
Worksheet 1 - Show Info

 Show Name:______________________________________________

 Where:__________________________________________________________________

 When:___________________________________________________________________

 Producer:____________________________

! Media (Social, Print, Air, Grassroots) Marketer:____________________________

! Graphic Designer:____________________________

 Production Manager:____________________________

! Liaison:____________________________

! Contact(s):_______________________ ______________________

 Stage / Floor Manager:____________________________

 Board Operator:____________________________

 Show Order

1. __________________________________ Director:____________________________

2. __________________________________ Director:____________________________

3. __________________________________ Director:____________________________

4. __________________________________ Director:____________________________

5. __________________________________ Director:___________________________

 Master of Ceremonies:____________________________

! Barker:____________________________

 Videographer:____________________________

! Editor:____________________________

! Streamer:____________________________

 Sound Designer:____________________________

! Recorded SFX:____________________________

! Foley Master:____________________________

" Foley Artist:____________________________

" Foley Artist:____________________________

" Foley Mixer:____________________________

! Musical Director:____________________________

" Musician:____________________________

" Musician:____________________________
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When:_____________________________________________________________________________________

 Producer:__________________________________________________________

! Meeddddiaiaiaiaia (((((SSSSooocciaiaial,l,l, PPPrrriiintntnt, A, A, Aiiirrr,,, GGGrrasasassssrrroooooottttsss))) MMMaaarrrkkkeeekkk tteeetttttt rr:____________________________________________

!! GGGGGrrraaaphphphiiiccc DDeeDDDDDD ssiigngngneerr::__________________________________________________________________

 PPPrrrrooooodududududucccttiioonnn MMMaannaaaggggeeerrr::______________________________________________________________________________________

!!! LLLiaiaiaisssooonnn:::____________________________________________________________________

! CCCooontntntantnt ct(s)))::_________________________________________________________________ ______________________________________________________________

   SSStatt gggeee / FFFloorrr Manager:______________________________________________________________________________________________________________________

 BoBB ard Od Od Operatooott r:__________________________________________________________________________________________________

   SSShhhow OOOrrrdddererer

1... __________________________________________________________________________________________ DDDireeecccttttooooott rr:::______________________________________________________________________

2. __________________________________________________________________________________________ DDDireccctttttoooootttttttttt rrrrr:____________________________________________________________________

3. __________________________________________________________________________________________________________ DDDDDirreecccctttttoooottttt rrrrr:__________________________________________________________________

4. ____________________________________________________________________________ DDDDDiiiiirrrreeeeeccccctttttootttt r:__________________________________________________________________________________

555. ____________________________________________________________________________ Directott r::_______________________________________________________________________________________________

 Mastett rrrr ofofofofof Ceremomomomomomomonnnnies:____________________________________________________________________

! BBBaBB rkekk rrrr:::::__________________________________________________________________

   Videoggggrraaaaaphphpher::____________________________________________________________

! EEEEEditott rrr::::____________________________________________________________

! SSSSStttttreammmmmeeerrrrr:________________________________________________________________________________________

   Sooound DDDeeeeeDDDDDDD sssiiiiigngngngngner::::______________________________________________________________________________________________________________

! ReReReReRecccooooorrrdddeddddd SSSSSSFFFFFFX:X:X:X:X:X:__________________________________________________________________________________________________

!!!!! Foleleleleleyyyyy MMMMMasasasasasttteeeeettttt rrrr::::____________________________________________________________________________________________________________

" FFFFoooooleleleleyyyyy AAAAArrtttisssstttt:____________________________________________________________________________________

"""""" FFFFFoooooleleleleyyyyyy AAAAArrtissstttt:______________________________________________________________________________________________________________

""""" FFFFFooooleleleyyyyyy MMMMMMixeeexx rrr::__________________________________________________________________________________________________

!!!! MMMMMMuuusssssiiicccalalal DDDDiiiiirrrrreeeeeccccccttttttoottt rrrr:________________________________________________________________________________________________________

""""" MMMuuusssiiiccccciaiaiaiaian:::____________________________________________________________________________________________________________

""" MMMMMMMuuuusssiiiicccccciaiaiaiannnn:::________________________________________________________________________________________________________



 Sales Table Manager:____________________________

 Friday

! Set up crew

1. ____________________________

2. ____________________________

3. ____________________________

4. ____________________________

! start - 12 pm

1. ____________________________

2. ____________________________

! 12 pm - 3 pm

1. ____________________________

2. ____________________________

! 3 pm - 6 pm

1. ____________________________

2. ____________________________

! 6 pm - end

1. ____________________________

2. ____________________________

 Saturday

! start - 12 pm

1. ____________________________

2. ____________________________

! 12 pm - 3 pm

1. ____________________________

2. ____________________________

! 3 pm - 6 pm

1. ____________________________

2. ____________________________

! 6 pm - end

1. ____________________________

2. ____________________________

 Sunday

! start - 12 pm

1. ____________________________

2. ____________________________

! 12 pm - 3 pm

1. ____________________________

2. ____________________________

! 3 pm - 6 pm

1. ____________________________

2. ____________________________

! Take down crew

1. ____________________________

2. ____________________________

3. ____________________________

4. ____________________________
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Worksheet 2 - Script Info

 Script Title:____________________________________________

 Producer:_________________________________________

! Media (Social, Print, Air, Grassroots) Marketer:____________________________

! Graphic Designer:____________________________

 Director:_________________________________________

 Author:_________________________________________

! Inspired by/Adapted From:_________________________________________

 Cast

Character Actor Mic Understudy

 Sound Designer:_________________________________________

" Recorded SFX:_________________________________________

" Foley Master:_________________________________________

 Foley Artist:_________________________________________

 Foley Artist:_________________________________________

 Foley Mixer:_________________________________________

" Musical Director:_________________________________________

 Musician:_________________________________________

 Musician:_________________________________________

 Videographer:_________________________________________

" Editor:_________________________________________
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! Media (Social, Print, Air, Grassrootsss)) MMaarrkkeekkk tteett rr:::__________________________________________

! Graphic DeDD signer:__________________________________________________________________________

 Directott r:___________________________________________________________________________________________________________________________________

 Author:_________________________________________________________________________________________________________________________________________________

! Innnnnnssssssppppiiiirrreeeed bd bd byyyy///yyyy AAAdddaaapppptttteeetttt dddd FFFrrromomom:::___________________________________________________________________________________________________

 CaCaCaCaCaCaCaststststst

CCChaaarrracter AAAActorororororor MMMMicicicic UUnUUUU derstuuudydydydy

 Sooounununddd DDDeDD ssssiiiigngngngngneeeeerrrrr::__________________________________________________________________________________________________________________________________

"" ReReRecccooordeeeeedddd SSSSSSFFFX:X:X:X:X:X:______________________________________________________________________________________________________________________________________________________________________

""" FFFFooooleleleleyyyy MMMMasasasasttttteeeettt rrrrr:_______________________________________________________________________________________________________________________________________________________

   FFFoooleleleyyyy AAArrrrrtttttiisssssttttt::::______________________________________________________________________________________________________________________________________________________________________

   FFFFoooleleleyyy AAArrrtttiiisssttttt:::::______________________________________________________________________________________________________________________________________________________________________________________________

    FFFooooleleleleyyy MMMMixxeeexxxxxx r:___________________________________________________________________________________________________________________________________________________________________________

"""" MMMuuuussiiiiccccalalalal DDDiiirrreeeeccctttooootttt rrr::::___________________________________________________________________________________________

    MMMMuuussssiiiicccciaiaiaiannnn::::__________________________________________________________________________

    MMMuuuusssiiiicccciaiaiaiannn::::________________________________________________________________________________________________________________

 ViViViViViddeoggrraphphphpheeeerr:__________________________________________________________________________________________________

" EEEEEEddditott r:___________________________________________________



 Director�s Notes

Line # Note Character
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Worksheet 3 - Tech Assignments

 Show Name:______________________________________________

 Board Operator:____________________________

! Foley Board Operator:____________________________

! Light Board Operator:____________________________

! Recorded SFX Board Operator:____________________________

 Location Tech Contact:____________________________

! Location Techs:

___________________________

___________________________

___________________________

___________________________

 Videographer:____________________________

! Editor:____________________________

! Streamer:____________________________

 Load In

1 ___________________________

2 ___________________________

3 ___________________________

4 ___________________________

5 ___________________________

6 ___________________________

 Stage Setup

1 ___________________________

2 ___________________________

3 ___________________________

4 ___________________________

 Foley Setup

1 ___________________________ 2 ___________________________

 Wiring Setup

1 ___________________________

2 ___________________________

3 ___________________________

4 ___________________________

 Music Setup

1 ____________________________

 Speakers / Lights Setup

1 ___________________________ 2 ___________________________

 Front of House Setup

1 ___________________________ 2 ___________________________

 Load out

1 ___________________________

2 ___________________________

3 ___________________________

4 ___________________________

5 ___________________________

6 ___________________________
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! Foley BoBB ard Operaaattoooootttt rrrrrrr:::::______________________________________________________

! Light BBBBBBooooooBBBB aaaaarrrrd Od Od Od Od Od Od Od Opppeeerrraaatttooootttttt rrrr::____________________________________________________________________

! RRRRRRReeeeRRRRRR ccccoooorrrdddeeeddd SSSFFFXXX BBBoooBBBB aaaarrrrd Od Od Od Opppeeerrrraaatttoott rrr::::__________________________________________________________________

 LLLLLooooooLLLLLL ccccaaaattttiiioooonnn TTTTeeeeccchhh CCCCoooontntntntaaaantntntntntnt ccctt::________________________________________________________________________________

!!! LLLoLLLLL cccaaatttiiiooonnn TTTTeeeccchhhs:s:s:

_________________________________________________________

_____________________________________________________________________________

_____________________________________________________

_______________________________________________________________________

 Videogggrraphphpher:____________________________________________________________________________________________________________

! Editooott rrrrr::::________________________________________________________________________________

! SSSttttrrrrreaeaeaeaeammmmer:______________________________________________________________________________

   LoLL aaad In

1 _1 _1 ___________________________________________________________________________

2 _____________________________________________________________________________

3 _3 _3 _________________________________________________________________________

4 _4 _4 _4 _4 ___________________________________________________________

5 _5 _5 _5 _5 _5 _________________________________________________________________

6 _6 _6 _6 ___________________________________________________________________________

 Statt ge SSSSSeeeeetup

1 _1 _1 _____________________________________________________________________

2 _2 _2 ___________________________________________________________________________________________________

3 _3 _3 _________________________________________________________________________

4 _4 _4 _4 _4 _4 _4 _____________________________________________________________________

   Foley Setutututututupppp

1 _1 _1 _________________________________________________________________________________________________________ 2 _2 _2 _2 _2 _2 _________________________________________________________________________________

   WiWiWiringngngngngng SSSSSSeeeetutututututupp

1 _1 _1 ___________________________________________________________________________________________________________

2 _2 _2 _2 ___________________________________________________________________________________________________________

3 _3 _3 _______________________________________________________________________

4 _4 _4 _4 _4 _4 _4 ___________________________________________________________________

   MMMMuuuussssiiiccc SSSeeeetututututuppppp

1 _1 _1 _1 ______________________________________________________________________________________________________________

    SSSSppppeaeaeaeakkkkeeeekkk rrrsss //// Lighghghttttssss SSSSSeeeeetutututupppp

1 _1 _1 _1 _________________________________________________________________________________ 2 _2 _2 _2 _2 _2 _________________________________________________________

  FFFroontntntnt ofofofof HHHHooouuuusseeee SSSSeeeetututuppppppp

1 _1 _1 _1 ___________________________________________________ 2 _2 _2 _2 _____________________________________

 LLLLLLoLLL ad out

1 ___________________________________

2 ___________________________________________

3 ___________________________________

4 _4 _______________________________________

5 _______________________________________

6 _6 _6 ___________________________



Worksheet 4 - Panels

 Panel Name:______________________________________________

! Where:_____________________________________________________

! When:_____________________________________________________

! Topic:_____________________________________________________

! Moderator:____________________________

! Speakers

____________________________

____________________________

____________________________

____________________________

! Outside of rehearsal meeting time

" Where:_______________________________________________

" When:________________________________________________

Not all of these items will be needed or available for every show and each sheet should be tailored to

the performance. But if the director gives a direction it should be put here, in clear concise language. If

there�s something that needs to be remembered, it should be listed here. ALL NEEDED

INFORMATION should be kept here.

Email updates should be sent out to all cast and crew about changes made. Emails of cast and crew

can be found on the Google Sheet for ARTC Contacts. Floor Managers must have access to this

document. If you don�t please ask for the document to be shared with you. Changes include, but are

not limited to:

 when casting is done

 when rehearsal is moved

 when collecting badge information

 when call time is decided

 when technical assistant duties are assigned

Try to keep people informed without overwhelming their inbox.
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! When:_______________________________________________________________________________________________________

! Topic:_____________________________________________________________________________________________________________________________

! Mooooooddddddeeeeeerrratatatatorororor:_:_:_:__________________________________________________________________________________

!!!!! SpSpSpeaeaeakkkeeersrsrs

______________________________________________________________________________________________

______________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________

! Ouuutsidddeeeeee ooooofffff rehearrrrrsssssaaal mmmmeeeeeeeeeeeeeetttttiiingngngngng tttttiiiiime

" WWWWWWWhere:_:_:_:_:_________________________________________________________________________________________________________________________

" WWWWWhenn:_:_:_:_:_:_:______________________________________________________________________________________________________________________

NNNotototot aaall oof ttthese itii emmmssss will bbbeeeee neededdd oooorrrrr aavailable fe foor everyrr shhhhhooooowwwww andnd eaeaeaeaccchhhhh ssshhhheeeeeeeeeetttt ssshhhhooouuulllddd bbbeeee ttailored to

ttthhheee pppeeerrrfffooorrrmmmancecece. Buuttttt iifffffiiiii the ddddiiiiirrrrectorrrrr ggggiiiiivvviiii es a dddddiiiiirrrrrececececectttttiiiiioooooiiiiiiiii nnnnn iiiiitttttiiiiiiii ssshhhhhooooould beeeee pupupupuputtt herrrreeee,,,,, in cccclllleaeaeaeaearrr cccooonnnnccciiissseee langnguage. If

ttthhheeerrreee���s ss ss s�� ommmeeethhhiiingngng tttthhhhhaaaaattt neeeeeeeeeedds tototototo bbbbbe rreeeeeemmemmmmbbbeered,,, iiiiitttttiiiiiii ssssshhhooooouuuuulld bd bd bd bd bd bd beeeee lililisstteeeeed hd hd hd hd heeeerrrreee... ALL NEEDED

IIINNNFFFOOORRRMMMAAATTTIIIOOONNN should bd bd bd bd bd beeeee kekk pppppttt hhhhheeeeeerre.e.e.e.e.e.

EEEEmmmaaililil upupupdddaaattteees ss ss shhhooouuuullld bd bd bd bd beee seeeeennnt ot ot ot ot ouut tt tt tt tt tooooo allllllll cacacacacasssssttttt aaaandndndndndnd ccccrrrreeeewwwww aaaabbboooouuuuttttt cccchhhaaaangngngngngeeeess mmmmaaaadddddeee..... EEEmmmmaaaailililililss oooofff cacacacast and crew

cacacacan bn bn bn be fe fe foooununund ooon thhe Ge Ge Ge Ge Ge Ge Goooooooooogggllleee ShShShShSheeeeeeeeeettttt fffffoor AAARRRRRTTTTRRRRRR C CC CC CC CC CC Contacts. Floooooooooorrrrr MMMMMMaaaaannnnaggggeeerrrrrssss mmmmmmmuuuussstttt hhhhhhaaaaavvvvvve ae ae ae ae ae ae ae acccccceeessssssss to this

dddooocccuuummmmeeennnttt. Iffff yyyooou du du dooooonnn��ttt������ ppppplllleaeaeaeaease ae ae ae ae assssskk fffffor tthhhhheee ddddooooocccccuuuuummmmmeeeeennnnnt tt tt tt tt tooooo bbbbbeeeee sssssshhhhhhaaaarreeeedd wwwwwiiitttttiiiiii hhhh yyoooouuuu.... CCCCCChhhhhhhaaaaaangngngngngngeeeesss include, but are

notototot lililimmmiittttiiiii eeeedddd totototo:::

 wwwwhhhheeennn cacacacassstttiiingngng iiisss dddoooonenenenenene

   wwwwhhhheeennn rrreeeehhhheaeaearrrsssaaalll iiiisss mmmoooooovvvvvededededededed

 wwhhheeennn ccccoooollllllecececectttiiiingngngng bbbbaaaadgdgdgeee iiinnnnffffffooooorrrrrmmmmaaattttiiiionononononiiiiii

      wwwhhhheeennnn cacacacallllll ttttimmmmeeee iiisss ddddececececiiiiddddiiiiiiii edededed

 when ttecececechnhnhnhniicacacacaii ll aaaassssssssiiiissssttttaaaannnntttt dudududududuttttttiiiiieeeeeiiiiiiii ssssss aaaarrrreeee aaaassssssssssssiiiiigngngngngngniiiiiiii edededededed

Try to keep pp pp pp peoeoeoeoeopppllee infooooff rrrmmmmeded wwwwiiiittthohohout ooovvveeerwwwwrrrr hehehehelmmmiingngngng ttttheheheheiirrr iiinbnbnbnboooox.x.x.x.


