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Documents which are soft-archived on the network by stage management:

AD folder:

· Bow list

· Chorus notes

· Contingency docs (if applicable)

Calendar folder:

· Artist/Show calendar

Contact sheets folder:

· Artist contact sheet (pdf)
· Prod. contact

Costume folder:

START by adding a new folder within this folder called “SM Paperwork”. Then add:
· Costume fitting request sheet
· Wardrobe/ HMU Running Sheet

· Rehearsal cost request

· 1st Entrances

Daily Schedules folder:

· All daily & performance schedules  (including tech week)

· Train Schedules

Evac Lists:

· Evac Lists

Performance Reports (Stage Manager):

· All reports

Prod notes folder (Stage Manager):

· All production notes and meeting agendas

Rehearsal Photos

· All taken

Sc. Breakdowns folder:

· All scene breakdowns

Put this file in the main folder- no subfolder

· Tech week memo (break sheet)

Tech folder:

· Sound requirements/Sound Running Paperwork
· Minis (may be separate folder)

· Master Run Sheet and all other Run Sheets (Props, Rail, etc), Presets
· Photos of SORS rehearsal setups

WWW:

· WWW

Any important memos pertaining to any of the previously listed documents.
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