TOWER THEATRE : PUBLICITY CHECKLIST

Note :  if you need to know about the items where its says “see separate notes”,  contact Roanne for more information.

Production:


Dates

8 weeks before 
· Meet with director – see separate notes.
· Ensure details of production appear on the web site (liaise with Laurence Tuerk as necessary).  Laurence likes to have the original of the poster image for the website, so please ensure this is supplied to him in electronic format.


8 – 7 weeks before
· Ensure that draft of posters/flyers underway.  If there’s time (and they want to), involve director in the approval process.


6 weeks before 
· Ensure posters/flyers have been delivered.  Standard order 5,000 postcards of which around 1500 must be left in the office for mailing/local distribution.  Others can be taken away and distributed as required – see later notes.  Standard order of 20 A4 posters and 5 A3 posters.  10 A4s and 2 A3s to be delivered to the Bridewell.  Technis uses 1 A3 and 3 A4s .  Jonathan and Ruth send out others to their list of regular “displayers”.  Cast and crew can take others if they have somewhere to display them.

· Send pdf of flyer (or email version of flyer, which Laurence compiles) to director for distribution to cast and crew.  They should be encouraged to forward this on to their own contacts. FYI – Laurence will also set up a Facebook Event for the show at about this time.

· Ensure Roanne has sent pdf/email flyer to SEDOS for distribution to their membership.


5 weeks before
· Check with Roanne that Google ad campaign has been updated to include production (if appropriate).

· Organize for rehearsal photos to be taken and posted on the website – see separate notes.


5-3 weeks before 
· Complete press release and send to Zizi for distribution (to press contacts and websites on our regular list).

· Research possible websites and email those that might be interested.

· Organize meeting with cast of show (ideally before rehearsal) to talk with director and cast about publicity.  Suggest they ask friends to come, encourage them to hand out flyers to colleagues, ask them if they have any contacts (e.g. other drama groups) that they can get in touch with, or if they have any suggestions that you can follow up. (You may get a whole list of stuff – but remember to be realistic about what you can achieve and manage expectations accordingly).  Remind cast/crew that they can invite friends etc. to shows through social networking sites like Facebook.  (Laurence routinely sends out an invitation for each production to all members of the Tower Theatre Group on Facebook, but anyone can send a Facebook invitation to their own friends on Facebook after the event has been set up - around 6 weeks before the show opens).



Production:


Dates

4 weeks before
· Speak to Joyce Terry and ensure she has all the information she needs to discuss the production with her press contacts (NB Joyce sometimes needs photos – if you have good rehearsal ones, send some of these, if requested).


3 weeks before
· Update director on all publicity activity so far

· Send office a list of organizations contacted to and ask them to look out for any new bookings that may come as a result.


1 week before
· Remind director regarding Q&A and if you can’t attend check that someone “responsible” can be there to facilitate (Director/Assistant Director/FOH Manager/Other member of Publicity Team).  See separate notes regarding Q & A sessions.

· Check with Kate Banham that she has all the information needed for the programme and whether she wants you to do an additional proof read.


Production week
· Hope lots of people turn up to see the show!


Post Production
· Call the office to find out if there were any interesting “group” bookings (e.g. schools) or tickets sold as a result of any specifically targeted publicity.  

· List any new contacts made (e.g. new websites or organizations targeted) even if no evidence that new contacts resulted in ticket sales.  

· Feed above information back to Roanne.
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