	PRODUCTION CHECK LIST



	PUBLICITY

	TIMELINE
	COMPLETED

	Read and Analyze play; take notes
	
	

	Mark script / take notes
	
	

	Research style

· Of play
· Theme for posters (not necessarily from play)
	
	

	1st crew meetings 

· get contact information

· handout production packet

· schedule additional meetings
· brainstorm gimmick
	
	

	Production contracts due
	
	

	Submit rough poster design
	
	

	Write cover letter to be sent with posters
	
	

	Get final poster design
	
	

	Decide on  t-shirt design
	
	

	Collect crew lists and necessary bios
	
	

	Collect t-shirt sizes
	
	

	Order t-shirts
	
	

	Design Program

· play / author background

· time period background
· cast/prod team/prod  crew names
· director’s note
· district/bldng administration names
· theatre parent info / subscriptions
· advertisements / flyspace
· other (see voss)
	
	

	Organize advertising  gimmick
	
	

	Make and hang large poster banners 

· commons and long hallways  (5)
	
	

	Pick up printed poster
	
	

	Mail  cover letter and posters to in and out -of-district  schools and other establishments
	
	

	Hang  posters in  school
	
	

	Distribute Complimentary Tickets
	
	

	Check program for accurate bios /crew listings
	
	

	Begin in-school announcements
	
	

	Perform  Advertising gimmick
	
	

	Begin selling tickets
	
	

	Strike Publicity

· Write  and send THANK YOU’s

· Remove posters / banners

· Take down / return  Marquee sign and letters

· Clean and organize box office
	
	


