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This agreement is made this _______day of _________________, 20_____, by and between the Marshall Civic Players, Marshall, Michigan, hereinafter called MCP and __________________________________, hereinafter-called Technical Director.

1. The technical director shall be responsible to the producer and artistic director for the design, construction, and operation of the technical requirements for the production.  This shall include lighting, sound, properties, set decoration, set construction, painting, and any other technical aspects of the production.  

2. The technical director shall organize strike.  This includes cleaning all areas used during the production and returning large flats, props, etc. to the McClain building.

3. The technical director understands that there is an agreement between the Marshall Civic Center Trust and the MCP regarding the use of the Civic Center facilities, and agrees to abide by the regulations set forth in these guidelines (see producer for guidelines).  Keys issued must be returned in accordance to the attached key distribution agreement.

4. The technical director shall be responsible for staying within the authorized budget.  Producer must approve purchases exceeding the authorized budget.  All charge slips for materials and supplies must be submitted to the producer on a timely basis.   Producer must receive all other receipts no later than 30 days following final performance.

5. The technical director agrees to provide the MCP Treasurer his or her social security number as required for the Federal Tax 1099 form. 

6. The technical director agrees to attend all production meetings, as required by the producer. 

7. This agreement covers the period of time from____________________20___, through ______________________, 20___, inclusive.

8. Said duties shall apply to the MCP production of _____________________

      _____________________________________.

9. The MCP agrees to pay the technical director the sum of ______________, payable on the opening night of the production.

10. Any portion of this agreement may be modified by written agreement of both parties (technical director and MCP). 

IN WITNESS WHEREOF, the parties hereto set their hands this day, month, and year set forth above.

Signed in the presence of: 

______________________________
______________________________








Technical Director

______________________________
______________________________








*Social Security Number

*Required for Federal Tax 1099 Form
______________________________








Marshall Civic Players

TECHNICAL DIRECTOR GUIDELINES

The technical director (TD) is responsible to the Producer for the organizing and costing of the technical needs of the show - materials for the set, lights, sound, equipment rentals and special effect needs. The Technical Director manages and directs the crew, coordinates the lighting technicians, the sound technicians, and the set builders to keep everyone working together to meet deadlines. The Technical Director must get the load-in days from the producer.  The Technical Director works with technicians to make technical rehearsals run smoothly up to the final dress rehearsals and opening night. 

The technical director creates a set design concept that mirrors the director's artistic vision, and takes into account the available space, budget and volunteers. The TD usually creates a model or drawing that easily communicates the final set to the director.  The TD must have a strong visual sense and ability to conceptualize in three dimensions and large spaces. TD’s have a good understanding of the interaction of color, light and shadow. The TD must be able to create blueprints for director and carpenters and should have the technical experience and communication skills to supervise carpenters, technicians, and scenic painters.

The artistic director will relay the technical requirements for the production, such as lighting theme, special sound effects, properties, any extra effects such as fog machine, flying objects, trap doors, etc.   In addition, the Artistic Director will relate any special set design requirements to the Technical Director.  The producer will help with volunteers as needed.  However, all TD’s are encouraged to recruit preferred volunteers.

When constructing the set, please be sure to follow the guidelines below, if you have any questions please contact Master Technicians Rick Boyer 789-8765 or Ken Wirtz 789-0389.

1. Use screws, rather than nails to assemble the set.

2. Do not screw into the stage floor or wall anywhere in the auditorium.

3. If you use the fly system, be sure to strike all set pieces hung on battens and restore them (battens) to original position.

4. NO FLAMMABLE OR OIL BASE PAINT PRODUCTS ALLOWED ANYWHERE IN THE BUILDING!  This is a fire code issue and use of these types of products will result in a code violation and fine against the Marshall Civic Players.

5. Do not cut or disassemble stock flats, door units, window units, or columns.  We realize it may be necessary to reconstruct said items in special needs situations however, we ask that you notify a master technician first. 

6. Keep building area as clean as possible.  If cutting wood in wings, please mask auditorium from saw dust and debris.

7. During painting phase, please be careful and clean up major spills.

8. Do not allow any graffiti what so ever on set pieces or anywhere in the building. The only writing allowed is from the technical director for the sole purpose of scene change instruction to back stage crew.  TD – please note -never use permanent marker on the visible side of flats.

9. As soon as possible, schedule specific times and dates for set painting days.  

10. Follow up weekly with light, sound, carpenters, prop and set decoration volunteers to confirm that tasks are completed promptly.

11. Make sure to post a strike chart which includes specific instructions on “what goes where” and “who does what”.  A chart will help things run smoothly and fast.

12. Finally, make sure that everything is cleaned and/or returned to its original position before releasing anyone from strike.

When your light and sound designers are recruited, please contact a Master Light and Sound Technician listed below for any help needed.  Do not attempt to rewire or disassemble lighting or sound equipment.  A master technician is the only person authorized by MCP to conduct such task.  Please be sure to ask for help.   

Also, please follow the guidelines below, and again, if you have any questions please contact Master Light and Sound Technicians Rick Boyer 789-8765, Matt Hagerty 789-0412, Phil Hagerty 781-7553, Alan Elliott 781-5137, or Ken Wirtz 789-0389.

LIGHTING
TECHNICIAN/OPERATOR 
The lighting technician/operator begins their job with contacting a master light technician.  After proper training or with the assistance of a master technician, you may begin hanging and focusing the lights. Lighting technicians and operators are responsible to the productions technical director for handling and operating of lighting equipment during the rehearsal and run of the show.  In addition, all lighting equipment must be checked before each run, reporting all equipment failures to the technical director, and checking to see that all equipment is turned off and safely stored at the end of each rehearsal or performance. During rehearsals and performances, the stage manager is the leader who calls the lighting, sound and special effect cues in either light or sound booth or on headset. At the close of the show, the lighting technician/operator, under the supervision of the technical director, participates in the taking down of lights and safe storage or return of lights. The lighting technician/operator should have a good understanding of electric wiring, lighting equipment and computerized lighting boards however, we realize that the assistance of a master tech. may be required for the lighting technician/operator who may not have the proper technical level required by the MCP. 

SOUND
TECHNICIAN 
Along the same lines as the Lighting Technician, the Sound Technician is responsible for running the sound of a show. This includes all sound effects and music unless a musical director and orchestra will provide the production music.

PROP
MASTER 
The property master (props) is responsible for borrowing, buying, or building stage properties and furnishings (set dressing) for both rehearsal and performance. Prop Master is responsible to the director and technical director for securing props that match the director or technical director’s ideas. The prop master is required to work within the budget provided by the producer, also to keep clear records of all loans and rentals for safe return following the final performance. Prop master is responsible for the creation, building, purchase, borrowing, rentals, repair of props, food used on stage and set dressing for the show. A prop master will work together with the stage manager to oversee prop placement table, needs and storage. 

The Producer will provide budget amounts for lights, set, and props.  Approve all purchases above budget amount through the Producer, and keep all receipts for reimbursement.  Receipts are due no later than 30 days after the last show.  The Producer will keep track of all expenses.

Plan to attend weekly Production meetings. 

After the last performance, the technical director is responsible for coordinating the striking of the set.  A strike chart, posted by the technical director will list specific instruction all must follow.  All set pieces, flats, materials, tools, props, lights, etc. must be returned to their proper places.  This includes prop room, light booth, rehearsal hall and the storage space located on the 2nd floor of the McClain building (across the street from the middle school).  TD or producer will release crew when strike is completed.
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