	PRODUCTION CHECK LIST



	COSTUMES
	TIMELINE
	COMPLETED 

	Read and Analyze play and characters; make notes
	
	

	Research time period / style
	
	

	Take actor measurements
	
	

	1st crew meetings 

· get contact information

· handout production packet

· schedule additional meetings
	
	

	Production contracts due
	
	

	Make costume plot
	
	

	Pull stock costumes  
	
	

	Contact  other in-district  schools
	
	

	Begin out-of-district  costume searches
	
	

	Rent , make or buy all costumes not found otherwise
	
	

	Label  & Record all Costumes:

· inside cost: location costume’s from

· inside cost & hanger: character / actor
	
	

	Costume Parade
	
	

	Prepare  dressing rooms 

· label actor/character mirrors and racks

· clean  / organize rooms
	
	

	Tech Rehearsal

· Run and time all  quick changes
	
	

	Dress Rehearsals

· Wash / press  costumes
	
	

	Strike Costumes

· Clean  dressing rooms top to bottom

· Clean  borrowed and stock clothes

· Return stock costumes to cabinets
	
	

	Return  borrowed clothes  with THANK YOUs
	
	


