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djparmenter@roadrunner.com 

- 2 year term ending Feb 2011 
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I. Theatre Volunteers & Appointees 
Consult the Executive Committee for confirmation of the members on this list. 

 
 
Theatre Operations 

    

Archivist Penny Krevenas (805) 485-5197 rkrevenas@roadrunner.com 
    

Videographer Doug Jocelyn (805) 495-4560 djocelyn@adelphia.net  
    

Photographer Mike McCauley (805) 526-4597 mccauleymj@aol.com 
    

Theatre supplies Eva & Jerry Nehring (805) 493-1627 enehring@adelphia.net  
 
Production Assistance 

    

Props Custodian Karen Graham-Hanna (805) 377-0024 powerhouse1956@hotmail.com 
    

Costume Custodian Beth Glasner (805) 377-3303 jbcvb@usa.net 
    

Opening Reception Linda Stiegler (805) 492-8028 linda@lemieux-oneill.com 
 Donna Holroyd (805) 495-6391 hotgardner@hotmail.com  
    

Program Designers Shawn W. Lanz (805) 983-2016 shawn@swlanz.com 
 Mike & Rosemary Moffat (805) 577-7744 mike@themoffats.org 
 Ken Patton (213) 926-2061 patton.ken@gmail.com 

 
Front of House 

    

Business Manager 
(Box Office Coordinator)  

Deidre Parmenter (805) 376-1209 dparmenter@roadrunner.com 

    

Snack Bar Supplies: Tami & Mark Keaton (805) 383-5549 tmkeaton@gmail.com 
 Staffing: Karen Graham-Hanna (805) 499-9891 powerhouse1956@hotmail.com 
    

Usher Coordinators:     
Mainstage Fri - Sun Shawn W. Lanz (818) 917-2860 shawn@conejoplayers.org 

Mainstage Thurs Sharon Caswell (805) 495-4318 ----- 
CSS Erin Fagundes (805) 499-0498 erin.fagundes@verizon.net 

CPCT Devery Holmes (818) 991-1909 devery@normmarshall.com  
 
Publicity 

    

Media Director Lucien Jervis (805) 498-8808 gondola9@msn.com  
    

Email Newsletter Sarah Ely (805) 494-9613 sarah@dijas.com 
    

CPT Webmaster Mike McCauley (805) 526-4597 mccauleymj@aol.com 
    

CPT MySpace Page Allison Parmenter (805) 376-1209 aparmenter@roadrunner.com 
    

CPT Facebook Page Ian McLean (805) 498-3064 madmadllamas@yahoo.com 
    

 



The Conejo Players ���� 
 � ���������
 � �����  Page 7 of 50 
 

 

II. Before We Begin 
 

This manual is merely a guideline. The information in this manual should be tailored 
to fit each particular production, and the show’s special appeal. It is intended for all 
directors and producers of Mainstage, Conejo Second Series (“CSS”), and Conejo 
Players Children’s Theatre (“CPCT”) productions, from the novice to the most 
experienced.  

The manual is organized by production phases: pre-production, auditions, 
rehearsals, tech week, performances, closing, and post-production, with special 
sections dedicated to budgeting and publicity. Each phase has a checklist of tasks to 
be accomplished with a detailed, and examples of forms and other supplemental 
information are also provided in the Production Toolkit. Copies of all of the forms and 
templates referenced can also be downloaded from the production portal of the 
Conejo Players website at: 

www.conejoplayers.org/productionportal/2010.html 

If you have any questions whatsoever, please consult with the Executive Producer 
or any other member of the Board of Directors. 

�  WHAT DO THE DIRECTOR AND PRODUCER DO? 
The director  is the person chosen by the Executive Committee to be ultimately 
responsible for putting on a show. While the director is primarily responsible for the 
casting, conception, artistic direction, and execution of an individual production, 
his/her first act should be to appoint a producer to handle the management aspects. 
Generally, the director will seek out any music directors or choreographers 
necessary for the production, sometimes in conjunction with the producer. 

While the Conejo Players Board of Directors is the official producer of the season, 
the show producer  handles all organizational and management aspects of a 
production as a delegate of the Board. This includes, but is not limited to, managing 
the budget and disbursement of money, organizing stage management and crew, 
ensuring all technical aspects are proceeding at a good pace, aiding the director in 
all phases of the production, and keeping the theatre clean and tidy during the pre-
opening and performance period. S/he is the coordinator between the director, the 
production staff, and the Board and is encouraged to seek the help and advice of the 
Executive Committee at any time during all phases of the production. First-time or 
inexperienced producers should also work closely with the Executive Producer 
throughout the production to ensure everything is on track per Conejo Players 
standards. 

�  HOW DO WE ALL WORK TOGETHER ? 
Everyone on the Board wants the show you are producing to succeed. Please do not 
hesitate to contact the Executive Producer or any member of the Board of Directors 
for guidelines or for the materials necessary for your show. If the person you call 
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can’t answer your questions, you will be guided in the right direction for answers to 
any questions you may have. 

All directors are different – some like to work directly with the crews, others assign 
this entirely to the producer. The producer is a good organizer, able to assert 
authority with crew members when necessary, help the director get what is needed 
in all areas of the production, and assist the director to stay within the budget, while 
the director keeps his/her eye on the stage. 

Discuss with your production staff what special “hook” there may be which would 
appeal either to the general public or to a special group. General print publicity must 
be coordinated with the Media Director, and the Media Director should be consulted 
regarding any publicity you would like to pursue beyond the standard notices. Many 
shows have a specialty – we encourage you to seek specialty groups on your own 
and to promote the production in new and progressive ways. However, we must be 
certain that everything is within Conejo Players publicity guidelines and practices, 
and that there is no duplication of effort. The Media Director will assist you with that. 

The Conejo Players also has four vehicles outside of the Media Director’s print 
publicity that must be incorporated into your production planning: the website 
(www.conejoplayers.org), our bi-monthly Harlequin Newsletter, our Email 
Newsletters, and the Conejo Players MySpace page. Feel free to work with the 
editors of these publications to promote your show. At a minimum, standard audition 
notices and a “From The Director” article should be forwarded to all of them in 
accordance with the publicity schedule that will be distributed by the Executive 
Producer. 

�  WHAT IF AN ACCIDENT OCCURS WHILE I AM IN THE THEATRE? 
Accidents happen; it is a fact of life. The Conejo Players has safety guidelines in 
place to help prevent them, especially during set strike and construction. We also 
require a Hold Harmless agreement be signed by ALL participants (please see the 
REHEARSALS section of this manual for more information). 

However, should an accident occur, whoever is in charge of the space that day must 
make whatever emergency calls required. In addition, a Board member must be 
notified immediately and an INCIDENT REPORT FORM must be completed on site. 
The form can be found in the toolkit at the end of this manual. 
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III. The Budget. 
The production budgets are determined by the Board of Directors in advance, as 
part of the season budget forecasting process. All budgets will be presented to the 
producers by the Executive Producer at the annual Producer / Director Meeting. The 
producer and director may, however, request modifications to the approved budget 
based on the specific production’s needs by appearing before the Board on the 
meeting date provided on the copies of the budgets distributed by the Executive 
Producer. 

�  Review Your Budget. 

Review the budget in advance with all staff members who may require funds from 
the theatre. If the approved expenditure amounts are too low, the production may 
run out of money; make sure you note whether you need to request modifications 
from the Board. The Board has established budget guidelines – but nothing is 
“written in stone.” Things change – our printer vendor changes, our suppliers 
change, etc. If you propose budget modifications over the amounts approved by the 
Board, be prepared to justify the expense to the Board on the meeting date provided 
by the Executive Producer; the Board is reasonable about providing each production 
with the resources required to execute the production, but is not by any means 
required to approve modifications above the previously-approved amounts without 
adequate justification. 

Some costs for a production are billed directly to the theatre, such as the cost for 
perusal materials, licensing, and programs. FOR MAINSTAGE PRODUCTIONS: the 
opening night party is a part of your budget, and an approximate amount of $500 is 
included in all Mainstage budgets. The amount for advertising is allocated 
proportionately to each show by the Treasurer as an expense during the season as 
the ads appear. This has already been estimated and included in your production 
budget, but there is no way to know the exact amount of this expense in advance. 
Just be aware that the final amount of this line item will be added after you submit 
your final budget. 

If you are producing a musical, the musical director or orchestra contractor is in 
charge of distributing payments to the musicians. The Treasurer will not write 
individual checks to each musician - all orchestra funds will be given to the musical 
director or orchestra contractor. 
 

�  BUDGET MODIFICATION GUIDELINES 
These guidelines are meant to be just that: guidelines. They are designed to bring 
about some uniformity and control of our play production expenditures. If 
modifications need to be made to the budget approved and provided by the Board, a 
detailed description of expected expenditures must be submitted by the producer on 
the Board meeting date provided to each production. In judging whether an added 
expenditure is necessary, we should ask ourselves if the expenditure will have a 
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beneficial effect on the production that our audience will appreciate or even notice. 
Our goal is to in no way decrease the quality of our productions, but rather to find 
ways to produce the same quality productions at less overall cost. 

The CSS and CPCT productions should utilize the Mainstage set, set dressing, and 
lighting as much as possible. Any special needs (set dressing, masking) should be 
discussed with the Mainstage producer and the appropriate designer (set designer, 
light designer, etc.). Budgets for CSS and CPCT productions are determined on a 
demonstrated, as-needed basis. 

Here is a brief rundown of the line items included in each production budget: 

Costume Design - includes all costume and costume-related expenditures. Also 
includes any costs associated with WIGS / MAKEUP / HAIR. Note: See 
the costume custodian for access to the costume loft and assistance. 

Lighting Design - the theatre maintains an inventory of gels. Any to be purchased 
are charged to the theatre. Any special items (e.g. projections, filters) 
should be determined on a per-show basis with the producer providing a 
detailed description of the items when presenting budget modifications. 
Any technical questions should be addressed to the Executive Technical 
Director. 

Lobby Photos / Display - includes all costs associated with photos and decoration 
of the Lobby Board. 

Misc. Expenses - includes copying, postage, audition supplies, etc. To be utilized at 
the producer’s discretion. 

Orchestra / Music - Musicians generally can be hired for $1000 per musician 
(includes 4 rehearsals + tech week and the entire run of the show). 
Rehearsal Pianists are generally paid $30 per rehearsal, $50 for 
rehearsal run-thru. Recording generally costs $100 to $300 and includes 
tape or CD. Studio or Equipment Rental generally runs $500 to $1500. 

NOTE: If producing a musical, the musical director or orchestra contractor 
is in charge of distributing payments to the musicians. The Treasurer will 
not write individual checks to each musician - all orchestra funds will be 
given to the musical director or orchestra contractor. 

Programs - item billed directly to theatre (not paid by producer). As a general 
guideline, the following quantities should be ordered (this quantity 
guideline is what has been used to calculate each show’s expected 
program costs): 

Type of Show Program Size Quantity Needed 
Mainstage Play 8 ½ x 14 tri-fold 2000 

Mainstage Musical 11 x 17 4-fold 3000 
CSS 8 ½ x 14 tri-fold 1000 

CPCT 11 x 17 4-fold 1500 



The Conejo Players ���� 
 � ���������
 � �����  Page 11 of 50 
 

 

Props - includes all hand props, and should be determined on a per-show basis. A 
general prop justification should be provided by the producer when 
presenting any proposed modifications to the budget. 

Publicity - item billed directly to theatre (not paid by producer). Costs are allocated 
by the treasurer by dividing across all productions. 

Reception (Mainstage Only) - item billed directly to theatre (not paid by producer). 
Reception coordinators will handle the payment and reimbursement with 
the Treasurer directly; receipts will not be presented to the show 
producers. 

Royalties / Scripts - item billed directly to theatre (not paid by producer). Please 
coordinate with the Executive Producer with regard to ordering scripts, 
dates, etc. 

Set Design - includes construction materials, paint, screws, set decoration, furniture, 
furnishings, window and floor treatments, etc. 

Sound Design  - Sound Effects may be purchased or found online, but the theatre 
maintains an enormous collection of FREE sound effects on CD in the 
lighting booth. Please check there before paying for effects. Any technical 
questions should be addressed to the Executive Technical Director. 

�  Obtain Budget Approval from the Board of Directors.  

THE BOARD MEETS ON THE SECOND TUESDAY OF EVERY MONT H. 
MODIFICATION REQUESTS MUST BE MADE ON THE DATE PROV IDED 

BY THE EXECUTIVE PRODUCER ON YOUR BUDGETS. 

The producer, at a minimum, must appear before the Board on the date provided on 
your production budgets. At the meeting, the production staff will be given the 
opportunity to request modifications, if needed. Otherwise, the producer should 
inform the Board that no modifications are needed and the production will proceed 
with the budget as provided by the Board. 

After the Board meeting, give the members of your production team a copy of the 
approved budget.  
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�  Obtain a Budget Advance from the Conejo Players Tre asurer. 

The producer is responsible for handling the money and may set up the accounts 
and reimbursement system as s/he sees fit. After approval of the budget, the 
producer should request funds from the Treasurer and disburse this money to the 
staff members who incur pre-approved expenses.  

Funds are usually requested from the Treasurer in increments. Don’t wait until the 
last minute to obtain funds, as checks from the theatre account cannot be written at 
a moment’s notice. 

THE PRODUCER IS THE ONLY MEMBER OF THE PRODUCTION STAFF WHO 
MAY REQUEST MONEY FROM THE TREASURER. 

ALL REQUESTS FOR DISBURSEMENT OR REIMBURSEMENT MUST BE 
FUNNELED THROUGH THE PRODUCER OR THEY WILL BE DENIED. 

�  Keep Track of Budget Items During Rehearsals and Pe rformances. 

The producer must keep careful track of the money each area of the production is 
spending and keep a copy of all receipts throughout the production. 

NOTE: Be aware that transferring funds from one allotted area to another happens 
frequently, but may be questioned by the Board. It is a good idea to inform the Board 
prior to shifting funds. 

Remind everyone to submit his or her receipts to the producer as soon as possible. 
The producer needs to keep an eye on expenses, and if you see that you will go 
over budget during the course of the production, you will have to ask the Board for 
additional funds. However, the Board is not obligated to approve any request for 
more money. Therefore, it is best for the producer to remain diligent and work to stay 
within the limits of the previously approved budget. 

Each receipt submitted should clearly show the amount spent, the person’s name, 
and a clear description of the item(s) purchased. The receipts should be organized 
into separate envelopes by budget area (set, costumes, lights, etc.). Personal cash 
advances are not advisable. It is always best to wait for receipts to give 
reimbursement. 

Producers must provide periodic budget updates to the director. If the budget is 
updated regularly, the final budget is easy to produce. 

�  Present Your Final Budget Report to the Treasurer a nd the Board 
of Directors. 
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THE BOARD MEETS ON THE SECOND TUESDAY OF EVERY MONT H. 
FINAL BUDGET PRESENTATIONS MUST BE MADE ON THE DATE  PROVIDED 

ON EACH PRODUCTION BUDGET. IF AN EXTENSION IS NEEDE D, THE 
PRODUCER MUST MAKE A REQUEST TO THE TREASURER IN AD VANCE. 

THE TREASURER WILL NOTIFY THE BOARD. 

After closing, the producer must account for all money spent and supply the Board 
with a final budget on the date provided on each production budget. The producer 
must also supply all budget information to the Trea surer 1 week in advance of 
that date (also noted on each production budget) . If an extension is needed, the 
producer must make a request to the treasurer in advance; the treasurer will notify 
the board. 

The producer must put together a final budget with the approved and actual figures, 
and an explanation of the difference between the two. Supply copies of this budget 
to the Board and to the director. 
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Sample Final Budget Report 
 
Show Name: ___________________________________________________________ 
 
Director: ________________________________________ 
 
Submitted by Producer:  __________________________ 
 
Budget approved by Board of Directors _____________________ [date] 
 
PRODUCTION EXPENSES: 
 

ITEMS BUDGET ACTUAL +/- 
Costume Design    
Lighting Design    
Lobby Photos / Display    
Misc. Expenses    
Orchestra / Music    
Programs   Pd directly by theatre 
Props    
Publicity    
Reception (Mainstage Only)   Pd directly by theatre 
Royalties / Scripts   Pd directly by theatre 
Set Design    
Sound Design    
 
 
 
TOTAL BUDGET =  TOTAL SPENT =  
CASH RECEIVED BY PRODUCER =  
TOTAL EXPENDED BY PRODUCER =  
 
EXPENSES THAT WERE PAID DIRECTLY BY TREASURER 
Programs ____________________ 
Royalties ____________________ 
Other _______________________ 
 
TOTAL PAID DIRECT =  
TOTAL SPENT BY PRODUCER =  
 

TOTAL SHOW COST = $__________ 

TOTAL BUDGET = $_____________ 
 
SHOW IS ____________ UNDER / OVER BUDGET 
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IV. Publicizing the Show 
All publicity information must be turned in to the Media Director, who will ensure that 
it gets to all available outlets (print, web, social networking, newsletters & emails). 

Our current Media Director is Lucien Jervis, and she can be contacted at: 

LUCIEN JERVIS 
Work : 310/954-3014 

Work Mobile : 310/909-3745 
Home: 805/498-8808 

Personal Mobile : 805/660-1895 
Fax: 805/499-3912 

Work E-Mail : lucien.jervis@teampcs.com 
Home E-mail : gondola9@msn.com 

Address: 24 Cindy Avenue 
Newbury Park, CA 91320 

 

�  Prepare Your Audition Notices. 

All audition notices should be brief, and must include the following items: 

·  Production Name 
·  Produced by Special Arrangement with [name of licen sing agency] 
·  Author 
·  Director 
·  Producer 
·  Music Director (if applicable)  
·  Choreographer (if applicable)  
·  Audition Dates and Times - Conejo Players does not publish callback dates, 

as that is at the discretion of the director. 
·  Audition Location 
·  Special Audition Requirements  - Tell prospective auditioners whether they 

need to prepare song or a monologue, if there will be a dance audition, wear 
dance attire, bring sheet music in your key, etc. 

·  Rehearsal Schedule  - Be brief; you just need them to know the date 
rehearsals begin, the nights of the week on which rehearsals will be held, and 
the start and end times of rehearsals. 

·  Performance Schedule  - Be brief; your best bet is to use the dates as 
published on www.conejoplayers.org. Don’t forget the matinees! 

·  Point of contact for information  - Audition notices need one email address 
and one phone number as a point of contact; generally, this will be the 
producer. Do not use the box office number! Be sure to include the area code 
with the notices. If there is an answering machine at either number, audition 
information should be part of the outgoing message. 
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·  Character Breakdown  - Be VERY brief; please include character’s names, 
genders, age ranges, personality characteristics or occupations, and special 
qualifications (i.e., vocal range, special dance ability, etc.) 

·  Plot Summary AND any other Promotional Information you want to 
include  - Be brief but creative. You may want to include two synopses: (1) 
brief synopsis, and (1) detailed synopsis. 

The Executive Committee has agreed that callback nights should NOT be listed in 
audition notices, as they are at the director's discretion and the director should have 
the freedom to decide on the last night of auditions how or whether to use the last 
night (Wednesday) that is allotted on the Master Calendar. Only the Sunday through 
Tuesday auditions should be published. PLEASE DO NOT INCLUDE CALLBACKS 
ON THE INFORMATION SHEETS THAT YOU SUBMIT TO ALL PUBLICATION 
EDITORS AND THE PUBLICITY DIRECTOR. 

Additionally, ALL AUDITION NOTICES SHOULD BE SENT OUT / PUBLISHED 
WITH THE DATES AND TIMES SUPPLIED BY THE EXECUTIVE COMMITTEE / 
EXECUTIVE DIRECTOR. These dates and times will be the ones printed on our 
season brochure, and will also be what the organization sends to all of our publicity 
outlets (papers, website, MySpace, email newsletters, Harlequin, etc). 

�  Complete Publicity Photos and Required Publicity In formation. 

Your general publicity photos and information sheet are due to the Media Director 
according the calendar provided at the producer / director meeting. Your information 
sheet should be sent via e-mail in a MS-Word file (preferably). Photos must be 
dropped off at the Media Director’s home (please also include a hard copy of the 
information sheet with the photos). Please see below for specific guidelines 
regarding the INFORMATION SHEET and PHOTOS. 

�  Information Sheet Guidelines 
Please do not go to the trouble of preparing special announcements and making 
tons of copies; that is the Media Director’s job. All you need to prepare is one clean, 
legible, copy of the required information. It would be a tremendous help if the 
information you prepare could be sent via e-mail as well, so that the information can 
be “cut-and-pasted” into the special publicity notices that the Media Director has pre-
prepared for your show rather than “re-typing” everything. 

The following information must be included; this is what the Media Director will need 
for PRESS RELEASES: 

·  Name of the Production 
·  Produced by Special Arrangement with which Royalty House (or author) 
·  Each Cast Member’s Name and the Character they portray (please be sure to 

submit the correct spelling of each name). 
·  Each Crew Member’s Name and their Crew function (please be sure to submit 

the correct spelling of each name). 
·  Performance Dates & Times (Don’t forget to mention matinees!) 
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·  Plot Summary AND any other promotional information you want to include. 
 

�  PUBLICITY PHOTOGRAPH GUIDELINES 
Publicity shots are taken EARLY in the rehearsal period and submitted to the Media 
Director by the deadline given to you at the Annual Producer/ Director meeting. 
Make the publicity photos interesting. A photo of a single character with props or 
costume is more attractive than a shot with actors just standing around.  

Photo Specifications: 

·  Invitations are sent to 6 reviewers, so you must submit need at least 6 photos 
·  Photos DO NOT have to be in black and white, color is fine. 

·  DIGITAL PHOTOS ARE PREFERABLE, and should be submitted via email to 
the Media Director. You must include an explanation of each picture in the 
email like the example below: 

Cinderella Pic # 1 - L-R Tori Glasner (Cinderella, Bennie Glasner (Elroy); Ashley Baker 
(Ludmilla); Tyler Johnson (Melvin); Riley Olsen (Orvil) and Conner Velarde as Prince 
Bryan 

·  The Producer should keep digital copies in case the media requests them at a 
later date. 

·  Try to send a VARIETY of pictures. Publications do not like to use the same 
picture another publication has used. If possible they will publish more than one 
photo if I send them a variety. 

·  IF YOU CHOOSE TO SUBMIT “ACTUAL” PHOTOS INSTEAD OF DIGITAL, 
standard 4x6 prints are fine, and each picture should be identified on the back 
with the following information: 

���������	
����
��	
���
�����������������������������������������

� ������������������� ���������!"���
�������	�����"��������#$�������%�����"��������
$��� �&��

Photographs submitted without names and “roles” noted on the back CANNOT be used. 
Please, do NOT use post-its or Scotch taped paper strips to accomplish this task. Use an actual 
label, with typed information, so the media can read the names. Other methods tend to result in 
the information getting separated from the photo, thereby making it useless to the media. 
Hence, a wasted picture and no photo publicity for your show! 

�  CONTACTING THE PRESS 
Please know that numerous press releases and publicity packages are sent out for 
every production. It is entirely up to a particular publication what information – if any 
– will be printed, and what you submit will determine how much space will be 
devoted to the piece, and where in the publication the piece will appear, etc. The 
Conejo Players Theatre has no control over publishing the material.  



Page 18 of 50 ���� 
 � ���������
���
 � ��������
 � 
 � ��������  The Conejo Players 
 

 

PRODUCERS OR MEMBERS OF THE PRODUCTION STAFF SHOULD  
NEVER CONTACT THE STAFF OF ANY PRESS PUBLICATION DIRECTL Y; 

THIS IS THE JOB OF THE MEDIA DIRECTOR. 

Every local media is sent an invitation and encouraged to attend and review our 
productions. However, we cannot guarantee their attendance or that a review will be 
written. Producers may inform the Media Director about any interesting or 
newsworthy item pertaining to the production, cast member, or member of the 
production team. The Agoura Acorn sometimes comes to the Theatre to get 
information for a pre-opening story. This particular publication is one you, as 
producer, may contact directly for a pre-opening story. 

�  Submit Information to the Conejo Players E-Mail New sletters. 

In 2007, the Conejo Players began roll-out of its e-mail newsletters. Patrons, 
members, or any interested parties can subscribe to one or more of e-mail 
distribution lists, which include general interest information, audition notices, 
performance notices and volunteer opportunities. 

Subscription is open to anyone and can be started or stopped at any time. People 
can subscribe by going to the Conejo Players Theatre home page and clicking the 
"Join Our Email List" button. Producers should make this information available to 
auditioners, cast and crew. 

�  SUBMISSIONS FOR EMAIL DISTRIBUTION: 
All submissions should be sent electronically to the Media Director. Any photos 
should be digital and small enough to email. 

Please send ideas for general interest stories or completed articles to the Media 
Director at any time; stories and story ideas are welcome, but not guaranteed to run. 
Please feel free to discuss with the Media Director. 

Audition notices will be sent approximately 2 weeks prior to auditions, and will 
include all information submitted to the Media Director. Performance notices will be 
sent the week of opening. If you have photos or any special information to include in 
this e-mail, please contact the Media Director. 

Volunteer Opportunities can be emailed out upon request. Producers / directors and 
others should submit specific dates, volunteer opportunities and contact information 
to e-news@conejoplayers.org. IF VOLUNTEER OPPORTUNITIES ARE SOLICITED 
IT IS THE RESPONSIBILITY OF THE PRODUCTION TO FOLLOW UP ON ALL 
RESPONSES. 

�  Perform at Local Arts Festivals [Mainstage 3 and CP CT 1 & 2]. 

Producers of any production – Mainstage, CSS or CPCT – should be aware a 
portion of their show may be part of one of two annual Arts Festival celebrations in 
the area: 
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·  The Moorpark Arts Festival occurs in the first half of May. Generally, the 1st 
CPCT production of the year can plan on being included. 

·  The Thousand Oaks Arts Festival  occurs in the second half of September. 
Generally, the musical in the 4th Mainstage slot and the 2nd CPCT production of 
the year can plan on being included. 

The Executive Producer will coordinate participation in these festivals with 
participating production staff. 
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V. Pre-Production 
 

�  Obtain Information by Deadlines for Newsletter & Pu blicity. 

At the Producer / Director meeting, you will be apprised of the dates necessary for 
submissions to publications, including, but not limited to, print publicity, the Harlequin 
Newsletter, the Email Newsletters, and the Conejo Players’ website. The director 
may note these dates, but it is the producer’s responsibility to ensure that the 
required data is submitted to the various Conejo Players publications on time. 

You may contact the Media Director or the editors of the respective newsletters to 
verify the deadlines you will have to meet. Supply each with audition information 
prior to auditions and casting/crew/production information. When publicity photos are 
taken, they must be forwarded to the Media Director by the required deadline, 
labeled as per instructions, and accompanied by the required publicity information. 

Notices appear in the Ventura and Thousand Oaks Star, Backstage West, the 
Agoura Acorn and Happenings Magazine. These publications and others are to be 
contacted only by the Media Director. But, feel free to follow up with the Media 
Director. Also, feel free to contact the Media Director regarding information for any of 
these publications, cable advertising, and for posting to the Ventura County Theatre 
pages on the Barker Productions’ website (www.barkerductions.com). 

Please see the section entitled, “Publicizing the Show,” for more information. 

�  Obtain Copy of Contract from Executive Producer. 

The producer must obtain a copy of the production contract from the Executive 
Producer, and copies should be shared with the director and the program designer. 
This contract contains the licensing agency’s requirements regarding the display of 
the show title, name(s) of the author(s), and any other required display information. It 
includes information required to be printed on programs, advertisements, publicity 
notices, etc. WE MUST COMPLY WITH THESE REQUIREMENTS. The contract will 
also contain royalty information needed for the budget; however, this information 
should be verified directly with the Executive Producer before budgeting. 

Musical contracts also list the orchestration available. The producer must coordinate 
with the musical director to limit the number of musicians as best as possible. Some 
musicals can be performed with one or two pianos, and some with as few as 5 
musicians. The 2006 Charles E. Padilla Orchestra Pit accommodates a maximum of 
8 comfortably, depending on the instruments required. Each musical is different. 

*** ALL CONTRACT NEGOTIATIONS, OBTAINING OF RIGHTS, PURCHASE OF 
SCRIPTS, AND FINANCIAL COMMITMENTS MUST BE HANDLED ONLY BY THE 
EXECUTIVE PRODUCER. Please contact the Executive Producer if you have any 
questions. *** 
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�  Complete the Production Staff. 

It is important to organize and complete a production staff as soon as possible. The 
director and producer should work together closely to identify which positions are 
needed and determine who will fill them. The producer should consult the director 
before making calls prematurely to fill technical and staff positions, as some 
directors will fill other positions prior to appointing a producer. The following 
positions may be needed for a particular production: 

·  assistant to the director 
·  associate producer 
·  set designer 
·  set crew 
·  set construction head 
·  scenic artist/set decorator 
·  lighting designer 
·  costume designer/coordinator 
·  property coordinator 
·  sound designer 
·  stage manager 
·  rehearsal secretary 
·  lobby display designer 
·  photographer 
·  property runner (during the show and/or properties collector) 
·  specialty props/effects 
·  light operator 
·  follow spot operator(s) 
·  sound operator 
·  running crew for performances 

For musicals, add: 

·  musical director 
·  choreographer 
·  rehearsal pianist 
·  dance captain 

If you are producing a musical, the director, musical director, and producer should 
have a production meeting to discuss the production’s crew needs and who among 
the three is best suited to contact other persons for the necessary crew positions. 

The ultimate “captain” of the play is the director. It is the director’s vision of the play 
that needs to be preserved and nurtured. For musicals, the Board suggests that the 
director appoint a musical director and/or choreographer, however, this sometimes is 
dependent on the expertise and vision of the director chosen, as sometimes 
directors will be in charge of more than one of these jobs. 

It is strongly suggested the CSS and CPCT shows use the Mainstage set and lights 
as focused whenever possible. The set designer, set decorator, and lighting 
designer might be the same person working on the Mainstage production. To 
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establish cooperation and to facilitate the resolution of technical problems before 
they arise, it is strongly recommended the producers of both the CSS and CPCT 
shows attend production meetings of the Mainstage show and vice versa. Exchange 
rehearsal schedules with your companion show(s) as soon as possible. It is a great 
courtesy to advise a companion show of theatre availability should your show 
choose to be “dark” on a night when a rehearsal was scheduled or if the callback 
night is not needed. There may be a children’s show in rehearsal and the extra time 
may allow them to rehearse longer than their usual 5:00 – 7:00 pm, which would be 
of great advantage for them. 

Sources for possible crew members are varied – from past experiences to 
membership lists, past cast lists and programs, publicity and newsletter notices, and 
sign-up sheets in the lobby (especially during auditions). Certain technical people 
may have ideas about recruiting for other areas. Do not expect to fill all the staff 
positions before auditions. The time commitment is great and many people cannot 
make such a commitment very far in advance. Many times, positions, such as light 
and sound operators, are not filled until a few weeks prior to opening and can be 
filled by friends and spouses of your cast. 

�  Conduct Pre-Production Meetings. 

During the pre-production period, the director should have a meeting with all 
members of the production team. These meetings allow designers to share their 
thoughts with each other and coordinate them with the director. These meetings also 
allow the producer to distribute additional materials and more closely determine what 
tasks remain undone. 

The Executive Committee has requested all set designs impinging on the regular 
use of the house be reviewed with them prior to the submittal of the production 
budget. 

Arrangements for meetings at the theatre must be cleared on the Master Calendar to 
avoid conflicts with other scheduled events at the theatre. The staff for any 
concurrent productions must be informed and invited to production staff meetings to 
further facilitate coordination and communication between the production teams. 

�  Obtain Necessary Production Materials from Executiv e Producer. 

Production materials need to be requested and are generally obtained before 
casting. Materials from the licensing agencies are generally sent out to arrive 8 
weeks prior to opening night. You will have to improvise with sides if auditions are 
more than 8 weeks before opening night. NYC and LA playhouses base this on a 
traditional six-week rehearsal period. More time for the materials will add more 
dollars to your budget at a minimum monthly fee rate, generally $400 or more. 

Designers must become familiar with the show in order to communicate with the 
director and other staff members. Communicate with the Executive Producer as 
soon as possible regarding production materials. Single copies of scripts for reading 
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purposes are generally available at local theatre bookshops and at Samuel French, 
Inc. Multiple script requests are requested through the Executive Producer only. 
Please do not hesitate to remind the Executive Producer of any production materials 
needed, the amount of scripts needed, and how soon they are needed. 

Musicals require additional materials other than the scripts; these will also be 
ordered by the Executive Producer. The musical director and director need a perusal 
piano/conductor score as soon as feasible; please ask the Executive Producer for 
particulars. A chorus/vocal book may also be desirable (since they often conflict with 
the piano score and script). Perusal copies must be viewed and returned to the 
Executive Producer within one week. 

�  Set Up Pre-audition and Production Displays. 

If there is room on the bulletin board in the lobby, you may display cast requirements 
for your upcoming auditions. This breakdown should be ready by opening night of 
the previous show prior to your auditions. If space permits, you may be able to set 
up the easel giving the audition information for your show. Please coordinate this 
with the production team of the preceding show(s). 

�  Obtain Keys and Codes from the Facilities Director.  

It is the responsibility of the producer to ensure theatre access, so s/he must call the 
Facilities Director prior to the first day of auditions to arrange the procurement of 
keys (as necessary) for the producer and director. Only one key each will be issued 
to the producer and director. Any additional keys required will need to be discussed 
with the Facilities Director and issued on an as-needed basis. 

When you meet with the Facilities Director, you will also be given an alarm code for 
theatre access. If you are not familiar with the alarm system, turning on the rehearsal 
lights, air conditioning / heater, parking lights, making coffee, or closing of the 
theatre, ask the Facilities Director to instruct you on all the proper procedures. 
During rehearsals, the last staff member to leave is responsible for proper lockup 
and security of the theatre. During performances, lockup becomes the responsibility 
of the stage manager. 

Keys to the box office, snack bar and lobby storage are not given to producers. If 
there is a need to enter these areas, contact the Facilities Director or the Executive 
Producer. 

If access to the Hillcrest Center for the Arts (“HCA”) is needed for rehearsals, 
contact Scott Buchanan at the HCA as to the correct procedure. There is an 
extensive application process to use space at this facility of rehearsals;  
please see the Hillcrest Guidelines that are available of the Production Portal 
(www.conejoplayers.org/productionportal/2010.html). 
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�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 
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VI. Auditions 
�  Get Audition Notices Out. 

The director is primarily responsible for putting together the casting requirements for 
the show and getting it to the producer ASAP. The producer must compile the 
audition notice and send it to the Media Director. Please see the section entitled 
“Publicizing the Show,” for more specific information. 

 

�  Define the Audition Process. 

The director will usually have a specific audition process with which he or she is 
comfortable. Certain materials may be necessary (audition forms, index cards), and 
certain processes may be required. Just ask your director what he or she prefers; 
there are templates and samples available on the Production Portal 
(www.conejoplayers.org/productionportal/2010.html). 

If casting the show cannot be completed, then you may have to reopen auditions, 
call people, or ask the Executive Committee for assistance. 

�  Plan Auditions and Organize Audition Staff. 

The audition process requires a number of people to ensure that all goes well. There 
must be a person in the lobby at all times to greet the auditioners, help them 
complete audition forms, and try to answer any questions that may arise. Other 
people required might include someone to distribute scripts or sides, someone to 
photograph the auditioners, someone to assist the director at the table, someone to 
bring the audition forms from the lobby to the director, and possibly an audition 
pianist. 

Discuss the auditions with all members of the production staff to determine any 
additional requirements, such as CD or cassette players, Polaroids, etc. You will 
also want to work together to determine the best “plan of action” - whether to sing 
first or read first, etc. 

�  Set Up Your Auditions – Refreshments, Information, Tables, etc. 

The producer and audition staff should arrive at the theatre at least one hour prior to 
auditions to set up the lobby and materials for the audition. A table is needed for the 
audition forms, clipboards, cards, sign-in sheets, stapler, pens, etc., which are kept 
in the lobby storage areas. Please make a point of checking several days ahead of 
time to be sure all of the materials you will need are available and accessible at the 
theatre. You may contact the Executive Producer if you have questions. 

Water is generally provided in the lobby at auditions, and can be purchased / 
reimbursed from the producer’s petty cash or audition supplies fund, which should 
have been built into the original production budget that was approved by the Board. 
The “snack shack” counter in the lobby can be used for this “service.” 
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Be sure that a rehearsal schedule is posted in multiple locations for easy review by 
potential auditioners; a free-standing board is available for the posting of the 
rehearsal schedule, cast/character descriptions, special instructions, etc. The front 
door can also be used as an area to post information. Be sure to clean up all posted 
materials after callback night. 

�  Give the “Audition Speech.” 

When the director is ready to begin, the producer will call all those auditioning into 
the auditorium. This “audition speech” serves to introduce the production staff 
members present, define the audition process, give some general rules about the 
theatre, and answer any questions. Please be patient when explaining the theatre 
rules. The sample below is merely a suggestion regarding information to be included 
in the introduction: 

Welcome. I am _______, [and introduce staff]  

·  The Conejo Players Theatre is a non-profit community theatre – no 
one gets paid. 

·  We are staffed exclusively by volunteers – actors, crew, Board of 
Directors, members, etc. 

·  Anyone can become a member. Complete the card in the lobby and 
pay $1.00. This entitles you to lifetime membership as long as you 
keep us apprised of any changes in your address. Once completed, 
you can leave your application and membership fee in the Box 
Office. 

·  Auditioners will automatically be placed on our regular mailing list. 
How the Audition Process Works:  

·  We try our best to read people in the order in which they arrived. 
·  When your name is called, you will sing or pick up a side from 

which to read a scene from a production assistant. 
Leaving: 

·  After the reading, please give the side back to the audition staff. 
·  After your first reading, you can stay – we may re-read you again – 

but no guarantees. 
·  If you can’t stay, let the audition staff know you are leaving. 
·  If you know you must leave at a certain time, let a member of the 

audition staff know that too. 

Returning: 

·  You may return on future nights of auditions, however, there is no 
guarantee you will be re-read. We will read new people first. 

·  Sign-in is located at the table in the lobby. Advise a member of the 
audition staff if you are a returning auditioner. 

Callbacks: 
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·  If you are being asked to a callback, you will be notified by phone or 
email on either the last night of auditions or the morning of 
callbacks. Be sure we can read your writing on your audition form. 

Throughout the night: 

·  Please do not come to the director’s table. If you need to get a 
message to the director, tell a member of the audition staff and your 
message will be delivered. 

·  Please do not sit in the row with the director’s table. There is 
constant movement in and out of that row. 

·  Please do not approach the area where the director is working 
unless specially called. 

·  If you must leave early, inform one of the assistants in the lobby. 
We will forward any messages to the director and casting team at 
the table. 

·  No food or drink in the auditorium with the exception of screw-top 
plastic water bottles.  

·  No smoking anywhere inside the theatre complex. 
·  Keep very quiet in the auditorium and in the lobby – respect your 

fellow actors. 
·  Keep within earshot – listen for your name if you have an upcoming 

scene to read. 

Production Information: 

·  Read everything posted in the lobby, including the rehearsal and 
production calendar. 

·  Make sure that we have your preferred phone number and email 
address, and that they are legible. 

·  Make sure you have listed all conflicts. 
·  We do not cast understudies, so there can be no performance 

conflicts. 

Introduce production staff, including audition staf f working in the 
lobby, handing out script sides, etc. 

Ask if there are any questions – then – turn it ove r to the director to 
discuss the characters, what they expect, etc. 

�  Prepare for Callbacks. 

After the open auditions, the director may want to call back some of the auditioners. 
Be sure you have correct phone numbers and/or email addresses on the audition 
forms and the sign-in sheet. Be sure each person present acknowledges they will – 
or will not – attend the callback. Be specific about the time they are to arrive and any 
special preparation required if different from the open auditions. 
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The producer and staff are responsible for informing people of their callback on or 
before the callback night. Many people work during the day and may not have 
received a message on an answering machine. If you leave a message, ask them to 
call either the producer or the director, otherwise you expect to see them at the 
predetermined time at the callback. Those called back may also be given the 
backstage theatre number if you have to leave a message on an answering 
machine, or your mobile phone number. Try to speak to the auditioner in person. 
The producer must coordinate with the director as to who will and will not attend 
callbacks. 

�  Forward Auditioner Information to the Mailing List Coordinator. 

The producer saves the audition forms completed during the audition period and 
forwards this information to the coordinator of the theatre mailing list. These people 
will be informed of future auditions and performance dates. Simply photocopying the 
face sheet of all the audition forms is sufficient.  

�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 
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VII. Rehearsals 
�

�  Determine Outside Rehearsal Space Needs 

The Conejo Players Theatre is a very busy facility, to say the least! The Master 
Calendar delineates which production(s) or event(s) have access to the venue for 
every day of the year. Should a production need to rent outside space, the producer 
must make the necessary arrangements (suggestions are listed in the RESOURCES 
section of this manual). 

If money is needed for rental, a budget modification will need to be presented to the 
board in accordance with the BUDGET MODIFICATION GUIDELINES outlined in 
this manual. 

If your production needs to use space outside of the theatre and the space requires 
an insurance rider, producers should complete the Additional Insured Questionnaire 
and send it to the Business Advisor, who work with the insurance company to obtain 
the rider. You need to allow approximately 2 weeks for this process. The Additional 
Insured Questionnaire can be found in the toolkit at the end of this manual. 

�  Distribute Production Forms to Cast and Crew. 

The first rehearsal for a production is usually a read-through of the script. This 
provides the producer the time to give information and materials to the cast about 
the production and what is expected of them. Members of the production staff should 
be present at the read-through as well. At a minimum, the following forms should be 
distributed at the first read-through: 

·  Cast list 
·  Complete rehearsal schedule 
·  Program bio info / form 
·  Script sign-out forms (if scripts are rented) 
·  Hold harmless agreements 
·  Conejo Players Membership forms 
·  Alberston’s Community Partner forms 

The cast list includes names of all of the cast, crew and staff, role or job in the 
production, contact numbers, and email addresses. The list also includes the phone 
number for the box office and backstage. Post a copy in the box office and near the 
backstage telephone. Please provide a copy to the Board’s Executive Producer as 
well. 

A complete rehearsal schedule should be prepared by the director as soon as 
possible to help minimize any communication problems concerning who is required 
at each rehearsal. This schedule should also take into account the conflicts listed on 
the actors’ audition sheets. Cast members should not be required at rehearsals 
when they are not needed.  
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Program bio forms are distributed to the cast and returned to the producer ASAP. 
Everyone – cast, crew & staff – should get these forms.  

Script sign-out forms and a $25–$50 deposit are required from each actor when 
using rental materials. A $50 deposit is required from each musician as well for their 
book or books. This prevents scores from disappearing. A postdated check is an 
acceptable form of deposit. These deposits will be returned when the material is 
returned to the producer or music director. The theatre is charged a substantial fee 
for lost or unreturned material. This charge is the responsibility of the actor or 
orchestra member if the item is lost or not returned. Fees paid by the theatre will be 
charged against the show’s budget. The producer can number the material with a 
light pencil on the front inside cover. RENTAL MATERIALS MAY ONLY BE 
MARKED IN PENCIL – no highlighters, pens, etc. Any script markings MUST be 
erased prior to returning your materials to the Executive Producer. The Executive 
Producer WILL NOT erase your scripts for you, and again – your budget will be 
charged for marked scripts as well. 

Hold Harmless Agreements are to be filled out by all participants, including the 
director, the entire staff and crew, and musicians. Parents must sign for minors. 
These forms are to be returned to the Board’s Secretary. 

�  Follow the Theatre Opening and Closing Checklists. 

The THEATRE OPENING and CLOSING CHECKLISTS are below; most questions 
may be directed to the Executive Producer, but technical issues should be directed 
to the Executive Technical Director. Physical Plant issues (Alarms, auditorium 
lighting, building maintenance or plumbing issues) should be directed to the Facility 
Director. 

�  THEATRE OPENING & CLOSING CHECKLISTS  
OPENING CHECKLIST DURING REHEARSALS* 

�  Turn off alarm 
�  Turn on rehearsal lights (by alarm) 
�  Make coffee backstage (if desired) 

CLOSING CHECKLIST DURING REHEARSALS 

�  Turn off and clean the coffee pot backstage 
�  Empty backstage garbage cans and place in dumpster 
�  Clean auditorium of all mess left behind 
�  Shut off dressing room makeup lights 
�  Check all doors backstage, including, but not limited to: all doors in the 

expansion, side door off downstage right, four double doors in auditorium, 
and lobby doors. 

�  Check to see all cast and crew are out of the theatre 
�  Check booth to be sure the sound is off, the light board and dimmers are 

off, the camera and non-dims are off, and all equipment is covered 
�  Set alarm 
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*During performances, be sure the stage manager turns the telephone ringer off prior to the start of 
the show. When leaving the theatre, the stage manager should re-engage the ringer when the curtain 
is brought down at the end of the performance. 

�  Familiarize Yourself with Day-to-Day Theatre Operat ions. 

The theatre supplies cast and crew members with water, coffee, and tea during 
rehearsals and construction. Check to see if coffee, cups, sugar, creamer and tea 
are available backstage. If supplies are running low, contact the Executive Producer 
or those persons responsible for obtaining supplies for the Theatre for 
replenishment. These supplies are only in the Green Room area – not part of the 
supply in the lobby for the audience. The Snack Bar supplies must be kept separate 
and must NOT be used by production staff. 

The dressing rooms and bathrooms are to be kept tidy and clean by the actors. 
There is no janitorial service provided to the auditorium or lobby when the theatre is 
dark – and there is no janitorial services provided to the backstage area at any time. 
Producers can delegate someone to check on the refillable soap dispensers, toilet 
paper and paper towels on a regular basis, and rely on the cast to inform the 
producer of need for these supplies. If bathroom supplies are running low, contact 
the Executive Producer or the person responsible for obtaining supplies for the 
Theatre for replenishment. At this writing, Eva and Jerry Nehring (805/493-1627) 
maintains supplies. Call them if you are in need of something or notice supplies are 
running low. 

IT IS THE PRODUCER’S RESPONSIBILITY TO MAKE SURE THAT 
THE THEATRE REMAINS CLEAN, GARBAGE IS REMOVED, ETC. 

DURING THE COURSE OF THE REHEARSAL PROCESS. 

During those weeks when one show rehearses – Monday through Wednesday – 
while another show is running – Thursday through Saturday or Sunday – it is 
important to remember the stage and theatre must be readied for the next 
performance after the last rehearsal prior to the performance. This should be 
coordinated with the stage manager of the current production prior to your first 
rehearsal. Basically, we all need to help each other. 

The task of the scheduling of ticket-takers and ushers is the responsibility of the 
Executive Producer and the Usher Coordinators. At every annual meeting in 
February, the Executive Producer either enlists or re-enlists volunteers to take care 
of the ushers for Mainstage productions, CSS productions and the Children’s 
Theatre productions. This  is  not  your  responsibility . 

It is, however, the responsibility of the show’s pr oducer to enlist a HOUSE 
MANAGER for his / her production . The House Manager will be the go-between 
for the front-of-house staff and the stage manager during the run of the show, and 
will manage the ushers and ticket-takers obtained by the Usher Coordinator. It is 
preferable to have one person who is familiar with the show and the cast/staff act as 
the House Manager for every performance throughout the entire run. 
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�  THE HOUSE MANAGER ’S DUTIES 
·  Managing the ushers while they are on duty 
·  Overseeing lobby, seating and overall comfort of the theatre patrons 
·  Overseeing operation of house 
·  Supervising ushers 
·  Enforcing safety and fire regulations 
·  Coordinating opening of house with ushers and stage manager 
·  Being available to answer questions 

The time commitment for House Managers is one hour before show until patrons 
have left the theatre, and s/he should be available for all shows, including preview 
performances, or else the duty should be split between no more than 2 people. 

This position requires dependability, responsibly, the ability to think on your feet to 
deal with sensitive situations. Your ideal House Manager should have an outgoing 
and friendly personality, be amiable, and enjoy guiding / helping people. We expect 
House Managers to dress presentably; no jeans, sneakers, t-shirts, etc. 

�

�  TICKET-TAKER AND USHERS’ DUTIES 
When it is time for the performances to begin the house manager, ticket taker and 
ushers for each of the performances keep the auditorium and lobby tidy, the 
bathroom trash and lobby trash emptied. Some of their duties are generally 
explained below.  

The arrival time for house managers, ticket takers and ushers (“house personnel”) 
for all performances, including Mainstage, CSS and CPCT productions, is at least 
one hour before curtain. The theatre auditorium is made ready, clean and tidy by the 
house personnel for each performance. Badges are in the ticket stand. 

Due to the benefit of being allowed to see a free performance as a participant in the 
house personnel for that show, ALL house personnel for that performance are 
expected to be sure the house is ready for an audience. The tasks include emptying 
both of the lobby bathroom trash containers, emptying the lobby trash containers, 
picking up programs (some can be reused) and debris left on the auditorium floor by 
a previous audience. The house manager will assist handicap patrons to their seats 
prior to the opening of the house to the rest of the audience. 

The house manager, ticket taker and ushers are NOT permitted to save a seat for 
themselves. If there is a sold-out house, the house personnel will have to stand or sit 
on a step. 

The stage manager will inform the house manager as to the readiness of the theatre. 
Even though the auditorium regularly opens 30 minutes prior to the beginning of 
each show, the house manager must wait for the cue from the stage manager. No 
one acting as one of the house personnel for that performance should take it upon 
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himself or herself to “open the house “without the okay from the stage manager. 
There may be a last minute repair needed before the audience should be seated.  

At intermission, the ushers will open the doors to the lobby and the house manager 
will “patrol” the lobby in case a patron needs assistance. The house manager also is 
in charge of collecting the hearing enhanced materials and returning the patron’s 
Driver License taken as security for the hearing device. The “black box” with the 
hearing equipment and Driver Licenses is kept in the locked snack bar at all times. 
The house manager will plug the devices in and lock the snack bar door. The house 
manager must stay until the end of the performance. 

There is a more extensive list of specified duties for the house personnel posted in 
the box office.  It is also included in the toolkit at the end of this manual. 

�  Coordinate Strike. 

On Sunday following the closing of the current production, the set for that production 
is dismantled by the cast of the production(s) in rehearsal. This includes Mainstage, 
CSS and CPCT production personnel. Each member of the cast and crew takes part 
in this task. PARTICIPATION IS NOT OPTIONAL. IT IS MANDATORY FOR 
EVERYONE!! Even if the cast and crew personnel can only be present for a few 
hours, each person’s help is invaluable. 

There is plenty of work for even the largest cast on the day of strike, such as taking 
down the entire set, cleaning wood and other materials, general clean-up, pulling 
down lighting instruments, dressing room cleanup, etc., as well as potentially 
beginning construction of the next show. Storage of props and costumes should be 
conducted under the supervision of the properties and costume coordinators.  

It is a good idea to request that all personnel bring some form of tools – drills and 
electric screwdrivers are at a premium at strike!  

The producer is also responsible for ensuring that the show banner(s) for the next 
show (s) are properly set up during strike. Please consult with the Executive Director 
regarding the storage location for the banners and the procedure for hanging them. 

ALL PARTICIPANTS IN SET STRIKE must have a signed Hold Harmless form on 
file, and must adhere to the SAFETY POLICY FOR SET STRIKES below. 

 

�  SAFETY POLICY FOR SET STRIKES 
�

Conejo Players Theatre welcomes all family members to participate in set strikes. In 
the interest of safety, Conejo Players Theatre has some ground rules we ask all 
participants to follow.  
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1. Participants age 16 and above may participate in the actual de-
construction of the set; which includes but is not limited to working on the 
stage floor, the orchestra pit and in the shop area. 

2. Participants under 16 may work in specifically assigned areas designated 
by the head of set strike; which includes but is not limited to: the costume 
and prop lofts, the dressing rooms, the lobby, the house, the backstage 
areas, and the green room area. NO ONE under 16 is allowed on the 
stage floor, in the orchestra pit or in the shop area during a set strike. 

3. Participants aged 13 and under must be accompanied by a parent and 
that parent is responsible for their child’s safety and conduct during set 
strike. 

4. All participants must wear proper work clothes and closed-toed shoes 
during set strike. 

Note: ONLY participants 18 years of age or over may use power tools (excludes 
cordless drills/screw guns). If there is any question or concern that a participant is 
18, said participant may be asked to provide proof of age. 

Conejo Players Theatre wants to emphasize once again that participants of all ages 
are welcome at set strike and we encourage families to participate. Thank you for 
your attention and cooperation with the rules stated above. 

�  Coordinate Set Construction. 

The producer is responsible for working with the set designer and/or the construction 
head to put together the crew for set construction. If the designer is also the set 
construction head, there is probably no other person who knows more about the 
execution of the design than the designer. Regardless of who will be in charge 
during the construction period, the producer should make sure the person will fulfill 
their obligation to the production. 

The main obligation of the Set Designer is to provide construction drawings for the 
production. A model is not required (but can be very helpful for visualization). At 
minimum, a scaled ground plan drawing can do wonders for your production. It’s an 
important tool because this is the stage layout and will be needed by many people to 
coordinate the use of the stage space, shop space, lighting and sound equipment, 
building materials, drapery, furniture, and other scenic elements, especially when 
there are concurrent productions. The producer should ensure that all necessary 
drawings are provided by first rehearsal, at the latest, when the construction process 
normally begins. The Lightning Designer will provide a light plot and instrument 
schedule, although these usually arrive a little later. Generally, if any changes to the 
plan occur afterwards, updated drawings are made. It is suggested that copies of 
any/all drawings be provided to the Executive Technical Director as well, in order to 
help facilitate the availability of needed items and to ensure coordination between 
concurrent shows. The Producer also checks periodically throughout the process 
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that all elements such as designers, builders, costume construction, etc. are on track 
with the production calendar. 

The producer should periodically announce to the cast their help is more than 
welcome during the days planned for construction, and s/he should enlist others to 
assist if the work is not being completed at a reasonable and progressive rate. Post 
a construction sign-in sheet so the names of the set construction crew can be 
captured in the program. 

�  Work Out a Schedule for Concurrent Rehearsals / Per formances. 

There is often a performance of the Mainstage show soon after a CSS or CPCT 
rehearsal, so it is important any changes to the set, equipment, backstage setup, 
dressing rooms, etc., be restored exactly as found and all areas are clean. Casts 
should be reminded they are sharing the dressing rooms with other shows, and 
moving or disturbing another’s wardrobe or “stuff” is not only impolite and 
disrespectful, but detrimental to the production. 

The CSS shows are entitled to the theatre’s stage on Sunday evenings during the 
rehearsal period (except for the Sunday of the tech rehearsal for the Mainstage 
show or the “strike and set up” for a children’s show). CSS and CPCT producers: 
Please check with the producer of the Mainstage show to be sure that production is 
not in need for the theatre for rehearsals or lighting purposes. Please communicate 
with all the directors and producers involved and coordinate in accordance with the 
Master Calendar. 

�  THE MASTER CALENDAR  
The master calendar is the main source of information pertaining to theatre 
availability for rehearsals and technical preparations for your production. Priority use 
of the theatre is delegated to the Mainstage production a great deal of the time. Next 
priority goes to the next production up whether CPCT or CSS. Availability of the 
expansion and backstage areas to work on sets, costumes, and lighting for CPCT or 
for CSS rehearsals while the Mainstage production is in rehearsal MUST be cleared 
with the director and producer of that Mainstage production.   

Additionally, maintenance and operation of the theater backstage areas is under the 
supervision of the Executive Technical Director.  Avoid any confusion for use of 
equipment or use of the area by coordinating your schedule with the ETD. 

CSS and CPCT producers : Please do not assume that while the Mainstage 
rehearses onstage, the backstage is “up for grabs” just because your show is also in 
rehearsal. Simply make a phone call. 

The CPCT productions may also be able to take advantage of Saturday rehearsals, 
once the Mainstage musical is up and running. Please coordinate with all directors 
involved in all productions first, however. When a CSS is not performing, Saturday 
afternoons are often reserved for construction, and often space can be arranged for 
afternoon CPCT rehearsals on this day. SATURDAY REHEARSALS ARE NOT 
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GUARANTEED, HOWEVER, AND MUST BE APPROVED BY ALL PEOPLE 
INVOLVED IN SET CONSTRUCTION FOR CONCURRENT SHOWS. 

�  Lay Out the Program and Deliver It to the Printer. 

The producer submits the program to the printer about two weeks prior to opening 
night, so it is never too early to start on the preparation of the program. The producer 
should make every effort to give credit to all who have contributed to the production, 
no matter how great or small their contribution. 

The producer must recruit someone with the necessary skills and equipment to 
produce the print-ready output. The program lists the cast and production staff, 
contains biographies of the players and production team, lists any special 
acknowledgements or thanks, and may contain background on the show, a note 
from the director, etc. Certain items should be a part of every program. Please see 
past programs for reference. Cover artwork (front and back) will be provided by the 
Executive Director, and should be obtained by the producer via email as soon as 
possible.  

Consult the contract for any requirements that may affect the program. This includes 
information concerning title, author, credits, etc. The Executive Producer can assist 
with this if necessary. 

�  PROGRAM PRINTER CONTACT INFORMATION 
The Conejo Players gets a special price for our programs from CR Print in Westlake 
Village. The contact information for the printer is as follows: 

�
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�  PROGRAM QUANTITIES AND SIZES 
 

Type of Show Program Size Quantity Needed Cost Esti mate 
Mainstage Play 8 ½ x 14 tri-fold 2000 $375 

Mainstage Musical 11 x 17 4-fold 3000 $550 
CSS 8 ½ x 14 tri-fold 1000 $250 

CPCT 11 x 17 4-fold 1500 375 
 

�  Take Photos for the Lobby Board. 

Shortly before opening night, photographs must be taken of the cast, crew and staff 
for display in the lobby during the run of the show. Personal photos or their own 
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“headshot” ARE NOT USED for this display. The producer arranges for a 
photographer and coordinates with the director for the allocation of time for taking 
photos (as early as possible). It may be possible to coordinate your session with the 
CSS or the CPCT production. This can save money. ALL PHOTOS ARE THE 
PROPERTY OF THE THEATRE AND MUST REMAIN THERE. The Secretary will 
collect them after the closing performance. 

The producer must keep track of which cast or staff members have their photo taken 
on this night. Re-shoots and photo pickups are normally required on any production. 
Schedule the photos far enough in advance to allow for any retakes. As stated 
previously, other substitute photos will not be used. In extenuating circumstances, 
an Executive Committee member should be consulted; only the Executive 
Committee may make a decision on the use of a different photo. 

�  Provide Ticket Information to Cast and Crew. 

The following Ticket and Membership Information Sheets should be duplicated and 
distributed to the cast and crew of every production.  

NOTE: The sheets differ between Mainstage, CSS, and CPCT productions; be sure 
to distribute the correct sheets! 

�  TICKET INFORMATION SHEETS 
See next page… 
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�
2010 MAINSTAGE PRODUCTIONS 

Ticket Information 
 

Conejo Players Theatre – Box Office 
805/495-3715 

 
1. The theatre has open seating on a first-come, first-served basis. There are no 

reserved seats. The Box Office and Lobby open one (1) hour prior to curtain. 
Doors open for seating in the theatre approximately 30 minutes before curtain.  

2. Every person entering the theatre to see the show must have a ticket. 
(Exception: Director and Producer only.) 

3. Opening night and Saturday night tickets are $20 for plays and $24 for musicals. 
There are no discounts for Saturday or Opening Night performances.  

4. Friday and Sunday tickets are $18.00 for plays and $22 for musicals.  There is a 
$1.00 discount for seniors (over 65) and children (under 13).  

5. Thursday night tickets are $16.00 for plays and $20 for musicals. There is a 
$1.00 discount for seniors (over 65) and children (under 13).  

6. Advance purchases are recommended for all performances.  Walk-up ticket 
sales may be an option. 

7. Group sales for 20 or more for all mainstage performances (except Saturday and 
Opening nights) will receive a $2.00 discount per ticket. Please contact the Box 
Office to purchase tickets for group sales.  

8. The Director of a Main Stage production is given 2 comp tickets for each 
performance, and 6 comp tickets for the opening night performance.  These are 
generally used for staff and volunteers.  No other comps are available and no 
one can enter the theatre without a ticket. 

9. No “industry” comp tickets are given to anyone.  However, 2 “press” comps are 
given to each reviewer with a reservation. 

 
There are NO refunds on public sale tickets.  In the event a performance is sold out and 
someone wants to see the show, they may come to the theatre to get on the “standby” 
list. This list is started when the Box Office opens. No names are taken by telephone. A 
warm body must be present to get on the list. 
 
Reservations can not be guaranteed with out payment.  Please contact the Box Office 
to purchase tickets by phone:  805-495-3715, email at tickets@conejoplayers.org, FAX 
(805)435-8100 or MAIL to 351 So. Moorpark Road, Thousand Oaks, 91361-1008. 
 
The box office opens 1 hour prior to show time for Will Call and walk-up sales.  Due to 
walk-up sales the phone may or may not be answered during this hour and will go to 
message. Please allow 72 hours for a response.   
 
Tickets may also be purchased online at www.conejoplayers.org. 
 
 

Thank you – and see you at the theatre! 
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2010 CONEJO SECOND SERIES  

Ticket Information 
 

Conejo Players Theatre – Box Office 
805/495-3715 

 
1. The theatre has open seating on a first-come, first-serve basis. There are no 

reserved seats. The Box Office and Lobby open one (1) hour prior to curtain. 
Doors open for seating in the theatre 30 minutes before curtain.  

2. Every person entering the theatre to see the show must have a ticket. 
(Exception: Director and Producer only.) 

3. All tickets are $10.00 for everyone; no discounts for children, students, seniors or 
groups 

4. Advance reservations are generally not required, but still encouraged.  
5. Please contact the Box Office to reserve space for a group of any size.  
6. The Director of a Conejo Second Series show has been given 2 comp tickets for 

each performance, and 4 comp tickets for the opening performance.  These are 
generally used for staff and volunteers.  No other comps are available and no 
one can enter the theatre without a ticket. 

7. No “industry” comp tickets are given to anyone.  
8. There are NO refunds on public sale tickets.  
9. In the event a performance is sold out and someone wants to see the show, they 

may come to the theatre to get on the “standby” list. This list is started when the 
Box Office opens. No names are taken by telephone. A warm body must be 
present to get on the list. 

10. Reservations can not be guaranteed with out payment.  Please contact the Box 
Office to purchase tickets by phone:  805-495-3715, email at 
tickets@conejoplayers.org, FAX (805)435-8100 or MAIL to 351 So. Moorpark 
Road., Thousand Oaks, CA 91361-1008. 

11. The box office opens 1 hour prior to show for Will Call and walk-up sales.  Due to 
walk up sales the phone may or may not be answered during this hour and will 
go to message. Please allow 72 hours for a response .   

 
12. Tickets may also be purchased online at www.conejoplayers.org. 

 
 

Thank you – and see you at the theatre! 
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2010 CONEJO PLAYERS CHILDREN’S THEATRE (“CPCT”) 
Ticket Information 

 
Conejo Players Theatre – Box Office 

805/495-3715 
 

1. The theatre has open seating on a first-come, first-served basis. There are no 
reserved seats. The Box Office and Lobby open one (1) hour prior to curtain. 
Doors open for seating in the theatre 30 minutes before curtain.  

2. Every person entering the theatre to see the show must have a ticket. 
(Exception: Director and Producer only.) 

3. All tickets are $10.00 for everyone; no discounts for children, students, seniors or 
groups. 

4. Advance reservations are generally not required, but still encouraged.  
5. Please contact the Box Office to reserve space for a group of any size.  
6. The Director of a CPCT show is given 2 comp tickets for each performance, and 

4 comp tickets for the opening performance.  These are generally used for staff 
and volunteers.  No other comps are available and no one can enter the theatre 
without a ticket. 

7. No “industry” comp tickets are given to anyone.  
8. There are NO refunds on public sale tickets.  
9. In the event a performance is sold out and someone wants to see the show, they 

may come to the theatre to get on the “standby” list. This list is started when the 
Box Office opens. No names are taken by telephone. A warm body must be 
present to get on the list. 

 
Reservations can not be guaranteed with out payment.  Please contact the Box Office 
to purchase tickets by phone:  805-495-3715, email at tickets@conejoplayers.com, FAX 
(805)435-8100 or mail to 351 So. Moorpark Road. 
 
The box office opens 1 hour prior to show for Will Call and walk-up sales.  Due to walk 
up sales phone may or may not be answered during this hour and will go to message. 
Please allow 72 hours for a response.   
 
Tickets may also be purchased online at www.conejoplayers.org. 
 

 
Thank you – and see you at the theatre! 
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�  Confirm the Opening Night Reception (MAINSTAGE ONLY ). 

FOR MAINSTAGE PRODUCTIONS ONLY: An estimate of $500 was included as 
part of your budget. Coordinators of the opening night party will contact the 
Executive Producer and the producer approximately two weeks prior to opening. 
They will request the following information, and the producer should be prepared 
with the most accurate answers available at that time: 

·  Run time of each act, length of intermission, and time of final curtain; 
·  Number of people in cast and crew; 
·  Decision of having the party indoors or outdoors; and 
·  Any theme ideas. 

Other than making sure that the workshop area is as clear as possible (if the party is 
to be held there), the rest of the coordination will be done by the coordinators – there 
is nothing more for the production staff to worry about. 

�  Coordinate and Schedule Technical Rehearsals. 

Tech Week begins on the Sunday prior to opening, and the first day is normally an 
all-day technical rehearsal where all crew and staff members finally gather together 
with the actors. Everyone  needs  to  try  to  stay  relaxed  and calm . The time is the 
director’s call; in some instances, the director or stage manager may want a crew 
call earlier to run tech or scene changes, or the director may want actors at a 
specific time to run something concurrently, etc. The day is geared for a “cue-to-cue” 
technical run of the entire show, a break for supper and, hopefully, a run-through of 
the entire show. All of the technical crew should be in place for this. The evening’s 
run-through for musical productions generally includes the orchestra but again, this 
is the director’s call. 

Some directors call for a dinner break away from the theatre. If the director wants 
the cast and crew to not leave the theatre, the producer may elect to organize a pot 
luck meal by hanging up a sign-up sheet one to two weeks prior to the tech for the 
cast to bring a dish, drinks, or paper goods to share. It is a good gesture NOT to ask 
the crew to bring food, as many times they will work into the wee hours of the 
morning unbeknownst to the cast; this would be a nice “thank you” to them!! As 
always, the producer must ensure that the theatre is cleaned up afterwards, and 
there is to be no eating in the auditorium or on stage AT ANY TIME, FOR ANY 
REASON. 

�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 
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VIII. Opening Week 
�

�  Clean the Auditorium. 

Prior to the dress rehearsal, the auditorium must be cleared of all items in the aisles, 
and the lobby must also be cleared. Items placed in the aisles during strike and 
construction must be moved or stored. This is a good task for the final day of set 
construction before “tech Sunday.” Don’t be timid to remind the cast and crew there 
is no janitorial service until the day before opening. Each show’s personnel are 
responsible to keep the theatre tidy and clean, including the trash cans throughout 
the theatre and on the veranda. 

�  Clean the Expansion Area. 

The expansion area should be cleared of excess construction materials, tools must 
be returned to their proper places, and the floor must be swept (continually!). 
Equipment should be stored properly all the time. This area is also used for 
rehearsals of the upcoming production(s), and is sometimes used to house the 
opening night party. Return of all tools is the responsibility of each crew or cast 
member who used the tool.  

Remind the cast and crew that there is no janitorial service until the day before 
opening. Each show’s personnel are responsible for keeping the theatre tidy and 
clean. Our janitorial service does not clean the expansion/workshop. No one coming 
in to work on a show should have to clean up after another show’s construction 
mess. 

�  Set Up Your Lobby Display. 

The lobby display consists of photos of the cast, crew and production staff with their 
names and roles or functions below their pictures. In situations where there are two 
shows running in rep (a Mainstage play and a CSS), each production is entitled to 
one-half of the lobby board, and the producers must consult with each other with 
regard to the design plan. 

Despite the fact that the CSS opens a week after the Mainstage, the producers of 
CSS productions must ensure that the display for the CSS production is set up by 
opening night of the Mainstage show and remain on display until after closing night 
of the Mainstage show. All photos are the property of the Conejo Players Theatre 
and must remain in the Theatre’s possession. 

�  Prepare a Sign-In Chart. 

The producer may or may not delegate the creation of the sign-in chart, but each 
production must have one posted by the rear (expansion) entrance. The list should 
include cast and crew names. Each cast member should be assigned trash / clean-
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up duty on different nights. You may indicate this on your chart with an * or however 
you think best. For example: 

 

� *��� ���� ���� 
"�� *��� ���� ���� 
"�� *��� ���� 
"�� *��� ����
� ,',0� ,',,� ,',5� ,',4� ,',;� ,',9� ,',3� ?� ?� ?� ?� ?� ?�
����"$���"�� @� � � � � � � @� � � � � �
����"$������� � @� � � � � � � @� � � � �
����"$�����A� � � @� � � � � � � @� � � �
����"$������� � � � @� � � � � � � @� � �
����"$����B���� � � � � @� � � � � � � @� �
����"$�������A� � � � � � @� � � � � � � @�
����"$���������� � � � � � � @� � � � � � �

�

�  Prepare Pre-show and Intermission music (if needed) . 

The Conejo Players has contracted with ASCAP (The American Society for 
Composers, Authors and Publishers) for the royalty-free use of copyrighted music 
for PRE-SHOW AND INTERMISSION ONLY (not for performance in any way). 

Please utilize the search features of the ASCAP website (http://www.ascap.com/) to 
verify all music you use for pre-show or intermission. If it is not listed with ASCAP, 
we cannot legally use it. Please see the Frequently Asked Questions on the ASCAP 
agreement, included in your toolkit. If you have any questions, please contact the 
Executive Producer. 

�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 



Page 44 of 50 ���� 
 � ���������
���
 � ��������
 � 
 � ��������  The Conejo Players 
 

 

IX. Performance Period 
�

�  Arrange the Ordering of T-Shirts / Sweatshirts. 

It is traditional - but not required - to make shirts celebrating the show. The cost is 
borne entirely by the cast, crew and production staff receiving the shirts. At the very 
least, the shirt design includes: the Conejo Players logo (the Harlequin) as part of 
the design; the name or logo of the show; the dates of the run; and any special 
design specific to the show. Check with the Executive Producer for designers and/or 
silk-screening companies previously used. 

�  Arrange / Confirm Archival Video Recording. 

A video recording of every production must be made for inclusion in the Theatre’s 
archives. Archival show videography is generally done by Doug Jocelyn; the 
producer of the show must contact him in advance (805-495-4560 or 
djocelyn@adelphia.net) to confirm. If he is not available to do the video, the 
producer will need to arrange for it. You may contact the Executive Producer or the 
Executive Director for additional information and/or assistance. 

�  Collect and Post Reviews and Other Materials. 

The producer is responsible for collecting any reviews and articles written about the 
production and displaying these in the lobby at his/her discretion. It is helpful to 
coordinate with the Media Director as to which publications will be printing news 
items and when.  

�  Provide Donors with Copies of Programs. 

There are often people and businesses that have donated certain items or services 
contributing to the success of the production. A “Special Thanks” section in the 
program is the best reference for this recognition. It is a very nice gesture for 
producers to send each person or business whose name appears in this section a 
copy of the final program. 

�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 

�
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X. Closing 
�

�  Remind Cast and Crew to Remove Personal Belongings.  

Remind the cast crew to remove all personal belongings after the final performance. 
There is another show which will strike the set the next day and items may get lost 
or damaged if left. Please remind everyone to leave the dressing rooms clean. 

All items (costumes, props, etc.) belonging to the theatre should be left at the theatre 
in the same place they were left after every other performance. The strike crew the 
next day will put them away. Actors may not keep any costume or prop for which 
they did not pay. Consult the costumer/costume coordinator first if you wish to buy 
any costumes purchased for this show at 50% of purchase price.  

Please leave any materials to be returned by the Executive Producer in the Box 
Office or Snack Bar after the closing performance, and be sure to let the Executive 
Producer know that they are there! 

�  Clean Up the Lobby. 

During the last intermission of the final performance, the lobby photos and displays 
are removed form the boards and placed in the Box Office or Snack Bar for 
safekeeping. Lobby photos should be labeled on the back with the persons’ name, 
date and title of the show. Lobby photos remain the exclusive property of the Conejo 
Players Theatre archives. 

�  Collect Rehearsal Materials & Return to Executive P roducer. 

AS SOON AS POSSIBLE after your production closes, ask cast and staff members 
to return any rented rehearsal material. The deadline is closing night, or you will cost 
your production extra money. Verify each item that has been signed out is collected. 
Return the sign-out sheets to the actors upon receipt of materials, along with any 
deposits (checks or otherwise) that they have left for the materials. 

BEFORE RETURNING THE MATERIALS TO THE EXECUTIVE PRODUCER, 
check that all materials have been erased and no pencil marks are left showing. This 
is each participant’s responsibility - actor, crew and staff. 

The Executive Producer must ship these materials back to the licensing house 
almost immediately, as rented materials must be received by the agency within one 
week of closing. Your show’s budget will be charged for extra time if any rented 
materials are overdue. 

�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 



Page 46 of 50 ���� 
 � ���������
���
 � ��������
 � 
 � ��������  The Conejo Players 
 

 

 

XI. Post-Production 
�

�  Provide Executive Producer with Updated List of Par ticipants. 

The producer should make every effort to ensure that all persons who worked on the 
production are listed in the program before it goes to press. However, it is a frequent 
occurrence that somebody inadvertently gets left out of the program.  

At the end of the production, the producer must furnish the Executive Producer with 
an updated or corrected program / contact sheet / list of names. It is ESSENTIAL 
that Executive Producer is aware of each and every  person  who has worked on the 
production; these details are needed when evaluating membership status, as well as 
when appropriately determining the annual Harlequin awards. 

�  Produce Your Final Budget and Financial Statement. 

After all receipts are submitted, the producer must balance the budget and supply a 
final copy to the Board. If the producer has funds remaining from cash advances 
received from the Treasurer, provide the refund to the Treasurer with a copy of the 
budget. This final report should be presented at the first scheduled Board meeting 
following the closing performance of the production (or as soon as possible 
thereafter). 

Please see the section entitled, “The Budget,” for detailed information. 

�  Return All Costumes.  

The costumer from the show being struck is responsible for removing all costumes 
from the dressing rooms ON THE DAY OF CLOSING. In extenuating circumstances, 
the costumer may arrange with the producer(s) for the next show(s) to pick 
everything up at a later date. 

BEFORE RETURNING COSTUMES to the costume loft or any rental agencies, the 
costumer must wash (or dry clean, as necessary) ALL costumes. Dirty costumes 
must not be put into the costume loft, as the sweat and dirt can damage not only the 
dirty costumes, but other costumes stored near them. 

It is the responsibility of the producer to ensure that the costumer handles this 
closing / post-production procedure correctly. 

�  Return All Props.  

The property master and/or stage manager (or their designee) from the show being 
struck should remove all props from the prop cabinet and return them to the shelf 
provided in the expansion or to the prop loft – but only to their proper place. There is 
a section in the prop loft for these items.  
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�  Return All Borrowed and Rented Materials.  

The producer is responsible for ensuring that all borrowed and rented materials are 
returned as soon as possible. These include librettos and musical scores to the 
Executive Producer as determined by the contract. Other items might include 
furniture, props, costumes, lighting and audio equipment, musical instruments, etc. 
Contact the appropriate person to claim these items and see to their timely return. 

�  Keep Board of Directors Apprised. 

The Board needs to be informed of any aspect of a production which may impact or 
alter the normal routine operation of the theatre. 
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XII. Resources 
�
 

NOTE:  Some of these numbers may be obsolete.   
Please advise the Executive Producer of any dead en ds you encounter. 

 
 
Printing / Program Services  

CR PRINT / Dave Friedl 
31115 Via Colinas #301 
Westlake Village, CA 91362 
davef@crprint.com 
http://www.crprint.com 

(818) 879-6050 x 25 

  
Proofreading Services  

Linda M. Stiegler – Thousand Oaks (805) 492-8028 
Sandie Sigrist Allaway – Valencia  (805) 284-3414 

  
Rehearsal Spaces  

Arts Council Center (Hillcrest Center for the Arts) (805) 381-2747 
Bobbi’s School of Performing Arts (Newbury Par) (805) 498-7747 
Goebel Senior Adult Center (805) 381-2744 
Thousand Oaks High School (805) 496-6365 
Thousand Oaks Library (805) 449-2660 

  
Reference Material, etc.  

Hollywood Sheet Music (213) 462-1095 
Larry Edmunds Bookshop (Hollywood) (213) 463-3273 
Larry Edmunds Bookshop (Studio City) (818) 508-7511 
Samuel French Bookshop (Hollywood) (213) 876-0570 
Samuel French Bookshop (Studio City) (818) 762-0535 

  
Lighting and Sound (Sales and Rentals)  

24HR Lighting Service & Expendables (incl. ShurTape / gaff tape) 
490 Easy St Unit 5 
Simi Valley, CA 93065 
Fax (805) 577-7948 
email: sales@24hrlse.com 
website: http://24hrlse.com 
Contact: Regina 

(805) 404-8010 

Angstrom Stage Lighting (213) 462-5923 
Entertainment Lighting Services, N.  Hollywood (800) 622-6628 
Light & Sound Design, Newbury Park (805) 499-6886 
Olsen Inc., Hollywood (800) 821-1656 
Paragon Lighting, Newbury Park (805) 499-0411 
Proscenium Lighting (800) 682-4140 

  
Props and Costumes  

Bonnie’s Costumes Oxnard (805) 483-1859 
 Ventura (805) 643-7129 
CTG (“Center Theatre Group”) Costume Shop (213) 267-1230 
Confetti Costumes and Party Supplies, Agoura (818) 706-2559 
Costume Alley, 2122 E. Thompson Blvd., Ventura (805) 643-1180 
Costumes By Magic World (800) 648-8100 
Glendale Costumes (818) 244-1161 
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Hollywood Toys and Costumes (818) 763-6562 
Magic Planet, Thousand Oaks (805) 495-1627 
Norcostco - California Costume (818) 760-2911 
Theater Company, Upland (909) 982-5736 

  
Photography  

Rolland Petrello (rpetrello@vcccd.net)  (805) 529-2089 
Rebecca Lynn (805) 493-1141 
Rick Steinberg (805) 375-0475 

  
T-Shirts, Sweatshirts, Henleys, etc.  

Golden Express (Oxnard) 
Contact Jennifer Reese (jenny@ge411.com) 

 

(800) 828-8417 

Monarch Merchandising (805) 584-2956 
Choice Shirts www.ChoiceShirts.com 
Munson Shirts (805) 241-5160 
  

Thrift Shops  
Aaardvark's Odd Ark, 21434 Sherman Way, Canoga Park (818) 999-3211 
Fibber McGee’s Thrift Shop, 1056 E.  Avenida de Los Arboles, (805) 492-0032 
Mad Attic, 226 Skyline Drive (805) 497-1990 
Penny Pinchers, 4265 Valley Fair, Simi Valley (805) 527-0056 
Salvation Army Store, Newbury Park (by Smart & Final)  (805) 375-6980 
Salvation Army Thrift Shop, 2494 Stearns St, Simi Valley (805) 375-6980 
Salvation Army Thrift Shop, 5924 E Los Angeles Ave # F, Simi 
Valley 

(805) 527-1070 

Salvation Army Thrift Shop, 2442 E. Las Posas Rd., Camarillo (805) 388-9742 
Super Thrift Store, 815 N Oxnard Blvd, Oxnard (805) 988-1666 
Super Thrift Store, 13422 Saticoy St, North Hollywood (818) 785-4466 
  

Makeup  
J&P Beauty Supply, 684 N. Moorpark Road, Thousand Oaks (805) 497-6043 
Magic Planet, 1779 E Thousand Oaks Blvd, Thousand Oaks (805) 495-1627 

http://www.themagicplanet.com/  
  

Wigs and Hair Styling  
Paula Fransen (805) 529-4334 
  

Volunteer Recruitment (e-newsletter requests)   
Deidre Parmenter e-news@conejoplayers.org 
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XIII. Toolkit 
This manual and the following templates / samples are available electronically on the 
Conejo Players PRODUCTION PORTAL, which can be accessed online at: 

 

www.conejoplayers.org/productionportal/2010.html 

 


