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Performing Arts Center Technical Staff Checklist
Event Name: ___________________________
Date: ___________________________
Technical Director: ___________________________
Crew Members: ___________________________

PRE-SHOW CHECKLIST
Facility Readiness
☐ Unlock technical areas as required
☐ Verify stage, backstage, and control booth access
☐ Turn on work lights and house lights
☐ Ensure emergency exits are clear and operational
☐ Verify backstage pathways are free of hazards
☐ Check communication devices (headsets/radios)
Stage Preparation
☐ Inspect stage surface for damage or hazards
☐ Confirm stage setup matches event rider/plot
☐ Verify masking, curtains, and soft goods are properly hung
☐ Check orchestra pit (if applicable)
☐ Secure all cables and trip hazards
☐ Confirm stage furniture and risers are properly placed
Audio
☐ Power up audio system
☐ Test main speakers
☐ Test monitors
☐ Check microphones and batteries
☐ Verify playback devices
☐ Conduct sound check with performers/client
☐ Confirm backup audio plan
Lighting
☐ Power up lighting system
☐ Run fixture check
☐ Verify cue stack/programming
☐ Focus adjustments completed
☐ Test spotlights (if applicable)
☐ Verify house light controls
Video/Projection
☐ Test projectors and screens
☐ Verify video playback sources
☐ Confirm presentation files loaded
☐ Test confidence monitors
☐ Check livestream equipment (if applicable)
Performer/Client Support
☐ Dressing rooms opened and inspected
☐ Hospitality areas prepared
☐ Meet with client representative
☐ Review show schedule and cue points
☐ Confirm intermission timing
Final Pre-Show
☐ Conduct crew briefing
☐ Verify all positions staffed
☐ Complete final walk-through
☐ Confirm house open time
☐ Notify Front of House that venue is show-ready

DURING SHOW CHECKLIST
Show Operations
☐ Monitor audio levels
☐ Monitor lighting cues
☐ Monitor video/projection systems
☐ Maintain communication with stage manager
☐ Respond to technical issues immediately
Stage Operations
☐ Execute scene changes safely
☐ Monitor backstage activity
☐ Maintain clear emergency access routes
☐ Ensure performers have required equipment
Safety
☐ Monitor audience-related issues affecting production
☐ Address equipment malfunctions promptly
☐ Document incidents as they occur

INTERMISSION CHECKLIST
Stage
☐ Verify stage remains secure
☐ Reset scenery as required
☐ Prepare second-half stage configuration
☐ Check stage cleanliness
Audio
☐ Replace microphone batteries as needed
☐ Verify wireless microphone operation
☐ Check playback systems
Lighting
☐ Verify next-act cue readiness
☐ Address fixture issues
☐ Confirm spotlight operators are ready
Video
☐ Verify playback systems remain operational
☐ Check projector status
Communication
☐ Confirm restart time with Front of House
☐ Confirm performers are ready
☐ Notify House Manager of technical readiness

POST-SHOW CHECKLIST
Immediate Post-Show
☐ Bring house lights to full
☐ Secure stage access
☐ Assist performers and client with immediate needs
☐ Begin strike/load-out according to schedule
Equipment Shutdown
☐ Save lighting show files
☐ Save audio console files
☐ Shut down projectors properly
☐ Power down lighting systems
☐ Power down audio systems
☐ Secure wireless microphones
Load-Out
☐ Supervise removal of rental equipment
☐ Verify all venue equipment is accounted for
☐ Remove gaff tape and temporary cabling
☐ Return stage to standard setup
☐ Return furniture and risers to storage
Facility Inspection
☐ Check stage for damage
☐ Inspect dressing rooms
☐ Inspect control booth
☐ Check loading dock area
☐ Document any damages or maintenance concerns

END-OF-NIGHT CLOSING CHECKLIST
Security
☐ Lock technical storage areas
☐ Secure backstage entrances
☐ Secure control booth
☐ Confirm all exterior doors secured
Housekeeping
☐ Remove trash from technical areas
☐ Turn off work lights
☐ Verify HVAC settings (if applicable)
☐ Ensure venue is returned to standard condition
Documentation
☐ Complete performance report
☐ Record equipment issues
☐ Record maintenance needs
☐ Submit incident reports (if applicable)
☐ Submit overtime/labor reports
Final Verification
☐ All crew signed out
☐ Venue secured
☐ Event completed and closed
Technical Director Signature: ___________________________
Date: ___________________________

Recommended Additions for Larger Venues
You may also create position-specific checklists for:
· Audio Engineer 
· Lighting Technician 
· Stage Manager 
· Fly Rail Operator 
· Master Electrician 
· Video/Projection Technician 
· Stagehands 
· Technical Director 
This allows each crew member to have responsibilities tailored to their role while maintaining a master technical operations checklist.
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