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Sample Project Schedule
The following sample schedule is to illustrate the actions required to produce a show for the spring. The dates are examples and the action timelines may vary but the sample does provide a sense of what is required. Overall, the message is to communicate the requirements early, set milestones for when the requirements are to be implemented and then verify that the work has been done. 
Enthusiastic leadership, a compelling course of action and a consistent vision will win the day. Of course, open participation and willingness to listen will assist the team in wanting to work together. Project management is a tool to understand the journey and the trip duration, but to make the production a success for the members and the audience, the team must be motivated to work together.

	Date
	Description
	Attendees
	Location
	Notes

	The beginning
	Submit a proposal to executive
	
	
	

	First available Executive meeting
	Determine if proposal should be considered
	Executive
	
	

	Next Executive Meeting
	Present proposal
	Executive plus submitter
	
	

	Sept 1
	Audition planning
	Core Production team ( producer, director)
	
	Secure location for audition;

Plan audition process,
Secure rehearsal space

	Sept 25
	Audition Advertizing
	
	
	Send email notice of audition

	Oct 11
	Audition Advertizing
	
	
	Send email notice of audition

	Oct 11
	Audition Advertizing
	
	
	Advertize in paper the auditions

	Oct 25
	Auditions
	
	Green Rm
	

	Oct 27
	Auditions
	
	Green Rm
	

	Oct 28
	Confirm Cast
	
	
	Call all audition attendees, informing whether they have a part or not

	Nov 1
	Production
	Production Core with Set Designer
	
	Discuss Production theme and set requirements

	Nov 30
	Production Team
	
	
	Ensure production team leads secured

	Jan 10 - ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Jan 15 - ( 7pm-10)
	Workshop
	Cast
	Green Rm
	

	Jan 17  - ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Jan 22 - ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Jan 24 - ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Jan 28 – (1pm-3)
	Production Team
	Team Leads
	Producer’s Home
	

	Jan 28
	Poster
	
	
	Confirm Poster design

	Jan 28
	Costume
	
	
	Provide requirements

	Jan 28
	Makeup
	
	
	Provide requirements

	Jan 28
	Props
	
	
	Provide requirements

	Jan 28
	Lighting
	
	
	Provide requirements

	Jan 28
	Sound
	
	
	Provide requirements

	Jan 29 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Jan 31 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Jan 31
	Ticket 
	
	
	Confirm ticket design

	Feb 1
	Set Design
	
	
	Confirm Set Design

	Feb 1
	Advertizing
	
	
	Approve Ad Campaign

	Feb 5 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Feb 7 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Feb 12 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Feb 14 – ( 7pm-11)
	Act 1 
	Cast
	Green Rm
	

	Feb 19 – ( 7pm-10)
	Workshop
	Cast
	Green Rm
	

	Feb 21 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Feb 21
	Tickets
	
	
	Ok Ticket proofs and request printing

	Feb 21
	Poster
	
	
	Ok Poster proofs and request printing

	Feb 25 – (1pm-3)
	Production Team
	Team Leads
	Producer’s Home
	

	Feb 25
	Lighting
	
	
	Approve design

	Feb 25
	Sound
	
	
	Approve design

	Feb 26 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Feb 28 – ( 7pm-10)
	Rehearsal
	Cast
	Green Rm
	

	Mar 1
	Makeup
	
	
	Confirm Makeup Design

	Mar 1
	Props
	
	
	All props available

	Mar 5 – ( 7pm-11)
	Act 1
	Cast
	Theatre
	

	Mar 6
	Advertizing
	
	
	Ensure Monthly Ads in for April

	Mar 7 – ( 7pm-10)
	Rehearsal
	Cast
	Theatre
	

	Mar 12 – ( 7pm-10)
	Rehearsal
	Cast
	Theatre
	

	Mar 13
	Posters 
	
	
	Poster put up in locations

	Mar 14 – ( 7pm-10)
	Rehearsal
	Cast
	Theatre
	

	Mar 19 – ( 7pm-10)
	Rehearsal
	Cast
	Theatre
	

	Mar 20
	Tickets on sale
	
	
	

	Mar 21 – ( 7pm-10)
	Rehearsal
	Cast
	Theatre
	

	Mar 24 –(1pm-3)
	Production Team
	Team Leads
	Producer’s Home
	

	Mar 26 – ( 7pm-11)
	Act 2
	Cast
	Theatre
	

	Mar 28 – ( 7pm-11)
	Act 2
	Cast
	Theatre
	

	Mar 28
	Advertizing
	
	
	First set of weekly paper ads

	Apr 1 – ( 9am-4)
	Tech Day
	All
	Theatre
	Build Set

	Apr 2 – ( 7pm-11)
	Full
	All
	Theatre
	Costume Parade

Props-use show props

	Apr 4 – ( 7pm-11)
	Full
	All
	Theatre
	

	Apr 4
	Program
	
	
	Review Draft

	Apr 7 – ( 9am-4)
	Tech Day
	All
	Theatre
	Build Set

	Apr 8- ( 9am-4)
	Tech Day
	All
	Theatre
	Paint Set

	Apr 9 – ( 7pm-11)
	Full
	All
	Theatre
	

	Apr 9
	Advertizing
	
	
	Ensure last weekly papers ads are in

	Apr 10 – ( 7pm-11)
	Lighting
	Lighting Crew
	Theatre
	

	Apr 11 – ( 7pm-11)
	Full
	All
	Theatre
	

	Apr 12 – ( 7pm-11)
	Lighting
	Lighting Crew
	Theatre
	

	Apr 12
	Program
	
	
	Approve program and print

	Apr 14- ( 9am-4)
	Tech Day
	All
	Theatre
	Complete Decorating Set

	Apr 15- ( 9am-4)
	Cue to Cue
	All
	Theatre
	

	Apr 16 - ( 6pm-11)
	Dress Rehearsal
	All
	Theatre
	Makeup starts

	Apr 17 - ( 6pm-11)
	Clean Up
	All
	Theatre
	

	Apr 18 - ( 6pm-11)
	Dress Rehearsal
	All
	Theatre
	

	Apr 19 - ( 6pm-11)
	Rehearsal if needed
	All
	Theatre
	

	Apr 20 - ( 6pm-11)
	Show
	All
	Theatre
	

	Apr 21 - ( 6pm-11)
	Show
	All
	Theatre
	

	Apr 22 - ( 12pm-5)
	Show
	All
	Theatre
	

	Apr 26 - ( 6pm-11)
	Show
	All
	Theatre
	

	Apr 27 - ( 6pm-11)
	Show
	All
	Theatre
	

	Apr 28 - ( 6pm-11)
	Show
	All
	Theatre
	

	Apr 29- ( 8am-10:30)
	Cleanup
	All
	Theatre
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