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About this Sourcebook 

Communication is a huge component of stage management and communication through 

documentation is essential for stage managers. Knowing what works and what does not work 

is necessary in producing effective documentation. Not only does the work created have to 

communicate to the current production, but usually, in theatre, the prompt book is put away 

into the archives in case the show is going to be remounted. The prompt book contains 

design information, rehearsal reports, meeting minutes, the script with all blocking notation, 

contact information, rehearsal schedule, and anything else relevant to the production. The 

stage manager is responsible for the creation and/or maintenance of these documents. 

 

This is not about how to be a stage manager. This is only one aspect of stage management. In 

this “sourcebook,” you will find information about the basics of creating forms and 

documents as well as examples of each template I have ever used as a stage manager. For each 

document there will be a blank template, one that has been filled out, and a description of 

what the form is used for, why it is needed, and Who it’s for. I will also talk about how I 

developed my forms and why I did what I did. This sourcebook has been arranged into pre-

production, rehearsal, and tech/dress/performance paperwork for easy navigation. I hope 

that any stage manager who reads this sourcebook will use this information to help them 

find what works for them, just as I did when developing my paperwork. 

 

 

 

 

 

 

 

 

 



Basic Information You Should Know 

Microsoft Excel has been my favorite program to use in making paperwork. There are few 

templates I have made in Microsoft Word but most of them have been in Excel. If ever there 

is a chart of any kind, always use Excel. Excel is meant for making charts and spreadsheets, 

Word is not. Word is very difficult to make charts with and they aren’t as functional as 

Excel. Excel has a lot more options for formatting and for headers and footers. If you don’t 

have Microsoft Office, there are other programs that have something similar.  

The purpose of stage management documents is effective communication. If it does not 

effectively communicate information about the show to other people, it is useless. The props 

master should know exactly what you want from the props list you provide them with and 

the lighting designer should be able to cue the show by blocking in your book.  

There are a few things that should always be on your paperwork. It is up to you how you 

would like these things to be worded and where you would like them. There are no rules 

that state what you have to have on your documents, but these are a few things I have found 

that are pretty standard.  

1. Show Title: The title of the show should be on every document you create. This seems 

like an obvious one, but sometimes the obvious gets missed. Labeling all your paperwork 

with the title of the show will help you create your documents organized if you are 

working on more than show. It also is important for all the people on your production 

team, as a lot of designers tend to work on more than one production at a time. They 

need to know what show it is when they are shuffling their paperwork. Also, most 

venues are working on more than one production at once. You don’t want your calendar 

or anything else getting mixed up for a different production or this could obviously cause 

problems. 

 

2. Your Signature: Some use their full name, some just initials, and some use first initial and 

full last name. This is up to you, but make it consistent. It is important to always put your 

name on anything you create because this lets people know who to contact if they have a 

question or need to make a change. 

 

3. Document Title: Always put on the document what information it contains. For example; 

Properties Requirement, Production Calendar, Blocking Key, Character/Scene 

Breakdown.  

 



4. Page Number: Always put the page number on documents, even if it is only one page. 

Each page should say “Page # of #” so that anyone reading it will know if they are seeing 

the entire report, or calendar, or whatever it may be. 

 

5. Revision Date: There are a few documents that will not change, but there are a larger 

number of them that do change. Documents that will be updated or changed throughout 

the process should say “Revised ##/##/##” or any way you would like to word it. These 

documents that change, should also have something on it along the lines of “Subject to 

change” so that anyone reading it knows that it is not set in stone. Additionally, an easy 

way ensure everyone sees it, is to change the font color of what was changed or added. 

 

 

Making it interesting 

I have had many people tell me that are only so many ways to create a report, or a chart, or a 

calendar, or any kind of document. Which can be true, because no matter what show you are 

working on, you still have to create a props list that contains the basic columns; page 

number, prop, character, and notes. However, there are ways to put your own stamp on it 

and make it more interesting. Be wary when adding these items your bookwork; you want 

your prompt book to be a unit. All your paperwork should match, so if you do something on 

one document, it should be on all of your documents. Paperwork can be very boring but 

spicing it up with your own style can make it more interesting. Be sure to also take into 

consideration who is going to see it. For example, if it is for the entire production team, but 

you know not everyone will look over the whole document, make it easily to navigate by 

adding distinct headers so each person knows what they need to read. 

1. Font: One of the most common things to do to make it feel like your own is to pick a 

font. You don’t want anything too out of the ordinary because not all computers have the 

same font, but you don’t have to always stick with Times New Roman or Arial. Pick 

something that you like, that won’t change the document if someone it opens it on their 

computer in a different font, is readable, and maybe goes with the show. Also, make sure 

to be consistent. Once you pick a font, you should use that font for all your 

documentation. I like to pick one font for the title of the show that is different, and then 

everything else on the page is the same font.  

 



2. Color: You can use color on your documentation to make it less boring. However, too 

much color can make it distracting and, even though we are mostly in a digital age, not 

everyone has a color printer. You need to make sure that, if you use color, the text is 

readable when it prints in black and white. Color is another thing to be consistent on. If 

you are going to use, be consistent about where you use it on the page and be consistent 

on the color. Don’t use a different color for every form. You want your prompt book to 

be a unit.  

 

3. Graphics: I have seen some stage managers put a logo of the show in the header. This is 

neat idea if, again, it is consistent. It also should not interfere with the text on the page. 

 

4. Headers and Footers: There are a few things that should also be on these forms, such as 

the title of the show, what the document is, and your name, but you can put these things 

wherever you want on the page. You can also play your rows and columns headers. You 

can put them at the top of the column or off to the side, you can the font larger, you can 

make them all capital letters to make them stand out, or maybe there is something else 

you would like to do. There are many ways to create headers on a document. The 

traditional way that you will most often see is with all headers across the top of the page, 

but I have found that I like the look of incorporating headers on the left side of the page 

and on top.  

 

Other Tips and Tricks 

Excel can automatically repeat headers for you on each page. Go to Page Layout, Page Setup, 

Sheet, Rows to Repeat at Top, and select the row(s) you want to repeat. This helps with 

formality. If the row with column headers is always at the top of each page, it is much easier 

to read and makes it look neater. 

Always print the document yourself to make sure it prints correctly before distributing it. It’s 

very disappointing when you create this fantastic spreadsheet, and then it gets cut off in the 

printer. Obviously if you are printing it to post, you should look it over thoroughly before 

posting. 

Always proofread everything. I have found the best way to proofread is to read it aloud to 

yourself. I have read over something in my head four times and then sent it out before 

realizing I made a mistake. Read aloud to yourself and it will be a lot easier to find mistakes. 



Even when just sending an email, read it aloud to yourself before sending it. Correct spelling 

and grammar always makes a great impression.  

Often I have taken a document, such as a rehearsal report, and just updated the information. 

It is easy to miss things such as changing the date, and proofreading is the only way to ensure 

you updated everything on the page. Proofreading also helps you make sure that you have 

the page numbers, revision date, and all of those things on there.  

If you feel you are missing something, put the document up against another one of your 

documents on your screen so you can see both at the same time and make sure they match. 

 

 

 

 

 

 

 

 



Pre-Production 
Cast List 

Design Requirements 

Contact List 

Production Calendar 

Rehearsal Calendar 

Script Changes 

Cast Information  

Character/Scene Breakdown 

Running Order Cheat Sheet 

Blocking Page 

Blocking Key 

 

 

 

 

 

 

 

  

 



Cast List 

What it is: A list that will tell anyone who needs to know, which actor is playing which 

character(s). This is done as soon the director casts the show. 

What it’s for:  If the theatre has one, it is posted on the call board for the theatre and the 

actors to see. It is helpful to put this in your book right away as well for you to reference. 

Also, if someone else has to step in and run a rehearsal or call a performance, they need this 

information. 

Who it’s for: Everyone. This is information that the entire company needs to know. 

Other information: I find this form easiest to create based on the show. Every show has a 

different amount of characters, and some directors double cast, and sometimes you will have 

one actor playing five different roles. I don’t have a template for this one, but I have a basic 

setup that I like to use.  

The first example is one that was posted on the call board. The second example is one that 

was made for the purpose of my prompt book. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Design Requirements 

What it is: This is actually several lists, but I compile it into one category because they all 

serve the same purpose. This breaks down into a props list, costumes list, scenery list, 

electrics element list, sound effect list, and possibly a miscellaneous list, depending on how 

extravagant the show is. You may also have a separate electrics and lighting list if your 

lighting designer is not the one responsible for items such as fog.  

What it’s for: In pre-production this a list of every prop, costume piece, scenery piece, 

electric element, sound effect, and miscellaneous technical effect required of the script. After 

making this list based off of the script, you take this list to the director so they can remove 

what they don’t want, add anything they do way, or give specifications of what it should 

look like. After the director has approved it, you then distribute each list to the appropriate 

production team members. Throughout production meetings and the rehearsal process, these 

will be changed and updated as the director discovers something they like or don’t like.  

Who it’s for: Props list should go to the properties, scenic, and costuming team. You should 

always ask props and costumes what will be provided by costumes and what will be provided 

by props, but this could change throughout the process depending on budget, added pieces, if 

it needs to be hidden inside a costume, etc. The scenic team needs it because sometimes a 

prop will be built by the scenic team or sometimes the props team and the scenic team are 

the same group of people. 

Costumes list should go to the costume team and the props team for the same reason you 

send your props list to costuming. 

Scenic list should go to the scenic team. 

Lighting or electrics list goes to your lighting and electrics team. 

Sound list goes to your sound team. 

 

 

 

 

 



 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Contact List 

What it is: Exactly what it sounds like. It is a document containing all the names and contact 

information of the production team and the cast. 

What it’s for: To distribute to everyone working on the show as well as for you to reference 

if you need to contact anyone you need to.  

Who it’s for: Everyone on the list.  

Other information: Not everyone is alright with having their cell phone number distributed 

to people who don’t have to have it. Check with everyone to see what phone number they 

would like on the contact sheet.  

I have removed all contact information for privacy purposes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Production Calendar 

What it is: A calendar that includes all rehearsals with their location and time, all meetings, 

and all deadlines for the production team. 

What it’s for: To distribute to the production team so that everyone is looking at the same 

schedule. The stage manager is responsible for the production team knowing when meetings 

are and where rehearsals will be in case they need to be there. It ensures that everyone is on 

the same page if the stage manager is the only one maintaining the schedule. 

Who it’s for: The production team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Rehearsal Calendar 

What it is: A calendar for the actors that says the date, time, and place of rehearsal and 

performances as well as deadlines such as being off book and brining in rehearsal costume 

pieces. 

Who it’s for: This is just for you and the actors. The production team already has the 

information they need from the production calendar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Script Changes 

What it is: A list of all changes the director has made to the text of the script. 

What it’s for: For anyone reading the script to know what is actually in the show. 

Who it’s for: Stage management team, designers, and actors. 

Other information: This isn’t a document that is created for every show. It is illegal to 

change the text of a script without permission from the rights holder. However, some 

directors will change the script. There are some works such as Shakespeare that are public 

domain and do not need permission to even do the show. These scripts are often changed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 



Cast Information 

What it is: A form that the actors fill out that contains their contact information, daily 

schedule, prior commitments, allergies, and other information that you or the theatre might 

need to know. 

What it’s for: It is for you to schedule their costume fittings, let costuming know if they have 

allergies that might change the build of the costume or what it gets washed with, or if they 

need to come in to the theatre for something else you know when they are available. These 

are the things I always include on my information sheet, but all shows are different and you 

may need to know something else about the actors. 

Who it’s for: You and the costuming department. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Character/Scene Breakdown 

What it is: It shows what actor is in which scene and, in the case of an actor playing 

numerous characters, tells which character that actor is playing in that scene.  

What it is for: This document goes with the rehearsal schedule to help you know which 

actors are called for rehearsal. It also assists the costume team in knowing which costume 

they need to have the actors in.  

Who it’s for: The stage management team and the costume team. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Running Order Cheat Sheet 

What it is: Gives a brief description of each scene and the location. 

What it’s for: When you are in rehearsal and you need to know what to set up on the stage 

and what props to set out, you can reference this sheet to tell you what the scene is. It also 

helps during tech and dress rehearsals to give to the run crew so they can follow along easily. 

It also helpful for those ensemble members and swings who have only been at a few 

rehearsals and don’t know the order of the show. 

Who it’s for: The stage management team, run crew, and actors. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Blocking Page 

What it is: This goes with each page of the script. It contains at least one ground plan and a 

place for you to record actor blocking. 

What it’s for: You won’t fill it out until you get to rehearsal, but you need to make your 

script with this in it before you get to the first rehearsal. This document has several purposes. 

It is for you to record the actor blocking. The ground plan is for you to draw out the 

blocking. It is helpful for shows with a lot of blocking to have at least two ground plans on 

the page so that the drawings don’t get too muddled. If it is a musical, there should be one 

ground plan and multiple boxes for recording choreography. You will see an example of a 

choreography page and a regular blocking page. It is for the director and actors if they have a 

question about what was blocked at the previous rehearsal. Sometimes the director or actor 

can’t remember what the blocking is because it has changed so much or because they 

blocked a while back and forgot what it was. The blocking pages are also for the lighting 

designer to help them with cueing the show. Before the lighting designer comes to see a 

rehearsal, they need a copy of your blocking script so they can follow along. Once you enter 

performance mode, these pages are for you to make sure the actors are sticking to their 

blocking. Sometimes actors like to try new things once the director leaves, but it is your job 

to make sure they stick to the director’s intent. Also, if an understudy or a swing has to go on 

that hasn’t had much rehearsal time, you and, if there is one, the dance captain have to teach 

them the blocking and choreography. 

Who it’s for: Stage management team, actors, directors, and lighting designers. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Blocking Key 

What it is: A chart of all short hand and symbols used in your blocking. 

What it’s for: You want to write down blocking as quickly as possible, so you need a lot of 

shorthand and symbols to keep up. This chart helps anyone reading your blocking to 

decipher it. 

Who it’s for: Anyone who needs to read your blocking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 

 
 



 

 

 

 

 

 

 

 

 

 
 

 



Rehearsal 
Rehearsal Report 

Production Meeting Minutes 

Line Notes 

Props Checklist 

Preset List 

Shift Plot 

 

This list seems short, but you should be updating all documents from your pre-production 

list throughout the rehearsal process. These are just documents that won’t be generated until 

after rehearsal begins. 

 

 

 

 

 

 

 

 

 

 

 

 



Rehearsal Report 

What it is: A record of everything that changed about the show during that day’s rehearsal. 

It should also contain anything that you think the production team should be aware of that 

they might not already know about. Such as if the director tells an actor to climb up on the 

table, scenic now needs to know that the table needs to support the weight of that actor. 

What it’s for: To communicate to the production team changes in the show, and to keep a 

record of all changes and notes that occurred during rehearsal. 

Who it’s for: The entire production team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Production Meeting Minutes 

What it is: A record of what was discussed at the production meeting. 

What it’s for: To keep a record of what was discussed in the meetings, and to distribute to the 

production team for them to reference. 

Who it’s for: The entire production team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Lines Notes 

What it is: A list that tells the actors what lines they messed up. 

What it’s for: For the ASM or PA to keep track for the actors what lines they misspoke and 

how they misspoke it. It could be that they entered late, they jumped over someone else’s 

lines, they paraphrased, they dropped a line, they added a line, etc. This is done because 

when doing a production, the actors are legally obligated to speak every line as it is written 

by the playwright. If they do not, that is considered changing the script and the theatre 

could be sued. 

Who sees it: The person filling it out, and the actor it goes to. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Props Checklist 

What it is: It is the same as your props list, only with two extra columns; rehearsal and 

actual. 

What it’s for: To keep track of which props in your prop box are rehearsal props and which 

are the performance props. This not only helps you keep track of them, but if you send it to 

your props master, it lets them know which props you are still waiting on. 

Who it’s for: Stage management team and props team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Preset List 

What it is: A checklist of what items need to be preset at the top of show and where. 

What it’s for: For you and your crew to check off that these things have been done. 

Who it’s for: Stage management team and run crew 

Other information: This is in the rehearsal section because you should be thinking about it as 

you are watching rehearsals. You should be writing down items that need to be preset as you 

see them so you can set up for rehearsal the next day and so you have it for your run crew 

when they start. This is one where the setup of information will depend on the show. For my 

example, I use my spreadsheet from Noises Off! which is organized by where it gets preset 

because we had four different props tables. If it wasn’t on a props table, it was in the first box 

and was labeled individually where it needed to go. I wanted to reduce the amount of paper I 

would have to carry around with me when doing preshow.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Shift Plot 

What it is: A tracking of any curtain opening or closing, anything that flies in and out, any 

prop hand off, any scenic change, or anything else that the crew is responsible for. Should 

also include preshow and postshow duties. 

What it’s for: To communicate to the crew what tasks they have to do backstage. It should 

say when the task happens, who is doing it, what the task is, spike color if there is one, and 

any special notes about it. 

Who it’s for: Stage management team, run crew, and, in some cases, the technical director. 

Other information: This also needs to be filled out during rehearsal, like the preset list. 

During rehearsal you or your assistant are doing all these things, but once the run crew 

arrives, they will start doing this. You should be keeping a record of these things as you are 

doing them or as you see something that needs to be done.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 
 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 
 



 

 

 

 

 

 

 



Techs, Dresses, and Performance 
Calling Key 

Preshow Checklist 

Sign In Sheet 

Performance Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Calling Key 

What it is: Similar to the blocking key, it’s a chart of what all your symbols mean in your 

calling script. 

What it’s for: If someone else has to step in to call the show, they should be able to look at 

this key and know exactly what to do. 

Who it’s for: The stage manager stepping in for you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Preshow/Postshow Checklist 

What it is: A list of everything that you need to do before and after each show. 

What it’s for: It’s for you to have a list that you can check off to make sure it got done. 

Who it’s for: You and another stage manager if they have to step in. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sign In Sheet 

What it is: Exactly as it sounds. It is a sheet for the cast and crew to sign in at each tech, 

dress, and performance. 

What it’s for: So that you know they are in the building and getting ready for a show. If they 

haven’t signed it, then it is your responsibility to find out where they are. They could just be 

running late, or they might have gotten in a bad accident which means you have to put in an 

understudy or swing if it’s an actor, and if it’s a crew member you have to find a way to get 

their tasks covered. 

Who it’s for: Everyone listed on it. 

Other Information: I like to put a question on the sign in sheet for everyone to answer when 

they sign in because if they answer the question, it lets me know that they read the sign in 

sheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Performance Report 

What it is: Very similar to the rehearsal report, except at this point in time, nothing should 

be changing. However, I have yet to work a show where something didn’t change after 

opening. Mostly you will be reporting if you are running low on a consumable prop, if a prop 

breaks, if a light goes out, if scenery needs a touch up etc.  

What it’s for: Same as the rehearsal report, to communicate this information to the 

production team and to keep a record. 

Who it’s for: The entire production team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If you have done your book well, then any stage manager 

should be able to pick up your book and take over your show 

in case you get hit by a bus or a truck. 

  

 

 

 

 


