CHECKLI ST FOR PRESENTI NG A PERFORMANCE

Contract signed

Contract reviewed for technical needs

Tech peopl e arranged for (auditorium

Audi t orium date confirmed

Extra auditorium dates rel eased

Conplete artist's technical questionnaire

Speci al stage or sound requirenents noted and arranged for
Arrange for insurance for auditorium

Prepare copy for program or insert

Arrange printing of program or insert

Arrange for performance hall for educational conponent
Arrange for instruments, technical, etc. for education
Arrange for security for education
Arrange for insurance for education

Patron party sponsor secured

Patron party site chosen

Patron party catering arranged

Host s/ host esses for patron party arranged
Prem unms for "special guests" obtained

Posters for performance printed

Posters distributed and hung

Fl yers prepared and printed

Fl yers distributed through avail abl e systens

Print media press release witten and numil ed

Press conmps for individual performance nmil ed

Follow up calls to press

El ectronic nedia materials produced and distributed
Radi o

o Tel evi si on

Print ads produced

Print ad space reservations nade

Local newspaper

. Regi onal newspaper (s)

Speci al interviews arranged (phone, etc.)

Di stribute any special conps for this single performance

Prepare comp list if required

Arrange artist trave
Air, etc.
Ground transportation
To and from airport
o Wt hin Lafayette
___ Tours, etc. desired
Arrange | ocal accommmodati ons
Arrange any special private dinners, etc.

Confirminsurance
Audi t ori um perfornmance
Educati onal conponent



Confirm security
Audi torium
_ Educati onal conponent
Secure technical staff
Audi t ori um
. Educati onal conponent
Secure special tech or instrunents
Arrange for traffic control at auditorium
Arrange for ushers at auditorium

Pi ckup printed prograns and deliver to ushers (auditorium

Pick up artists at airport

Settle artists into hote

Conduct press neeting, if any

Deliver artists to rehearsals

Revi ew programwith tech staff (curtains, etc.)
Have our technical troubl eshooter on hand

Patron party food/drink set

Patron party serving staff set

Patron party hosts/hostesses set

Patron party security set (if necessary)

Deliver artists to performance

Per f or mance

Transport artists from performnce to patron party
Patron party

Cl ean up

Sigh and wait for next tine

Follow up letters to artists and agents
Thank you letters to volunteers and patron party sponsor
Settlenment at facility and final audit



