board of directors who are elected by the general membership each year in June. The board is responsible for the overall operation of the group and is composed of nine (9) members. For the specific duties of the board and its members, please refer to the by-laws at the end of this manual.  An operational calendar is attached to this production manual.
	The Board of Directors
· President

· Vice-president

· Treasurer

· Recording Secretary

· Corresponding Secretary

· Members at Large (4)


Play Selection

Among the responsibilities of the board is the selection of each year’s season. This does not mean that only the board has input into the planning of the season, as any member of Players may submit a play to be considered by the board. Proposals should be written and provide a brief description of the play (including size of the cast and number of sets needed). Often, people wishing to direct a particular play make a proposal to the Board.

Selection of Venues

Along with developing the Players’ season, the board is responsible for determining venues for the shows. Generally, the president and one other board member (usually the treasurer) will negotiate contracts with the proposed venues. However, the president and treasurer cannot sign a contract without first getting approval from the board.

Though the board makes the final decision on locations for the shows, the preferences of the directors of individual shows are usually taken into account.

Approval of Budget

The budget for each show is prepared and presented to the board by the show’s director and producer at least one month before casting the show. Expenditures for a show will not be authorized by the board until the budget has been approved. Budgetary line items may be adjusted as long as the total budget remains the same (for example: money can be taken from set construction and shifted to costumes). If there is a need to increase the total budget, board approval must be obtained. If there is no board meeting scheduled before the change needs to be made, the president can approve the request.  These variances need to be documented.  A budget form is attached to this production manual.
Selection of Directors

The president of Players is responsible for appointing the director of each show. It is Players’ policy, however, that candidates must have served as an assistant director on a show or have comparable experience as determined by the president. Ideally, the candidate has served in a variety of production capacities for Players.

Qualifications of directors are covered in more detail in the “Director” section of this handbook on page 7.

Scene 2

Committees

In order to complete all the tasks that must be done during a season, the president is authorized to appoint committees. Following are some of the committees that the president appoints each season.

Publicity and Promotions

This committee develops publicity for both the promotion of Players in general and the season in particular. Members work directly with the producers of individual shows, and chairmen of other activities, to ensure consistent promotion of the season and of the group.

Season Program

This committee, usually considered a sub-committee of Publicity and Promotions, is responsible for the sale of advertising in the season program. Information for each show’s program (cast bio's, etc.) is the responsibility of the program chairman for the show.  The director or producer submit each show’s information to the committee for inclusion in the program.  Deadlines vary so communication is the key to success
Season Tickets

This committee receives and processes the season ticket orders and issues the season tickets. Members of this committee work closely with the ticket chairperson of each show to make sure that the season ticket holders have priority when assigning seats. Season ticket holders are considered among our premiere supporters.  It has been our policy to list season ticket holders in the season program.
Membership

This committee recruits new members for Players, plans workshops and other activities to develop the skills of current members, and coordinates social activities of the group. This committee also keeps information on members' skills and interests.  An appreciation event is normally held at the end of each season.
Intermission

General Policies

The following policies have been established by Players to provide for the smooth running of the productions.

Administrative Rules

· The show’s director has full artistic authority and responsibility for the production.  The director and producer are responsible for their approved budget and documenting variances. A budget form is included as attachment to the production manual.
· Only the president, who appoints directors, can remove a director from a show.

· All expenditures for the production must be approved by the producer.  
· Only the president, board of directors, director, and producer are authorized to give out complimentary tickets in exchange for goods, services, or goodwill (charity auctions, etc.). The producer of each show is responsible for handing out complimentary tickets to eligible cast and crew. Publicity and Promotions can recommend complimentary tickets be given for promotional activities.

· Any expenses that exceed the estimated budget must be approved by the board, or the president if time does not permit board approval. Budgetary line items may be adjusted as long as the total budget remains the same.  Variances are to be documents.
· Season ticket holders are given first seating choice.

· No video taping or other reproduction of a show is allowed, unless the rights to do so are specifically obtained.

· Actors who want to keep specialty costumes they wore in a show, may purchase them at cost.

· Cast party supplies, except for soft drinks, ice, and plastic ware, are not budget items. Traditionally, cast parties are "pot-lucks."

Rules of Personal Conduct

· No alcoholic beverages are permitted during rehearsals, set construction, show nights, or set strike.

· Smoking is not permitted inside any of our venues (Meyer theater, clubrooms or Little Theatre).

· All waste property must be disposed of properly.  Cost of a dumpster if required should be included in the production budget.   
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Scene 1

Artistic Positions

The Director

Question:
How many directors does it take to change a light bulb?

Answer:
I don’t know, what do you think?
The director is responsible for all artistic aspects of a production. It is the director who, by working closely with the producer and other crew chiefs, oversees the overall design and execution of a show.

A good director is someone who has studied the elements of theatre. A good director is also flexible enough in his "vision" to allow designers to add their creative input. When tempers flare on the set (and they will, especially as opening night approaches) the director must be a mediator, counselor, and sometimes a little bit of a psychologist. Above all, the director must be an effective communicator who is able to teach concepts to others.

Responsibilities of the Director

· To fully learn and understand the script. This includes understanding how the characters relate to each other.

· To meet with the producer and develop a budget for Board approval. A budget form is attached to this production manual.
· To appoint appropriate designers and meet with them to explain goals of the production and their responsibilities

· To develop and establish the audition methods for the production. This includes setting date, time, and location of auditions.

· To select the cast of the show (see “Cast of Characters” on page 8 for more information).

· To develop and coordinate the rehearsal schedule with the stage manager. Note: It is impractical to develop a complete rehearsal schedule until after casting.

· To issue scripts to the cast.

· To rehearse the actors.

· To develop blocking, movement, and other business for the actors.

· To coordinate all elements of the production required to present the finished performance.  Delegation to the producer and committee chairs makes for an efficient implementation of the production plan.
· To get any rented scripts back from the cast. Note: Musical scripts are usually rented. 

Positions Appointed by the Director

The director appoints all the “artistic” members of the staff.  That is, those people whose jobs involve creating something for the stage.  Unless noted otherwise, all the positions listed below are directly responsible to the director or delegated to the producer.  Over the past few years, the role of the producer has become key in the success of a production.  The director’s vision can be implemented by the producer with delegation to the committees.  Communication amongst the production staff is key to success.  
Assistant Director

The assistant director (AD) aids the director in any number of ways. The specific duties of the AD are determined by the director but may include: keeping rehearsal notes, assisting with blocking, and working with actors on specific scenes. In smaller productions the assistant director and the stage manager may be the same person.

Cast of Characters

Question:
How many actors does it take to change a light bulb?

Answer:
Just one, they don’t like to share the spotlight.
Usually referred to as simply “the cast” or “the actors” or, by some technical crew, names that cannot be printed here. Though not always thought of as part of the staff, the actors do have specific responsibilities.

Responsibilities of Cast Members

· To analyze, understand, and develop their roles with guidance from the director.

· To memorize the lines quickly.

· To attend all rehearsals that they have been scheduled for.

· To arrive at rehearsal on time and prepared.

· To alert the director of any rehearsal conflicts as soon as possible.

· To bring a pencil to make notes in the script.

· To stay calm and not let personal feelings or problems interfere with the rehearsal process.

· To report any problems or concerns to the stage manager or the director.

· To assist with the striking of the set after the closing performance.

Selection of the Cast

· The director has the final responsibility for casting the show.

· For musicals, the music/ vocal director and the choreographer evaluate the vocal and dancing skills of people auditioning. The director, choreographer, and music/vocal director will meet immediately after auditions to go over these evaluations as part of the casting decision.

· By tradition, Monroe Community Players holds "open" auditions. This means that anyone is welcome to audition, whether or not they are a member of Players. Everyone is welcome to watch auditions, if they remain quiet and well behaved.

· The director is responsible for developing the process of audition and making sure that everyone has the opportunity to audition. The director may hold separate auditions for individuals unable to make the regular audition nights. Casting must be completed before rehearsal begins.

· In general, auditions are held on at least two nights. In the case of larger shows and musicals, a third night may be required for "callbacks."

· For musicals, the director may do the acting auditions in one room and allow the music director and choreographer to conduct dancing and vocal auditions concurrently in other rooms.

Choreographer

Question:
How many lighting designers does it take to change a light bulb?

Answer:
That’s not my job.

The choreographer should have experience dancing in shows, be familiar with music, and have some additional dancing experience.  Ideally, a choreographer is able to communicate effectively and teach others concepts and movements to aid the cast in the interpretation of the dance. In larger shows, the choreographer may appoint a “dance captain” to assist in the rehearsing of the dancers.

Responsibilities of the choreographer:

· To evaluate the movement skills of actors at auditions.

· To develop movement that aids the director’s interpretation of the show.

· To rehearse the cast in dancing and other movement as required.

· To coordinate the dance rehearsal schedule with other members of the directing staff (some of these responsibilities may be delegated to the dance captain).

· To work with the music/vocal director to determine length of dances by making any necessary cuts in the score.

Costume Designer

The costume designer is responsible for the design and construction of costumes needed for the show. In shows that take place in the modern day, the costume designer may ask actors to provide their own outfits, but period and other specialty costumes are provided by Players. The costume designer may appoint, with the assistance of the producer, a committee to assist in construction of costumes.

Responsibilities of the costume designer:

· To collect any provided costumes from actors after the show.

· To see that borrowed costumes are cleaned and returned in good repair.

· To assist in costume changes during the show and at all "costumed" rehearsals.

Lighting Designer

The most basic goal of the lighting designer is to make sure that the actors and set are appropriately lighted. The lighting designer takes into account the visual elements of the show, including the design of the sets and costumes, and provides appropriate lighting for the mood that the director is attempting to convey.  At the Meyer Theater, their technical director implements the lighting vision of the director.
Makeup Designer

The makeup designer works with the director to develop the make-up effects needed for the show. The makeup designer may appoint, with the assistance of the producer, make-up appliers.

Responsibilities of the makeup designer:

· To check the inventory of makeup materials.

· To train makeup applicators in the proper application of makeup for the production.

· To arrange the purchase of any makeup supplies needed for the design.

Music and Vocal Director

The music and vocal director must be familiar with music and able to communicate ideas and concepts to others. Vocal experience is helpful, but if vocal experience is lacking the musical director may appoint a vocal coach to assist in the training of the singers. This director may also appoint a conductor for the orchestra.

Responsibilities of the music and vocal director:

· To evaluate the vocal talents of actors at auditions.

· To develop the interpretation of the show’s music.

· To rehearse the cast in music and voice.

· To coordinate the music rehearsal schedule with other members of the directing staff.

· To conduct the orchestra or to appoint the conductor of the orchestra.

· To assemble the orchestra within budgetary guidelines and the needs of the show (this responsibility may be delegated to the conductor).

· To coordinate the orchestra's rehearsal schedule with other members of the directing staff show (this responsibility may be delegated to the conductor).

Scenic Designer

The scenic designer develops stage scenery appropriate to the mood the director is trying to convey. The scenic designer should have an artistic nature and be able to convey concepts and moods through design.  The scenic designer often over looks set construction and painting.
Stage Manager

The stage manager supervises the cast and crew during performances.. It is the stage manager's responsibility to make sure that all scenery, props, lights, sound, and other elements of the show are in place during performances. The stage manager may appoint one or more assistants (depending on the size of the show). The stage manager also appoints, with the assistance of the producer, any stage hands that are needed for the running of the show. The following, in chronological order, are the responsibilities of the stage manager.

Pre-production:

· To assist in the recruitment of stage hands and other technical crews.

· To work with the director and producer to secure rehearsal space.

At auditions:

· To be present at all auditions.

· To assist in greeting people and making them feel welcome.

· To prepare any audition materials as instructed by the director.

During rehearsals

· To be present at all rehearsals.

· To be a liaison between the cast and the director.

· To maintain good communication with the actors and the crew.

· To pass along any concerns to the director or producer as needed.

· To arrive early enough to make sure that the rehearsal space is open and ready.

· To prepare and maintain a production script that has notes with all the blocking, business, and light cues needed for the show.

· To know where the actors are during rehearsal (this is especially important during musical rehearsals when some actors may be singing, some dancing, and some acting).

During show week:

· To run the technical rehearsals and begin assuming supervisory responsibility for the production.

· To assist the prop master and stage crews in the set-up of hand props and scenery.

· To assist the technicians in setting up the lighting and the sound equipment.

· To rehearse scene changes with the stage hands.

· To call technical cues (lighting, sound, curtain, etc.) based on notes gathered during rehearsals, and make adjustments as needed.

At dress rehearsal and performance:

· To make sure that all cast and crew are present at least a half-hour before curtain.

· If necessary, to make telephone calls to locate missing cast and crew members.

· To check all the scenery and props, making sure that everything is in place and in working order.

· To check with lighting and sound crews to make sure that everything is in working order.

· To announce to the cast when it is 15 minutes to curtain, and when it is five minutes to curtain.

· To check that all the first scene actors are in place.

· To check with the house manager to see if the audience is seated (if there are still a large number of people coming in and to be prepared to hold the curtain a few moments to avoid confusion at the start of the show. Do not hold the curtain more than 10 minutes!).
· To call “places” to the cast.

· To signal the lighting technicians to dim the house lights and bring up the stage lights.

· To signal for the curtain to be opened.

· To keep checking that the actors are in place for their entrances throughout the show.

· To cue lights, sound, and curtain as needed.

· To ensure smooth scene changes and to make sure that the actors are out of the way of the stage crew.

· To signal the cast that intermission is about to end.

· To check that props and scenery are in place for the next performance.

Question:
How many stage managers does it take to change a light bulb?

Answer:
That’s not your concern, it will be done by opening night.

Scene 2

Technical Positions

The Production Coordinator 

The producer is responsible for the "technical" aspects of a show. This is the person who coordinates the production and makes sure that everything the artistic interpretation of the show needs is available (within budgetary and practical limitation, of course). Accordingly, the producer approves or disapproves all expenses for a show. The producer must be somewhat familiar with all aspects of production and, hopefully, very familiar with most. The potential producer has worked in a variety of production areas with Players or with other groups.

Responsibilities of the Production Coordinator

· To meet with the director and prepare the budget for the show for board approval.

· To discuss needs for auditions with the director.

· To appoint the appropriate crew chiefs and meet with them to explain their duties and responsibilities

· To develop an understanding of the director's goals for the production.

· To work with the director and stage manager to secure audition and rehearsal space.

· To assist in any way at auditions and see that all volunteers have arrived and know their jobs.

Selection of Producers

The by-laws of Monroe Community Players do not provide for the selection of producers. Since the producer and the director must work closely together, however, the producer is often appointed by the director. In some cases, the producer has been appointed by the board before the director has been chosen.
· To make sure that the complete cast and crew list is compiled and distributed to all cast and crew.

· To provide the newsletter editor and publicity chairman with information about the cast and crew.

· To monitor and approve all expenditures and see that the established budgetary guidelines are followed.

· To keep in contact with the crew chiefs and make sure that they have enough help to complete their tasks.  Expense variances must be documented.
· To arrange for the ticket chairman to attend a rehearsal to sell tickets to the cast.

· To approve complimentary tickets as needed.

· To arrange for a truck for move-in and move-out.

· To make sure that the cast party is arranged. Then to see that everyone knows the date and location of the party.

· To make one last check with all the crews to make sure they have everything needed to put on the show.

· To see that everyone who works on the show is thanked.

· To work with the director and prepare a post-show report for the board and general membership.

Positions Appointed by the Producer

The producer appoints all “technical” positions for the production. These are the people who do not “create” for the stage but provide the necessary means for the designs to be fulfilled. Unless noted otherwise, the following positions are responsible to the producer.

Chief Electrician

The chief electrician is responsible for setting up the lights, sound equipment, and other electrical equipment needed for the show. This position requires a complete knowledge of wiring for the stage and how Players’ equipment is setup. In order to be a chief electrician, the candidate must have worked on several shows as a lighting and a sound technician.  At the Meyer Theater, their technical director is assigned this role.
Construction Chief

The construction chief is responsible for making sure that the show’s set is built in a manner consistent with the set designer’s interpretation. Though appointed by the producer, the construction chief has an obligation to communicate with the set designer in order to fully understand the needs of the set. The construction chief is responsible for appointing the construction crew.

House Manager

The house manager makes sure that the audience's needs are met by providing them with a clean, comfortable theatre and an efficient, friendly staff.

Responsibilities of the house manager:

· To appoint and train ushers.

· To see that the house is clean and restrooms have enough supplies.

· To see that programs are available and to assist in collating and folding if needed.

· To see that the audience has ample warning that the curtain is about to go up by flashing the house lights at 5 minutes prior to curtain and again at 2 minutes prior.

· To seat late comers as quietly as possible.

· To resolve any seating conflicts or other problems that may arise.

· To be familiar with the location of the first-aid box and the telephone.

Lighting and Sound Technicians

The lighting and sound technicians are responsible for operating the lighting and sound equipment during a show. They make sure that the lighting and sound for each scene matches the design established by the designers.  At the Meyer Theater, their technical director is assigned this role.

Responsibilities of the lighting and sound technicians:

· To assist the chief electrician in setting up the lighting and/or sound equipment.

· To be familiar with the equipment.

· To be familiar with the appropriate cues in the script.

Question:
How many lighting technicians does it take to change a light bulb?

Answer:
Lamp! It’s a lamp, dang it.

Prior to curtain at rehearsals and on show night:

· To make sure all equipment is set and in working order.

· To review cues again.

· To check and make sure that headsets are in working order so that stage manager's cues can be heard.

After the show:

· To make sure that all the equipment is turned off and ready for the next show.

At closing of the show:

· To assist the chief electrician in striking the equipment.

Makeup Application

This person applies, or assists cast members in applying, makeup. Makeup applicators are trained by the makeup designer.  This committee often handles the clean up of the makeup room.
Movers

Question:
How many prop people does it take to change a light bulb?

Answer:
Does it have to be a light bulb?

These people, most of whom have no lifting restrictions, move set pieces to the theatre from storage and back again at the close of the show.

Program Editor

The program editor is the person who is responsible for compiling and writing the cast biographies and making sure that everyone involved in the show is given credit in the program. Cover design and advertising in the program are handled by the Publicity and Promotions Committee.

Responsibilities of the program editor:

· To see that appropriate credit is given to author and others as dictated by royalty agreement with publishing house.

· To show final copy of program to both the director and producer for approval before printing.

· To see that copy for the program is given to the printer in time.

· To pick-up the completed program from the printer.

· To assist in the collating and folding of the program with the house manager and the ushers.

Properties Coordinator

Properties (also called props) are anything handled or used by the actors. Props include food but do not include furniture and other set dressing.

Responsibilities of the properties coordinator:

· To gather the props needed for the show.

· To be at performances and to manage handing out the props to the actors.

· To collect the props after the actors are finished with them.

· To check the props before and after each show to make sure they are in good repair.

· To maintain an inventory of items borrowed for the show.

· To see that all borrowed items are returned in good repair.

Publicity Coordinator

The publicity coordinator for a show works with the Publicity and Promotions Committee to make sure that the promotion of the show is consistent with the season promotions. In order to better handle publicity, the publicity coordinator should read the play and have an understanding of its premise and message. In addition to working with Publicity and Promotions, the publicity coordinator is encouraged to recruit as much help as possible.

Responsibilities of the publicity coordinator:

· To meet with the director and producer to determine the preliminary information required to properly promote the show (see the section “Show Publicity” for further information).  A timeline is attached to the production manual. 
· To arrange placement of the audition announcement in the "Bulletin" section of the Monroe Evening News no later than a week before the auditions. The audition announcement should automatically insure that the auditions are listed on the appropriate days in the daily "calendar" under the "For Everyone" heading.

· To arrange for the announcement of the names and roles of the cast members in area papers.

· To arrange with the photographers of area newspapers to come to a rehearsal the week before the show to take pictures.

· To develop articles and press releases for area newspapers.

· To develop posters and flyers to advertise the show and arrange for their distribution no later than two weeks prior to opening night.

· To make sure that all advertisements include a mention of Players’ membership in the American Association of Community Theater  and the Community Theatre Association of Michigan.

· To place ads promoting the show in area newspapers. Note: We are allowed the “church and charity” rate as customers in good standing with the Monroe Evening News.  
· To develop other forms of publicity for the show.  See timeline attached to the production manual.  
Ticket Chairman

Is responsible for orderly sale of tickets and assignments of seats.

Responsibilities of the ticket chairman:

· To appoint the box office staff for show nights.  This is typically the treasuer and his support team.
· To work with the season ticket chairman to make sure that season ticket holders have priority seating.

Act III

Publicity and Production Details
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Show Publicity

Publicity for the show is the concern of everyone in Players.  Publicity can also be complicated. The following information has been compiled by Players over the years to assist in undertaking this task.

Information needed for advertisements, flyers, posters, press releases, and public service announcements:

· Name of the play.

· Name of the playwright (author).

· Name of the publishing company that the rights of the play have been secured from.  Also be familiar with any conditions that the publishing company may have concerning publicity of the show.

· Name and location of the theatre.

· Show dates and times.

· Box office telephone number and the Player's hotline number (241-7900).

· Names and roles of the cast.

Potential Advertising Venues

Marquees

Many local businesses have small marquees and have placed our show information on them in the past. To take advantage of this, do the following:

· Contact the businesses listed for permission to do the same again.

· Print up the title, location, and dates of the play, and distribute this information at least one month prior to opening.

· Take some flyers to these businesses too!

Following is a list of companies that have promoted our shows in the past:

A-1 Tune-Up Center (241-4200)

Corner of Telegraph and M-50

Ed Harwood Buick (242-4000)

north of Frenchtown Mall on M-125

LaBoe Realty (241-4959)

South of K-Mart on North Monroe

Don't forget to include the businesses which display the ad in the list of acknowledgments in the show’s program.

Note:  Subway, K&K Car Care and Jefferson Schools will not display ads.

Monroe Public Access Cable Television (MPACT)

The MPACT studio is located at 20 West 5th street, suite 103.  Here you can get the forms that must be filled out to make announcements on the community access channels bulletin board. Fill these forms out at least four (4) weeks prior to opening night.

Arrange for director and some cast members to appear on the public access show "Monroe Live" at least six (6) weeks prior to opening. Provide them with a list of questions or comments that will best reflect the nature of the play.

Monroe Public Schools

If the play would be of interest to teachers for class assignments, or to elementary children (children's show), flyers and/or letters can be sent .  A mailing list of area high schools and middle schools is on the computer at the clubrooms.  For Monroe Public Schools, approval of flyers must be made by the administrative office.  Once approved, the listing of how flyers may be distributed is provided.  
Parochial and  Charter Schools may also be contacted. 
Media List
A media list of radios, TV and print media in the area is on the computer in the clubrooms.
Monroe County Library System
They will also post flyers at each branch library.  Send flyers/posters to the Ellis Reference Center for distribution.

Typical Production Schedule

Three months or more prior to production, the director and production coordinator:

· Recruit staff.

· Arrange for audition and rehearsal space (with stage manager).

· Check on scripts.

· Meet with publicity.

· Finalize the show’s budget and get board approval.

More than eight weeks before opening night the director and production coordinator:

· Meet with the staff.

· Set date, location, and time for auditions.

· Announce auditions (newspapers, mailing).

Eight to six weeks before opening night the director and production coordinator:

· Conduct auditions and casting.

· Fit cast for costumes.

· Hold weekly production meetings begin to make sure that publicity is under way posters/flyers and ads designed and sent out for printing; announced cast in paper; prepare other press releases; photos arranged.

· Begin compiling program (gather bio's from cast).

· Start off-site set construction.

· Begin to gather props (if not already started).

· Compile newsletter and send it to season ticket holders (inform them of cast and remind them of seat ordering procedures).

· Begin rehearsals!

Four weeks before opening night

· Season ticket holders order seats.

· Program is compiled, edited, and sent to printer.

· Rehearsals continue.

· Papers are contacted for photo shoot at rehearsals.

Three weeks before opening night

· Ticket sales begin to general public.

· Publicity is increased (posters/flyers are distributed, ads are placed in newspapers).

· Cast party plans are finalized.

Show week (one week before opening)

Sunday

· Move-in to the theatre occurs.

· On-site set construction begins.

Monday or Tuesday

· Technical rehearsal with lights, sets, props.

Wednesday

· Costumes and make-up.

· Curtain call practice.

Thursday

· Dress rehearsal.

· Everything is run as if it were opening night.

OPENING NIGHT!

See individual job descriptions for details.

After the closing performance:

· Strike the set.

· Move-out of the theatre.

· Actors, musicians, and crew return scripts (if rented). Scripts are returned to publishing house.

· All receipts are turned into producer.

By next board meeting

· Costumes, props, and other borrowed items are returned to owners.

· Thank you notes are sent to people who loaned us supplies.

· Staff evaluation occurs.

· Final report on expenses and attendance is given to the board.

Encore

“Great Job Everyone”
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Insert current by-laws here!
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Individual production plan

Communication project plan for Monroe Community Players

Considerations as planning:

What is our ongoing communication vision?  

Project Information including key personnel for production

Synopsis

Background

Target audience

Communications objectives

Strategies

Key messages

Risks and opportunities

Success measures

Suggested tactics

Action plan outline

Note:  Approvals for releases, flyers, grids, etc. must be made by member of production staff.

	8 weeks before


	Website info.

Audition release and add to MCP voice mail.

Community Calendars for auditions

Identify communication committee members.

Finalize plan and milestones.  

Track and document variances.

	7 weeks before


	Update MCP voice mail.

Poster design drafted.

Check into MPACT.

Group sales??

Be creative and innovative in how we promote.

	6 weeks before 


	Once cast, update with cast info onto website.

Draft flyer and any mailer.

	5 weeks before


	Window display and large poster.

Print poster.

Print flyers and mailers.

Followup for any special promotions.

Get any ads designed.

Draft and mail release for church news and service clubs.

	4 weeks before


	Grids for Comcast & Charter for public access cable.

Info to entertainment pages at various newspapers.

Finalize any picture/story for MEN and/or Blade.

Lock in print dates for ads in publications.

Pictures can be added to our website.  Schedule with cast.

	3 weeks before


	Community Calendars for production dates.



	2 weeks before


	Newspaper ads.

	Production week


	Newspaper ads.

	Post production  activity


	Thank you notes.

Finalize report for membership.

	
	


Operational Priorities for Monroe Community Players

	Jan
	Script committee for future seasons

Prepare semi-annual business partnership letters

	Feb
	Finalize shows and dates

Identify location(s) for seasons

Review Season Ticket Prices

Mail semi-annual business partnership letters

	Mar
	Confirm season and location

Finalize Ticket Price

	Apr
	Draft Ad Campaign Letter

Draft Season Brochure

Update database for labels and letters (ongoing)

Nominations for Board

	May
	Mail Ballots

Finalize Ad Campaign Letter

Finalize Season Brochure

Schedule meeting for director’s for next season

Organize float committee for fair parade

Collect data for annual financial report

	June
	Print Ad campaign letter

Print season brochure

Renew non-profit mailing permit

Board Election

Annual Financial report at annual meeting

	July
	Volunteer appreciation event

Mail ad campaign early in month
Mail Season brochure (non-profit rate)

	August
	Layout program ad display

Monroe County Fair parade

Prepare semi-annual business partnership letters

	Sept
	Initialize and print program ad display

Mail semi-annual business partnership letters

La-Z-Boy Grant (reviewed March, June, Sept, Dec.)

	Oct
	Plan holiday party

Parade committee for holiday parade

	Nov
	Holiday parade

Finalize holiday party

	Dec
	Holiday Party
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