A GENERAL GUIDELINE ON PRODUCING AND MANAGING A PROJECT 

NAME OF COMPANY:                
MAIN CONTACT:                
CONTACT DETAILS:               

NAME OF SHOW:                
REHEARSALS START:                
COMPANY ARRIVES IN UK:                
FIRST PERFORMANCE:                
PHASE 1 - WILL THE SHOW HAPPEN? 
Cut-off date:
Person responsible:
Completion date:
Notes:
· Letter of intent with company / co-producers
· The budget
· Bringing in other parties
· Booking a provisional tour
· Application to ACE (Arts Council England)
· Application to other funding bodies 

· Investment Proposal
· Sponsorship
PHASE 2 - TYING THINGS DOWN                
· Contract company 

· Get legal advice on contract

· Finalise budget
· Finalise venues - chase contracts
· Contract creative personnel                

1. Director
2. Designer 

3. MD
4. Choreographer
5. Lighting Designer
6. Sound Designer
7. Production Manager
8. Company Manager
· Contracting outside agencies 

1. Marketing 

2. Press

3. Education

4. Outreach 

· Contracting actors/artists/performer

· Contracting Stage Management 

PHASE 3 - Organisation 
· Organise auditions  

· Organise rehearsal space

· Set design deadline for set and costumes

· Organise freight

· Organise set build 

· Organise transportation of set in  UK 

· Arrange accommodation for company 

· Organise international travel 
· Organise internal travel for company 
· Apply for visas / work permits 
· Apply for FET exemption 
· Insurance cover 
PHASE 4 - Marketing 
· Determine marketing campaign 

· Determine print quantities 
· Commission graphic designer 
· Organise print 
· Get venues to sign off on print 
· Set advertising schedules 
· Organise photo shoot 
· Organise programmes 
· Write press release
· Organise FOH photos 
· Organise press photos 
PHASE 5 - Financial 

· Set up separate bank account for project 
· Set up separate cost centre for project 
· Check all invoices against purchase orders 
· Set up pay role for company 
· Set up foreign drafts 
· Do cash flow projection 
· Set up any special bank arrangements 
· Organise cash payments for CSM 
· Chasing final figures from theatres 
· Ensure all royalties are paid 
· Check budgets against actuals 
· Reconcile all petty cash 
· Do final expenditure / income analysis  

PHASE 6 - During the run and afterwards 
· Meeting the company on arrival in UK 
· Welcome packs 
· First night cards / presents
· Schedules for the company 
· First night invites 
· Collecting box office figures 
· Ensure all return travel arrangements are in place 
· Ensure that all props etc are returned 
· Do any Arts Council reports 
· Letters of thanks to venues 
· Letter of thanks to company 
· Post Mortems on show 
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