IHSTF 2017 - January Pre-Fest Meeting Agenda
Wednesday, January 4, 2017, 8:00 PM

Studio Theatre – Krannert Center for the Performing Arts
I. Minutes approval – November meeting

II. Exit Report Format (see attached document)

III. Festival Feedback

A. Updates to Aimee-Lynn
B. Workshop Leader Survey

C. Auditions Survey

D. Exhibitors Survey

E. Play Respondent Survey

F. Production Director’s Survey

G. Sponsor Survey

H. Student Monitor Survey

I. Student Survey

IV. Update on Registration (students registered and schools represented)

V. Proof Festival Program Booklet for Corrections and Changes

VI. Procedures for Festival Update Sheet

A. Who will update the Festival Facebook page?

B. Who will do the Tweeting?

C. Dennis will send out push notifications for the app.

VII. Committee Reports – Include Requests for Assistance or Set-up

A. Executive Director
1.  Committee Meals procedure

2.  Sponsors’ Reception

3.  Opening Performance/All-State Performance

B. All-State

1.  Budget update

2.  State of the cast and crew

C. Auditions

1.  Auditionees’ locations and check-in times and procedures for portfolio presentation

2.  Folder report

3.  Technical set-up including links

4.  Volunteer assignments for auditions, portfolios, and callbacks

D. Exhibits

1.  Photo show

2.  Exhibitor count and cancellation update

3.  Reminder that sponsor names not be released to vendors

E. Hospitality/Mentors

1.  Food set-up

2.  New sponsor contacts and questions

F. Play Selection

1.  Report on December technical meeting

2.  Plaque distribution

3.  Cancellation and location changes

G. Box Office

1.  Warning labels for content issues?

2.  Explanation of selection process

3.  Procedures for house manager reports

4.  Ticket-stuffing on Thursday morning

H. Swap Desk – staffing and hours

I. Promotions

1.  Delivery procedures

2.  Bags for packing purchases?

3.  Student volunteers needed – number and assignments

4.  C&I staffing

J. Workshops

1.  Number of workshops and cancellations

2.  Procedures for building access

3.  Volunteer and student assistant contact procedures

K. Local arrangements

1.  Deadline for turning in receipts

2.  Budget update

L. Student Reps

1.  Food issues and special needs

2.  Transportation issues

3.  No selling – be watchful

4.  Protecting facilities

M. Development 

1.  Reporting donations

2.  Reviewing donations received so far

N. ITA Rep

1.  CPDUs for teachers

2.  Lanyards and ribbons

3.  Covering the ITA table

4.  Sponsors’ Reception

5.  Facebook and Twitter access and updates

O. Secretary/Festival 2018 Executive Director

1.  Finding Committee Members

2.  Prompt Festival Survey questions and suggestions

P. Security

1.  Shared responsibilities for Committee and sponsors

2.  3-student minimum rule

3.  Dance security

4.  Police availability at Festival

Q. Plan Thursday Work Schedule (start at 9 am)

R. Committee Sign-up for Plaques Distribution – pick up script and plaque

S. Emergency Procedures – what each of us needs to know

1.  EMT incidents

2.  Outside emergencies and contacting police

T. Post-Fest Meeting

1.  Time and place for meeting – Studio Theatre after All-State

2.  Dinner at Big Grove Tavern in Champaign at 7 pm
U. Other Items

V. Adjournment

