Concert Checklist





Paperwork Copies to Director File/Event Coordinator File


____	Box Office - review manifest before on-sale


____	Event Fact Sheet


____	Event Fact Sheet Revision


____	Advance Sheet


____	Stagehand Call Sheet


____	Event Changeover Information


____	Changeover Worksheet - turned back in after


____	Weekly Event Reports


____	House Staff Deployment/Early Assignments


____	Concourse Map of Novelty, Concessions Locations, Doors, Barricades


____	Concert Checklist


____	Post-Event Critique


____	Building Damage Check Sheet





Changeover


____	Stage built to proper dimensions and in proper location.


____	Material for wings placed on side of stage.  Do not build wings unless approval 	has been given.


____	House barricade if being used in front of house but out of way.


____	Material for mix platform in place.  Normally mix platform can be built during 	changeover, but always check first.


____	Loading dock clear both inside and out.  Clear access from dock to stage plus 	truck entrance storage area.


____	Proper seats pushed in.


____	Two tables, four chairs, and one trash can in Production Office.


____	Catering area set up.


____	Stage steps according to rider.


____	Proper number of chair carts on floor and out of way.


____	Scoreboard and speaker cluster raised high enough so that they do not interfere 	with rigging.


____	Four trash cans around stage, one at mix location, and bike rack (four sides set to 	store out of way).


____	Dressing room hallway cleaned.
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Prior To Doors


____	All cables covered in audience area.


____	All exits open as required by code.


____	Scoreboard lowered to position that maximizes its visibility without creating 	sound 	problems.  Check with act’s production manager.


____	Railings in proper location and properly secured.


____	Rows and seats properly lettered and numbered.


____	Check house staff deployment against show-ups.


____	Check nurse schedule and attendance.


____	Check police schedule and attendance.











