Stage Management Reminder List
· Please be sure the Main Drama Office and the Production Office have all your contact information.

· A contact sheet must be available by the end of the first week of rehearsal, In addition to actors/director/designers copies need to be distributed to – Production Office, Main Office:  Sue Bruns, Kathryn Burch, Terry Bleifuss - PR, Katie Frisbe – development, design advisors and other faculty advisors, Costume Shop and Scene Shop.
· You have a mailbox in the Production Office that you should check daily for messages.
· The stage Manager is responsible for obtaining rehearsal props for the 1st rehearsal. You should consult with the designer but you must pull the props and transport them to the rehearsal space.

· Use only tempura paint to layout the floor in theatres and rehearsal rooms.

· Rehearsal props and furniture must be put away after each rehearsal and the room restored to the classroom configuration.

· Place trash receptacles outside the studios at the end of the evening and have the cast assist in picking up their trash, water bottles etc. at the end of each rehearsal.

· Notes are to be sent after each rehearsal to the distribution list – see Contact Sheet information.

· Please follow lockup procedures for each space.

· Contact the crew at least three weeks prior to the first tech rehearsal.

· When contacting crew, let them know they must see a run-through before tech and give them options for when they can see a run-through.

· Paint must be removed from the rehearsal floor no later than 48 hours after moving into the theatre.

· You will be responsible for purchasing perishable items during the run of the show. Save your receipts and get a Petty Cash Reimbursement  from Anne.
