Production Meeting Report

	Production:
	

	Director:
	
	Stage Manager:
	

	Date:
	
	Time:
	
	Location:
	

	Meeting No.
	
	Next Meeting:
	

	Date:
	
	Time:
	
	Location:
	


	REQUIRED CREW

	Name
	Job
	Tardy
	Excused Absence
	Unexcused Absence

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	MEETING BREAKDOWN

	Marketing:
	

	
	

	Advertising:
	

	
	

	Distribution:
	


	NOTES

	General

	

	Sets
	Props

	
	

	Lighting
	Sound

	
	

	Costumes
	Hair/Makeup

	
	




