Checklist for Choir Concerts 

Tasks for Choir Stage Manager 

1. Serve as a leader by example. The Stage Manager will be a leader in manner of speech, energy, focus and authority.

2. Consult with the director at least three weeks before the concert at a time other than class time. The discussion will revolve around specifics in the program. The Stage Manager will also check with the director regarding students with special needs. The Stage Manager will delegate someone to help those members with special needs. 

3. Manage the flow of people on and off stage during the concert. The Stage Manager is responsible for organizing this and communicating it to the choir members. They should develop a written plan (a schematic) that they can use and/or share with the rest of the choir that details how people will move on and off stage during the concert. They will instruct choir members to carry music in their downstage hands, to raise their folders at the cue from the conductor. If time permits, the Stage Manager will rehearse people coming on and off stage. He or she will emphasize the need to walk with energy and purpose. 

4. Manage the movement of stage pieces (piano, chairs, stands etc) during the concert, and check in with the Director ahead of time to see what those changes might be. The Stage Manager will supervise all tasks and make certain everything has been done before they leave. 

5. Print and hang signage for the concert – reserved seating hung on row caps of both audience side wings, about 4-5 rows. (Signage to print available on choir website: http://www.doctorlizmusic.com/mctcchoirs/?p=1659) 
6. Consult with the Director the evening of the performance to see what order the Soloists will perform in. The Stage Manager will communicate with those performers their performance order. The Stage Manager will tell these soloists to introduce themselves (full name), the name of their accompanist (full name), the name of their piece and the name of the composer of the piece. 

7. Gather appropriate personnel to run the event. The Stage Manager will request volunteers during choir rehearsal, but will instruct the personnel at other times (before class, between class, after class). Here is a list of the personnel needed and their job descriptions: 

a. Food helpers: 1-2 

i. Food cart will be locked in the office suite F1300.

ii. Stage Manager will introduce you to the person working the security desk in the Fine Arts lobby. This is the person who will let you into F1300.

iii. Before concert: get security to let you into F1300. Get tablecloth and napkins, and set them out on the 8 foot table in lobby. If table has not been set up, you will need to set that up as well. Table should be placed on the lobby side of the elevators, slightly in between elevators and stairs.   

iv. Leave punch and cookies in F1300 until after the concert. You should leave the concert when people are applauding after the last piece. You will need to get security to let you into F1300 again. Set out cookies and start to pour some punch. 

b. Ushers: 2 

i. Ushers get programs from stage manager. Ushers keep people in lobby until Stage Manager gives the go ahead to let people in. Distribute programs, and guide people to food donation bins if they have food to drop off. Will know where water fountains and restrooms are so that they can guide people.

c. Set up crew: 2-3 

i. Needed before 10:10 rehearsals during concert week to move percussion instruments, chairs, etc. Risers and pianos should be spiked once they are set

d. Stage Crew: 3-4 needed during concert 
i. Stage crew will make any necessary changes in the set during the concert (adding chairs, removing drums, moving piano to center stage and back, etc.)

e. Strike (Take Down) Crew: 

i. All choir members required to help strike stage after concert. See “Choir Concert Set strike list” on choir website (http://www.doctorlizmusic.com/mctcchoirs/?p=1659) for specifics.

f. Lobby cleaners: 2-3 people needed to clean lobby after reception on concert day. 

g. Folder check in-checkout: This person distributes black folders on the Monday and Wednesday of concert week for both choirs and collects them at the end of the concert. They maintain a list of who has what folder number. This is generally done by the choir secretary.

h. Page turner: The stage manager needs to find a page turner for Chris Wolter. The ideal person has some ability to read music so that they can work more effectively with Chris.

Tasks for Office and Administration Specialist/Faculty Support
1. Contact Mary Ann Prado (maryann.prado@minneapolis.edu) to request that bins for non-perishable food items be placed in the Fine Arts Lobby near the entrance to the theater (1-2 weeks prior to concert).
2. Send note or e-mail to facilities, security, information and Liberal Arts dean containing the following: Date, time and place of event, expected time to be done (concert will conclude @ 9:00, building cleared by 10:00). This should be done at least 1 week prior to concert.

3. Request that facilities place an 8-foot table in the FA lobby, between the elevator and the stairs (we use this to serve refreshments after the concert).

Tasks for Liz

· Create postcards and posters for event (1-2 months before concert).
· Get postcards and posters printed (1 month before event)
· Write and distribute press release to appropriate people – City College News, local newspapers (Skyway News? Star Tribune), MCTC Marketing to get info on the website (marketingdesk@minneapolis.edu). Liz will write press release and get it to the marketing desk. (3 weeks prior)
· Create blog post for event (2 weeks prior)

1. Place facilities requests for the following:

a. Put in riser assembly request (usually assembly happens the Friday before); 5 sets of risers, grey one in center, back rails attached as well. Here is the wording for the request:

“Choir risers (5 sets along with back rails) need to be assembled and moved onto main theater stage. This needs to be completed no later than 9:30 a.m. on Monday December X, but best to set up Friday December X if this is possible. The riser with the gray carpeting should be placed in the center. They should remain in place through the choir concert on December X. The risers can be found backstage, stage left. The choir risers should be taken down no earlier than Saturday, December X.
b. Request cleaning of main theater - The main theater should be cleaned on December X before 5:30 in preparation for the choir concert that evening. The stage floor should be mopped, trash picked up and trash bins emptied - basically, the area should look ready for guests. Thank you!
2. If time, dust piano (soft cloth and recommended cleaner)
If We Need Enhanced Sound (PA System)

First choice: Check with Greg Schmidt in Central Services. He has access to the booth, and can probably provide whatever we need. 

Plan B: We have access to two huge speakers and a p.a. plus 2 chords for speaker to p.a. connection and a wind up electrical cord. Liz will request if needed. Speakers and p.a. usually stored in F2412.

Liz has a mic, mic stand and mic cable.

Connect in this order:

1. Connect speakers to p.a. 

2. Connect mic to p.a. in front. 

3. Turn all level dials to the lowest setting as well as the program dial (far right on p.a. panel). This is important to do before plugging in, as it is difficult to tell if the p.a. is on before plugging it in, and you can get horrible feedback if you forget this step.

4. Connect electric cord to p.a. and to electric outlet. 

5. Turn on p.a. (toggle switch in back).

6. Test mic – if it has an on/off switch, make certain that it is in the on position. 

7. Adjust level dial where mic is plugged in and program dial (far right of p.a.) to make certain everything balances.

8. Turn off p.a. during concert except when needed. This role will need to be designated.
