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Producer’s name


Date(s) and time(s) of performances


As defined here, this role has several different aspects:

· Business management (bookings, finance, liaison, etc.)

· Overseeing the whole team, including liaising with the Director.

Get the gig

· Assess the gig’s profitability and feasibility.

· Book the gig with the hosting organization.

· Clarify the gig

· Identify the purpose.

· Identify the target group.

· Identify the theme.

· Book the venue.

· Book any necessary equipment.

· Identify the quality indicators for the gig:

· From the team’s viewpoint (Will it build good teamwork and morale?)

· From an audience viewpoint (Will they come? Will they like it enough to come back again?)

· From a training viewpoint (Will performers and event team members achieve their learning goals?)

· From viewpoint of tgf/host organization (What will enhance the image and get more gigs?)

Team

· Assemble an event team for the gig (marketing, light, sound, backstage, stage hands, etc.)

· Review team members’ job descriptions with them individually so they know what to do. (You can delegate this task if you have people who are able to do so.) 

· Lead team meetings, or delegate a team member to do so.

· Oversee the team.

· Alert team to risks and consider the range of ways to fix the problem.

· Oversee training pathways, that is, give team members preparatory experience before giving them more demanding roles.

· Set a detailed timeline for all stages the gig with any necessary deadlines.

Institutional relationships

· Liaise with institutional stakeholders (hosting organization, venue owners, etc.).

Oversee finances

· Set and manage overall budget.

· Monitor cash flow.

· Authorize expenditures.

· Liaise with bookkeeper.

Attend the gig

· Observe all team members.

· Only step in when a team member has major problems that they can’t solve.

Review the gig in a team meeting
· Collect job description forms.

· Collect portfolios.

· Tell the team what they did well.

· Set goals for improvement.

· Appraise and assess team members’ work.

Closure

· Do financial acquittal.

· Check that all loose ends from the gig are tied up.

· File the event notes in the order that things come up. They will be a good guide next time you run a gig like this.
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