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	AFTER PLAY CHOOSING
	

	
	Email webmasters with an image for the play, a character list and a brief synopsis of the plot.
	

	
	BEFORE AUDITIONS
	

	
	Email character notes, audition pieces and other docs to webmasters.
	

	
	Create and print off audition sheets, buy name badges and pens.
	

	
	Assemble audition panel, to include at least one committee member.
	

	
	AFTER AUDITIONS AND CASTING
	

	
	Email the cast list to the webmasters.
	

	
	Create a schedule and email it to the group secretary and chair to check for potential clashes.
	

	
	[bookmark: _GoBack]Update the Woodhouse Calendar: woodhouse.diary@gmail.com. Password: diary2015
	

	
	Inform membership secretary of your first read-through date and give them your cast contact details.
	

	
	Get a crew together (make sure you have light and sound operators for both weekends. Ask relevant set builders about their availability).
	

	
	Schedule a production meeting.
	

	
	Make contact with BSL Interpreter Martin Austick. Email him your script and arrange which performances/rehearsals he will come to.
	

	
	Produce a synopsis of your play for flyers. Include times/dates. Find a poster/flyer designer and start working on this.
	

	
	TWO WEEKS BEFORE THE SHOW THAT IS BEING PERFORMED BEFORE YOU
	

	
	Ask your cast to volunteer to do Front of House duties for the upcoming show.
	

	
	If your flyers are ready, arrange for them to be on the seats of the upcoming show.
	

	
	AFTER THE SHOW BEFORE YOU HAS ENDED
	

	
	Ask your cast to help with the get out.
	

	
	Start building your set.
	

	
	Ask group Publicity Officer to set up Facebook event and invite people. Encourage your cast to do the same.
	

	
	When posters are ready, start distributing these.
	

	
	Start listing your show on listing websites. Book a reviewer (if wanted).
	

	
	FOUR WEEKS BEFORE SHOW
	

	
	Write press release and send to group Publicity Officer.
	

	
	THREE WEEKS BEFORE SHOW
	

	
	Start flyering on Saturday mornings/other appropriate times.
	

	
	Arrange for your lighting and sound designers to attend a full run-through (or two rehearsals with one half each).
	

	
	TWO WEEKS BEFORE SHOW
	

	
	Tell cast ticket sales are low and badger them to get people to book.
	

	
	Liaise with lighting designer about cabling up lights.
	

	
	Finish set.
	

	
	Plan elaborate after-show party. Work out a venue.
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