	PRODUCTION CHECK LIST



	PRODUCTION STG MNGR

	TIMELINE
	COMPLETED

	
	
	

	Read play 
	
	

	Prepare prompt book

· Mark/divide by Act & Scenes

· Mark/divide by songs (musicals)

· Mark potential cues

· Dividers per tech area
	
	

	Decide/Post Tech positions (per discussion with director)
	
	

	Prepare Tech Folders:

· Script

· Prod. Team /crew lists including contact info

· Prod. Calendar

· Prod. Packet

· Set Design/floor plan
	
	

	1st Production meeting
· handout tech folders
· discuss roles/responsibilities
· discuss play, background, concept
	
	

	Production contracts due
	
	

	Collect t-shirt money
	
	

	Reorganize/replenish stage manager kits
	
	

	Hold Production Meetings
	
	

	Attend set/paint crew nights
	
	

	Write production reports weekly & distribute
	
	

	Review light/sound cues and record in script
	
	

	Check program for accurate bios & ALL prod team/crew listings
	
	

	Attend run-throughs of show
	
	

	Technical Rehearsal

· Dry Tech – run light/sound cues in order
· Wet Tech – run a cue to cue with lights, sound and cast
	
	

	Dress Rehearsals – call show
	
	

	Strike House

· Clean  tech booth

· Reorganize stage manager station
	
	


