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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 Producer.

1. The producer shall be responsible for the duties which are enumerated in the attached instrument entitled “Duties of Producer”

2. Said duties shall apply to the Players’ production of______________________________

3. This agreement covers the period from____________through ______________, inclusive. 

4. The Producer agrees to attend all meetings as required by the Players. 

5. The Producer understands that there is an agreement (attached) between the Players and the Marshall Civic Center Trust regarding the use of the Civic Center facilities, and agrees to abide by the regulations set forth in this agreement (guidelines are attached). 

6. Keys issued must be returned in accordance to the attached key distribution agreement.

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

8. The Producer understands that there is a contract between the Marshall Civic Players and ___________________________________regarding the use of royalties and rights for ________________________________and agrees to abide by the regulations set forth in that contract. 

9. The Producer will receive a copy of the authorized production budget for ______________________and agrees to stay within that budget unless prior written permission is given by the President of the Players.

10. The Players agree to pay the Producer the sum of______________________________,

$_________________, payable on opening night of ____________________________. 

8. Any portion of this agreement may be modified by written agreement of both parties. 

9. The Producer agrees to be responsible for the building keys and scripts per Board policy.

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

Signed in the presence of: 

______________________________
______________________________








Producer

______________________________
______________________________








*Social Security Number








______________________________








Marshall Civic Players, President

*Required for Federal Tax 1099 Form

PRODUCER GUIDELINES

The producer coordinates and is responsible for all aspects of a production, both technical and artistic. This includes the organizing and management of production budget, production personnel/volunteers, scheduling of production deadlines, and open communication with MCCT.  The producer coordinates production meetings and facilitates communication between production crew and MCP Board, and keeps up to date on all developments from start to final wrap-up of the production.  Ultimately, it is the producer's job to ensure that everyone has a clear job description and is able to do his or her job effectively and with satisfaction. The producer must be enthusiastic about and show a strong commitment to the artistic vision of the project. 

The following are basic guidelines to follow however; we recommend that you (producer) read the producer packet to get a full understanding of production timelines.  As always, if you have any question, please feel free to call any member of the MCP Board.  Good Luck!
1. The MCP will provide a producer packet to assist in successfully completing duties as producer.  This packet lists all production deadlines.  Operating budgets, expense report, audition sheet, etc., along with several other forms that are included to assist in completing these duties. 

2. Attend auditions.  Carry out duties assigned by the artistic director.  When the production is cast, provide a cast and crew list with names, addresses, phone numbers, email address, and character parts to the MCP Board President by the third week of rehearsal. You can mail this list to Marshall Civic Players, P.O. Box 102, Marshall, and Mi 49068.

3. Schedule and attend production meetings.  Hold production meetings weekly, until opening night.  Notify production staff and take notes of each topic or task. Follow-up with all delegated task.

4. With the technical director, appoint/select back stage personnel.  Paid positions will require MCP Board approval.  The producer packet contains a production staff list; this will name all paid and volunteer positions. 

5. Keep script and orchestra part inventory.   On the day of the last performance, return the complete orchestration and all scripts/librettos to the MCP Play Reading Chair. 

6. Coordinate with all production staff to assure completion of duties on a timely basis.  This includes technical details, publicity, costume, production board, house management, and box office staff. 

7. The producer will receive three sets of keys to the Marshall Civic Center for the duration of the production.  Each set is numbered; one set goes to producer, one to technical director, one to stage manager.  The producer is responsible for locking the building or assigning that responsibility to other staff management at the end of each rehearsal.  Return keys to the MCP President when production ends.  

8. Keep track of all expenses.  All bills and/or receipts are due to the MCP Board through the producer.  Check with the MCP Treasurer periodically for bills sent to our PO Box.

9. At the end of the production, assist the technical director and coordinate a complete strike.  

10. Provide a full written production report for MCP Board records.  Present this report at the next MCP Board meeting, which is on the second Tuesday of each month at 7:00 pm at the civic center.  Inform the MCP Corresponding Secretary of any thank you notes that need to be written and why. 

Marshall Civic Center Trust Guidelines

All members of the production crew must follow the guidelines below.  If you need emergency assistant after hours that pertain to the safety of the building, please call the Executive Director.  

1. The following materials are not permitted in the building:  

a. Oil base paints, aerosol sprays, stains, paint removers, gasoline, propane, kerosene, butane, oil, alcohol, lighter fluid, dry cleaning agents, or any type of container containing flammable fluids, etc.

2. Before leaving and locking the building, measures must be taken to ensure that the areas    being used are secure and safe and that all lights are turned off (the only exception are the ghost lights located in gym and stage area).

3. Make every effort to keep a clean work area.  This includes masking auditorium from saw dust, frequent trash removal, sweeping the stage, keeping fireside room clean, etc.  

4. No food or drinks allowed on the auditorium during rehearsal period (the only exception is water).  This includes the stage area, stage wings, audience seating area, fireside room, and entrance hallway.  Food and drinks permitted in gym only.  

5. There must be a three-foot wide path leading to all exits in the wings at all times.

6. Prop-room storage area - there must be a three-foot wide path leading from the prop-room door to the back of the wood room.

7. Gym area – there must be a three-foot square space in front of the electrical box located next to the sink at all times.  

8. Gym area – the exit door must never be blocked.

9. Gym area – all small portable electrical tools must be unplugged before leaving the building.

10. All areas used by production team must be checked weekly for flammable materials or unsafe situations.  If flammable materials are found, please remove immediately.  If an unsafe situation arises, please notify the executive director or the police department and always notify a member of the MCP board.

11. Children under the age of 16 who are attending or participating in a production are not permitted to roam or enter unauthorized parts of the building without an adult.  

12. Technical staff (only) permitted in balcony area.  Fire code does not allow admittance to the balcony area other than technical staff defined by the production’s technical director.  

Judy Peters, Executive Director

269.789.9677 – work

269.781.9039 – home

Please call for emergencies only

Marshall Civic Players
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