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Festival Checklist

Host Responsibilities
	August 1
	Hotel Accommodations:
· Need hotel accommodations for at least 150 rooms. 
· Host site should secure block of room in at least 2 hotels and attempt to get group rates. 
· Attempt to get free rooms for adjudicators. 
· Generally, hotels will keep the block open until mid-end of December. Send information to Cunetto.


	Location:  
	Secondary Theatre Festival and Community Theatre Festival:
· Select location for Secondary and Community Theatre Productions henceforth referred to as Main festival. Both Secondary and Community Theatre are held at the same location.

· Needs to seat approximately 575 people.


	Select Location
Begin Working with School to get on their schedule early: September 1


	Theatre for Youth Festival:

· Select location (separate from Secondary / Community) for the Theatre for Youth Festival. 
· The Theatre for Youth Festival (also referred to as the Children’s Festival) is generally held Friday from about 9:00 a.m. until about 2:00 p.m. This is dependent on the schools being brought in to view the production. We bus students in from surrounding area to see these productions free of charge. 
· We need someone to coordinate with the schools to get them to attend the productions. This provides students with the opportunity to see live theatre. We would like to especially include under privileged and underserved schools/students.



	Location: 

	College/University Auditions:
· Select location for the College/University Auditions. 
· This will be held Thursday evening only. 
· This will be setup similar to SETC auditions.  
· We can use the Main Festival stage or another location. See below for details. This can be a large meeting room with a small stage. No setup required.

	Select location: October 1
Rehearsal Space for performances: _________
Writing lab:__________

	10-Minute Play Festival:

· Select location for the 10-Minute Play festival meetings, writing time and performance location. 
· If possible, secure several rooms in the Main Festival facility that can be used by the students rehearsing their productions. 
· If you have a computer lab available in the Main festival facility for the writers – that would be excellent. They will just need it Friday evening. 
· It would be great to hold the student social and the performances of the 10-Minute play festival in the same location. The student social will follow the 10-Minute Play festival. 

	Select location: October 1
Location: 
	Individual Events Festival:

· The Individual Events Festival is much like the International Thespian Society IEF festival and similar to a forensics tournament. We need approximately 10 classrooms to use for the IEF.

· We would also like tables in the Main Stage theatre to display the technical and costume designs.

	Location: 
	Vendor Displays:
· During the festival, we would like to have an area for vendors and college/universities to setup displays. We will not know until later this year exactly how many vendors/universities will participate.

· Generally, we have 3 vendors and 5 or 6 school displays.
· We will need you to provide tables, chairs and table cloths for the exhibitors. 

	Location:

	Registration:

· We need three tables setup with chairs for registration desk. These will need to be located near an electrical outlet for a computer and printer setup.

· Need volunteers to assist with registration desk throughout festival. 

	
	Concessions:

· We would like to have concessions provided during the festival.

· Need to have some type of snacks and drinks including coffee available throughout the festival. If a theatre wants to handle this, they can keep the profits.

· We would like to explore the possibility of selling subway sandwiches or pizzas on Friday and Saturday at the Main Festival. This allows people to grab a quick lunch and still make shows/workshops. Please brainstorm on this topic and let the board have some options. 

· It might be that you could get one of the student organizations to sponsor this. Alpha Psi Omega has done this in the past. 
· Barbizon Lighting has offered to host a “adults” room for drinks/coffee/snacks.

	Select location: November 1

	Workshops:

Workshops are held Friday afternoon and Saturday afternoon. We generally have approximately 10. Some require a performance space…large classroom. Others work in conference rooms and classrooms. Would be great to have these near the location of the Main Stage festival. 



	
	Need a small room on Friday to host a meeting for teachers who want to obtain CEU credits. 

	Location of Socials: 

Adult Social:

Student Social:
Need budget approved by November 1.


	Socials:

Theatre people like to socialize!  MTA is described in terms of how good was the party.  (  
We have 2 “official” socials….an Adult Social on Saturday and a Youth Social on Saturday. These should be at separate locations.

Would be good to have a place for people to gather Friday night after productions to talk and party. Local bar or something casual where people can hang-out. Doesn’t need to be as large as the Saturday social. 
Adult Social:

· Secure location for the big social.

· Make all of the plans for the social. This is your event and is the final event on Saturday following a long day of productions. 
· We typically have wine/drinks/setups and heavy hors d'oeuvres. We generally try to get local theatre groups to provide the food as a part of their contribution. Generally, a community theatre is involved and they supply the food.  

· We will also provide some funding for this if needed.
Entertainment is optional and should be based on the recommendations of your group. 
Student Social:

· Secure location for the student social.

· This will probably be proceeded by the 10-Minute Play Festival. Please keep that in mind as you look for a space. 

· Would be good to have a local high school sponsor the high school festival and allow them to help with the planning to make it “fun”.
· You will be in charge of organizing and planning for the social. MTA can provide some funding for this event.  
· Need to provide drinks and food for this as well. 

· If the schedule is the same as last year, the 10-Minute Festival Performances will begin around 7:00 p.m. followed by the social.
In 2006 they had a dance floor and danced to a DJ playing music. They had a blast. Be careful of getting local bands to play. This didn’t go over as well in 2007

	Green Room at Ford Center
	Green Room for Adjudicators / Board: 

· Need a room for the adjudicators and board members to use as their “base” during the festival. 
· Will need to provide food and drinks throughout the day. 
· To be paid out of MTA funds. 
· Need someone to keep this room stocked and prepared for each day. 

	Location:
Finalize Caterers:  

November 1


	Sunday Brunch:

· Select location for Sunday brunch, business meeting and awards ceremony. Need a nice, professional looking setup for the awards ceremony.  Should be equipped with at least two large folding tables, tablecloths, plants, etc.  

· Need head table if location permits.
· Will need a podium and microphone as well. 

· The MTA board of directors will handle securing the Awards/plaques.
· Need to seat approximately 550 people.

· Identify several caterers we can use. Work with the Executive Director on the menu and selection of a caterer for the Sunday brunch. No contracts should be signed or entered into without consulting the ED.

· We like having these in one area and starting the business meeting while people are eating. This may not be possible at all locations.

· Make arrangements for table decorations, etc.



	
	Other Miscellaneous Items:

	August 1
	· We typically allow the host to develop the festival logo which can be used on the t-shirt, programs, flyers, mailouts, etc.  
· Do you have someone that can do this?  This will need to be presented to the board for review by August 1.

	August 1
	· Need someone to work with t-shirt companies to secure pricing, sizes and orders.  
· They need to understand that we will not have the exact number of t-shirts needed until after the first week of January. Need prices by August 1.

	November 15
	· Discuss the possibility of a Adult Mixing Room if there is one close to the Main Stage facility. Barbizon lighting may fund this for us. 


Registration Information:  Host Theatre Responsibilities
· Have one packet created for each individual who registers for the conference.  Packets will contain community promotional information including but not limited to:

· maps

· list of local restaurants and other entertainment ideas

· special attractions

· Be sure that we have plenty of extra city maps, restaurant guides, etc. for the registration desk.

· Need to be able to handle approximately 550 people.

· Need directions to the various venues. 

· Directions from the hotel to the venues are critical.  

· We would like to have directions printed and available at each of the hotel desks and at the registration table. 

· Especially need directions for the socials. These are often hard to find.

Production Facilities:

· Host site needs to secure volunteers to be hosts back stage. They will need to be on hand for all load-ins, load-outs, rehearsals and performances. It is crucial that we have enough people educated in how to run lights, sound and back stage equipment on-hand during the entire festival. This is probably one of the most important tasks for the host site…having volunteers ready and willing to help the theatres as they load in / load out and answer questions.
· Prior to sending out letters to potential participants, we will need the name of the technical director(s) that can be contacted regarding stage, lighting and sound requirements. 

· Host site will need to provide a copy of their lighting plot and diagram of their stage. These should include the dimensions and exact location of all curtains. Need to include a list of equipment that is available at the theatre. This needs to be submitted to the Executive Director no later than August 1. 
Publicity

Host site should designate a local person to work with the Executive Director on publicity. 
Volunteers: Volunteers will be needed for the following areas:

· Assist with registration setup on Thursday afternoon. Typically, this is when the registration bags are stuffed.

· Man the registration booth…provide directions to various locations, etc.
· Create maps to put at the hotels and at the theatre to get to the various locations.

· Backstage and load-in/load-out crew

· Setup for the socials and brunch/luncheon, etc.

· Time keepers for the secondary and the community theatre chairs. This can be students. They typically like doing this.
· Serving as an escort for the adjudicators (make sure they know where they are to be, when to go to the theatre, let division chairs know when the adjudicators are seated and ready to begin the show.)

· Keeping the Green Room stocked.

 
Mississippi Theatre Association

Host Site Technical Information Sheet

Electronic Controls, Dimmer and Control System

PRIVATE 


tc  \l 1 "ELECTRO CONTROLS DIMMER AND CONTROL SYSTEM"
4-wire 3-phase Feed/230 amps per phase

12 Quad 40 amp dimmers

44 available Dimmer Circuits (Edison connectors)

36 Preset Channel Memory Control Board and 12 Scene Master Controls

Lighting Instrument Inventory

PRIVATE 
 tc  \l 1 "LIGHTING INSTRUMENT INVENTORY"
(18)       6 x 9  Ellipsoids (750 watt) FOH-Warm/Cool Wash

(  8)       6 x 9 Ellipsoids (1 K) Balcony Rail-For Wash or Specials

(12)       6 Fresnels (500 watt) on First Electric Overhead on Stage---Warm/Cool Wash

( 8)        3 x 8 Ellipsoids (500 watt) on First Electric Overhead on Stage---Warm/Cool Wash

( 6)        Scoops (Cyc Lights) (750 watt) on Second Electric Overhead on Stage---Blue Gels

SPOT LIGHTS AVAILABLE?    

SOUND

  PRIVATE 
24 Channel Sound Mixer with tape and CD player

COMMUNICATION

PRIVATE 
Radio Shack Wireless Headsets

MISCELLANEOUS

Stage Legs and Travel Curtains are used for masking Stage Right and Stage Left

PRIVATE 
Electrics are Dead Hung at 16tc  \l 4 "Electrics are Dead Hung at 16"
One free batten downstage of Rear Curtain for use

No orchestra pit

QUESTIONS ABOUT THE FACILITY / EQUIPMENT SHOULD BE DIRECTED TO:

Mississippi Theatre Association     1247 Bardwell Road       Starkville, MS  39759

(662) 323-1097     http://www.mta-online.org      mta@mta-online.org

