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	Paper Archive Checklist:

Nabucco

Director: F. Racine
	Seattle Opera

2014-2015 Season



From Stage Management (Pull the latest copy from the file box or from your binder)

· Production Information Sheet

· Contact Sheets

· Production

· Artist

· Chorus
· Super

· Dancers

· Calendars

· Show

· Chorus

· Super

· Tech

· Dancer

· Pre-production Notes (Include Production Mtg Notes, Selected Correspondence)

· Production Notes

· Bow list
· Chorus Contingency/Blocking Sheets/Chorus Critical

· Daily Schedules

· Performance Schedules

· Dressing Room Assignments

· Costume Sketches

· Principal Costume Photos

· Set Photos

· Hanging Chart

· Mini Ground Plans

· 1/8” Ground Plans

· 1/4 “ Ground Plans

· Costume Scene Breakdowns

From Sarah Potter (Music Administrator)
· Choristers by section (lists and grids)

· Who Sings What (Chorus Division List, not every show)
From Emily Bolton (Music Librarian)

· Cut List

· Offstage Music List

From the Stage Manager

· Stage Manager Performance Reports

· Tech week memo (break sheet)

From the Opera House

· A Copy of the Program

From the Costume ASM (All items updated following opening night)

· Who/What/Where – (ALSO printout second hard copy and give to ATD Rob or Chris Reay)

· Master Wardrobe Running Document
· Rehearsal Costume Request

· 1st Entrances

From the Tech ASM (all items updated following opening night)

· Master Running

· Rail Cue Sheets

· Other Tech Running Sheets (as needed)
· Prop Lists

· Prop Running Sheet/Diagrams

· AGMA weight memo
· Sound Requirements

· Sound Q List

· Large Scale Ground Plans with measurements done for taping
Other

Onstage Talent List (Evacuation List)
Information from other companies:

(Those documents that seem important)

NOTE: The Music, Costume, and Tech. Departments all keep their own detailed archives in their departments.  See the department heads for more detailed budget information.  Also, the Stage Manager’s and ASM’s scores are kept for future reference.

No contracts should ever be put in the archives.  All contracts should live with the Production Administrator.
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