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Concert Timeline

Performance:       
Ensemble:       
Date of Performance:       
9 Months Prior
 FORMCHECKBOX 
  Assign tasks and responsibilities       
 FORMCHECKBOX 
  Select theme for performance       
 FORMCHECKBOX 
  Select repertoire for performance       
 FORMCHECKBOX 
  Create songbook       
6 Months Prior (or beginning of school year)
 FORMCHECKBOX 
  Select date for performance and get date on the school calendar       
 FORMCHECKBOX 
  Selected title for the performance       
 FORMCHECKBOX 
  Arrange ensembles by class       
 FORMCHECKBOX 
  Create student / parent agreement form       
 FORMCHECKBOX 
  Create practice CD       
 FORMCHECKBOX 
  Distribute songbook       
 FORMCHECKBOX 
  Create performance CD       
 FORMCHECKBOX 
  Choose and confirm narrator       
 FORMCHECKBOX 
  Choose set design       
 FORMCHECKBOX 
  Select lighting options for performance       
 FORMCHECKBOX 
  Choose costumes based on theme and selection       
 FORMCHECKBOX 
  Create budget       
 FORMCHECKBOX 
  Arrange for funding       
 FORMCHECKBOX 
  Write Narration and Sequence       
 FORMCHECKBOX 
  Begin rehearsing music       
 FORMCHECKBOX 
  Start process of selecting support staff (if needed)       
 FORMCHECKBOX 
  Order supplies from warehouse (i.e. risers)       
3 Months Prior
 FORMCHECKBOX 
  Select date and times for dress rehearsal       
 FORMCHECKBOX 
  Create program template       
 FORMCHECKBOX 
  Create floor plan       
 FORMCHECKBOX 
  Create power cord plan       
 FORMCHECKBOX 
  Create cable plan       
 FORMCHECKBOX 
  Create flyer for performance       
 FORMCHECKBOX 
  Create poster for performance       
 FORMCHECKBOX 
  Continue to rehearse music       
 FORMCHECKBOX 
  Choose sequence music       
 FORMCHECKBOX 
  Complete process of selecting support staff       
 FORMCHECKBOX 
  Acquire tapes for the digital video recorder       
 FORMCHECKBOX 
  Prepare PowerPoint Presentation (if needed)       
 FORMCHECKBOX 
  Reserve projector for PowerPoint Presentation       
 FORMCHECKBOX 
  Reserve Digital Video Recorder       
 FORMCHECKBOX 
  Acquire set and decorations       
 FORMCHECKBOX 
  Acquire costumes       
1 Month Prior
 FORMCHECKBOX 
  Print flyers for the performance       
 FORMCHECKBOX 
  Print and display posters for the concert       
 FORMCHECKBOX 
  Choose prelude music       
 FORMCHECKBOX 
  Choose interlude music       
 FORMCHECKBOX 
  Create sequence CD       
 FORMCHECKBOX 
  Create prelude and interlude CD       
 FORMCHECKBOX 
  Ensure inventory supplies the power cord plan and cable plan       
 FORMCHECKBOX 
  Ensure inventory supplies all equipment needed for performance       
 FORMCHECKBOX 
  Ensure support staff is prepared to be present for performance       
 FORMCHECKBOX 
  Acquire any necessary equipment       
 FORMCHECKBOX 
  Meet with support staff faculty advisors       
 FORMCHECKBOX 
  Start to put together the reserved seat list       
 FORMCHECKBOX 
  Finalize PowerPoint Presentation       
 FORMCHECKBOX 
  Send home reminder notice to parents       
 FORMCHECKBOX 
  Communicate important dates with After-School Program       
 FORMCHECKBOX 
  Ensure all set and decorations have been acquired       
 FORMCHECKBOX 
  Ensure all costumes have been acquired       
2 Weeks Prior
 FORMCHECKBOX 
  Print programs       
 FORMCHECKBOX 
  Label all cords, cables and supplies       
 FORMCHECKBOX 
  Set-up all equipment and check for malfunctions       
 FORMCHECKBOX 
  Rehearse with lighting, sound and camera technicians       
 FORMCHECKBOX 
  Prepare reserved seating signs       
 FORMCHECKBOX 
  Prepare “Emergency Exit Only” signs (outside)       
 FORMCHECKBOX 
  Prepare “Emergency Exit Only” signs (inside)       
 FORMCHECKBOX 
  Prepare “Do Not Enter” signs       
 FORMCHECKBOX 
  Prepare all other signage       
 FORMCHECKBOX 
  Prepare sign-in sheets       
 FORMCHECKBOX 
  Make arrangements for chairs to be set-up       
 FORMCHECKBOX 
  Double check arrangements for projector and screen       
 FORMCHECKBOX 
  Double check arrangements for digital video recorder       
 FORMCHECKBOX 
  Send home reminder notice to parents       
 FORMCHECKBOX 
  Check flashlights and desk lamps for malfunction       
1 Week Prior
 FORMCHECKBOX 
  Start to set-up the set and decorations       
 FORMCHECKBOX 
  Ensure all support staff team members are ready for performance       
 FORMCHECKBOX 
  Print reserved seating signs       
 FORMCHECKBOX 
  Print “Emergency Exit Only” signs (outside)       
 FORMCHECKBOX 
  Print “Emergency Exit Only” signs (inside)       
 FORMCHECKBOX 
  Print “Do Not Enter” signs       
 FORMCHECKBOX 
  Print all other signage       
 FORMCHECKBOX 
  Print sign-in sheets       
 FORMCHECKBOX 
  Prepare audio recording files       
 FORMCHECKBOX 
  Send home reminder notice to parents       
Day of the Performance
 FORMCHECKBOX 
  Set-up all equipment (lighting, sound, cables, cords)       
 FORMCHECKBOX 
  Set-up projector and screen for PowerPoint Presentation       
 FORMCHECKBOX 
  Set-up digital video recorder       
 FORMCHECKBOX 
  Perform dress rehearsal (in school)       

 FORMCHECKBOX 
  Send home reminder notice to parents       
 FORMCHECKBOX 
  Finalize all set preparations and decorations       
 FORMCHECKBOX 
  Acquire emergency supplies (if needed)       
 FORMCHECKBOX 
  Ensure chairs get set-up       
 FORMCHECKBOX 
  Post reserved seat signs and ribbons       
 FORMCHECKBOX 
  Post “Emergency Exit Only” signs (outside)         

 FORMCHECKBOX 
  Post “Emergency Exit Only” signs (inside)       
 FORMCHECKBOX 
  Post “Do Not Enter” signs       
 FORMCHECKBOX 
  Post all other signage       
 FORMCHECKBOX 
  Set-up Welcome Table (programs and sign-in sheets)       
 FORMCHECKBOX 
  Prepare for student arrival and final rehearsal       
 FORMCHECKBOX 
  Prepare costumes to be distributed to students       
Day after the Performance
 FORMCHECKBOX 
  Take down set and decorations       
 FORMCHECKBOX 
  Take down equipment (lighting, sound, cables, cords)       
 FORMCHECKBOX 
  Return digital video recorder       
 FORMCHECKBOX 
  Return projector and screen       
 FORMCHECKBOX 
  Remove all signage       
 FORMCHECKBOX 
  Take down welcome table       
 FORMCHECKBOX 
  Inventory all supplies for loss prevention and malfunction       
After the Performance
 FORMCHECKBOX 
  Replace all malfunctioned equipment       
 FORMCHECKBOX 
  Return all supplies to storage       
 FORMCHECKBOX 
  Process all audio recordings       
 FORMCHECKBOX 
  Process all video recordings       
 FORMCHECKBOX 
  Finalize all post-performance procedures       
