Volunteer Packet Master

1. Before delegating responsibilities to volunteers, I have a volunteer form specific to the upcoming year. When summer packets go home, I send the volunteer form to every family. Interested parents return them over the summer. That gives me a running start for the fall. Other parents, who volunteer regularly, receive a call closer to production time to fill in their normal spot or needed openings. Once I know who is to volunteer for what job, then they receive their volunteer packet for the area in which they are interested in volunteering.

2. For all theatre volunteers’ packets, I include the necessary forms, examples, or whatever is needed. Forms will vary from district to district so contact your district for the correct sample forms.
Publicity

3. List of area newspapers, addresses, phone numbers, and contact names.

4. Sample poster and ticket.

5. Reimbursement form.
1. Costumes
2. Notebook to keep all costume-related information.

3. Master forms for costume plots, etc.

4. A copy of the script

5. Reimbursement form.
1. Properties
2. Notebook to keep all props-related information

3. Master forms for props lists, etc.

4. A copy of the script

5. Reimbursement form.
1. Refreshments
2. Dates and times for refreshments

3. List of local stores that give discounts or will donate items.

4. Reimbursement form.
Green Room and Memory Coaches

1.
A copy of the script
1. House Manager
2. Master form for scheduling ticket takers and ushers.

3. Timeline of events for a production evening.
1. Drivers (for touring shows only)
2. Dates, times, and locations for shows.

3. Needed seating capacity.
