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FESTIVAL PREPARATION TIMELINE
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FESTIVAL DAYS OPERATIONS OUTLINE

1.

N> R~WN

1.

12.

13.

14.
15.
16.
17.
18.

First Day
Host Staff Meeting
a. Attendance
b. Disseminate last minute updates, changes, reminders
c. Peptalk
School Hosts greet arriving schools at the bus.

Company Photos are taken.
Schools register & get packets of nametags & programs.

School Hosts give tours.
Technical Rehearsals.

Lunch
Opening Ceremonies
a. Welcome
b. Present NEDC Life Member award if recipient is present
c. Entertainment
d. Banners
e. Dismiss forum groups to follow their facilitators to forum
rooms

f.  Dismiss directors to meet with the council
Introductory Forum

. Introductory Director, Council, Host meeting

a. Provide 13 copies of all Content Notifications for discussion.
b.  Explain School Written Commendation procedure
MC Introduces performance block
a. Atfirst block explain School Written Commendation
Procedure
b. If not the first performance block, welcome the company of
the previous show back into the theatre.
¢. Make any announcements ie: headlights.
d. Review festival audience expectations.
e. Introduce the next show.
MC Introduces subsequent shows in the block
a. Welcome previous company back.
b. Make any announcements ie: headlights.
c. Introduce the next show.
Student Forums / Directors' Forum / Adults' Forum / Council Forum
a. Award Publisher collects School Written Commendations
Meals
Workshops
Technical Rehearsals
Repeat as needed starting with 11.
Possible entertainment at end of day

abkwd

10.
1.
12.

IR

Second Day

. Host Staff Meeting

a. Attendance
b. Disseminate last minute updates, changes, reminders
c. Peptalk
Breakfast
Technical Rehearsals.
NEDC Business Meeting
MC Introduces performance block
a. Welcome previous company back.
b. Make any announcements ie: headlights on.
c. Review festival audience expectations.
d. Introduce the next show.
MC Introduces subsequent shows in the block
a. Welcome previous company back.
b. Make any announcements ie: lost & found.
c. Introduce the next show.
Student Forums / Directors' Forum / Adults' Forum / Council Forum
a. Award Publisher collects School Written Commendations
Meals
Workshops
Technical Rehearsals
Repeat as needed starting with 5.
Possible entertainment at end of day
Third Day

. Host Staff Meeting

a. Attendance
b. Disseminate last minute updates, changes, reminders
c. Peptalk
Breakfast
Technical Rehearsals.
NEDC / Directors' Open Meeting
Student Congress Meeting
MC Introduces performance block
a. Welcome previous company back.
b. Make any announcements ie: headlights.
c. Review festival audience expectations.
d. Introduce the next show.
MC Introduces subsequent shows in the block
a. Welcome previous company back.
b. Make any announcements ie: headlights.
c. Introduce the next show.
Student Forums / Directors' Forum / Adults' Forum / Council Forum
a. Award Publisher collects School Written Commendations
Banquet
a. Director's Gifts
b. Present NEDC Life Member award if recipient was not
present at Opening
c.  Other adult awards
Closing Ceremony
a. Entertainment
b.  Students from writing school read & present commendations
along with council commendations and participation

certificates
c.  School hosts present banners
d. Farewell
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BUILDING NEEDS
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WORKSHOP COORDINATOR —
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SCHEDULING
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MEETING SCHEDULING —
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PUBLISHING COORDINATOR
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REGISTRATION PACKETS FOR OTHERS
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NAMETAGS —
+ 5 T $ "l & + & & ! &%
" D 1% 1( &" 18 I( 2
5 c I S | "% % B ool !
B& ! " B o %o+ Loy "
! % 5 &%
3 h) 3
+ 5 ) 1 % 5 " -
< " "It & ( c 5 , I
+ 5 ¢ & & > E 21 " -
) + § P " 5 L&, -
E + 5 ( & % D > g 1 5 %o
I +& " ? (
5 o I ( b " A 1y -
% Mo< 11 , g
1 5 & ! L ow( % " " "y
Kot ) ! I
+ 5 ! ' % "
+ 5 " E & %% 1§ 18&$ $( § A
b ool + & ! " Lo
+ I " 5 ne E 1, > $% %S S R G A
! - % b 5 .Y &! 1o 1&
" no I ( 5 8 ! I+ ) "6 !
+ & (" !
< & %( 5 . E Ity + & ] )
! ) 5 L ! s & 1o
- (& ) % &
T §1 6 " % | 16 + %
" § % hoo§ % ! SRR T BT G "
w( + ! D ros § % 8t
% o1 % | ) " bo1%lo: ! ! L
+ ( ! L& % * % I+ I
LCle + %o % n * %
% "
PROGRAM LABELS
c"I " "& & + & & ! &% " & !
" " & 1% % &" 1" I(
2 + 1ty 18 % 5 C ! "
L o+ ! &" L : Lo I(
) U "




SHOW TICKETS .
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AWARDS PUBLISHER
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AMENITIES COORDINATOR —
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ENTERTAINMENT COORDINATOR —
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REGISTRATION COORDINATOR

MANAGING REGISTRATION FORMS
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WELCOME PACKETS FOR SCHOOLS
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REGISTRATION & INFORMATION DESK
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COORDINATOR OF STUDENT HOSTS
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SCHOOL HOSTS (STUDENTS)

Getting Ready
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During Festival
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STUDENT FORUM COORDINATOR

n ! % "1 %( 2 n" 61 I+
n I "g ( : ( § & %w( $ I
+ ! % + !
" " z & " %( I 1% % % % !
8 % ! % ! % % % ! " % ! "l
% ! . % % ! % ! 6 % % ! = B
2 "l 2 % n ! % B 1= "
% !
+ " % P + " n ! "
1$ " % i " % !
) % % 3zn E " " -
/ ! oo + " %
6 %
FORUM FACILITATOR TRAINING
il LI !
0 1 + % ! I (
: " / %! ! % " %
+ P "& / %! " %( I ! "&
% % E 1 % + % % ! §1 §$"& % ! "
% L % + % L S B % $ % !
% ( g o1( Iz % % $ !
% ( + % % % [ "& %! % + %
% ! ! " ! "& b1 1& % %! " % + % %!
( ! ! o1& % ! 6 %
! 1& 1& %
FORUM PARTICIPANT GUIDELINES
n ! % "1 %( 2 n" 61 I+
n I "g ( : ( $ ng wC § !
%
+ . 589/ 9 ! & 6% (*
! % & # + " % 16 % 8% e o
1 % %
% >
< ( % 1& % %
B % * % % % % %
+ % % B & ]l > !
: 0 ! % &l 1& & % ! % " $
( % %
o 9% % % !
o 9% %
o 9% % % ! §C A.
o 9% ! %
o 86! % % "& % % &



FORUM FACILITATOR GUIDELINES

+ &t " % !
% (I
! " & %
I L &
! % ! "l
8 "l % "l &
! 16
<
: ! &
: % % (
9 % %
! % § 1y
B %
& (*
% &
8% %
2 1 |
% 1%
+ % ! ! &
9 > 1 |
% ; 3
e 9O p " & 0" (
¢ = & 9
[ ) & &
o / % !
o / % %
. % %

1&

%

%

9 o
b
B 8 %
o "
"% %5 % %Y
% ! Wi
"8,
C % I
B
e
ho( &
hoo% g
? 18
! W% %
o H
&% % §UIWC S % -H

% H

% %!

o (

6% !
!

%




HOUSE MANAGER
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SAMPLE TENTATIVE SCHEDULES

+ & & . &

THURSDAY, mm/dd/yyyy

FRIDAY, mm/dd/yyyy

8:00a |Tech: A 7:45a |Breakfast 7:45-9:45
9:00a (Tech: B 8:00a |NEDC Business Meeting
10:00a |Tech: C Tech: G
11:00a |Tech: D 9:00a |Tech: H
11:30a [Lunch 11:30-12:50 10:00a |Introductions
12:30p |Director Meeting 10:10a [Show # 5
1:00p |Opening Ceremony 11:10a [Show # 6
1:15p |Student & Director Introductory Forums 12:05p |Student & Director Forums
2:00p |Introductions 12:30p |Tech: |
2:10p [Show # 1 Lunch 12:30-2:20
3:10p [Show # 2 1:30p |Tech:J
4:05p |Student & Director Forums Workshop 2
4:30p |Tech: E 2:30p |Introductions
Workshop 1 2:40p |Show #7
5:15p |Dinner 5:15-6:50 3:40p [Show # 8
5:30p |[Tech: F 4:35p |Student & Director Forums
7:00p |Introductions 5:00p |Tech:K
7:10p |Show # 3 Dinner 5:00-6:50
8:10p |Show # 4 [6:00p |Tech: L
9:05p |[Student & Director Forums Workshop 3
9:30p |Entertainment 7:00p |Introductions
10:00p |[End of day 7:10p [Show #9
8:10p |Show #10
9:05p |[Student & Director Forums
9:30p |Entertainment
10:30p |End of day
SATURDAY, mm/dd/yyyy
07:45a |Breakfast

l0s:00a

NEDC Open Meeting for all directors

Student Congress Meeting

10:00a

Introductions

10:10a

Show #11

11:10a

Show #12

12:05p

Student & Director Forums

j01:00p

Banquet

lo2:00p

Closing Ceremony

l03:00p

End of day

EM




0% ) %
% <% <
8:00a |Tech: A 7:45a |Breakfast 7:45-9:45
9:00a |Tech:B 8:00a |NEDC Business Meeting
10:00a |Tech: C Tech: G
11:00a |Tech: D 9:00a |Tech: H
11:30a |Lunch 11:30-12:45 10:00p|Tech: |
12:30p |Director/Council Meeting 11:00p|Tech: J
1:00p |Opening Ceremony Lunch 11:30-12:20
1:15p |Student & Director Introductory Forums 12:20a|Introductions
2:00p |Introductions 12:30a/Show # 5
2:10p [Show # 1 1:30a |Show # 6
3:10p |Show # 2 2:35p [Student & Director Forums
4:05p |Student & Director Forums 3:00p |Introductions
4:30p |Tech: E 3:10p |Show #7
Workshop 1 4:10p Show # 8
5:15p |Dinner 5:15-6:50 5:15p |Student & Director Forums
5:30p |Tech: F 5:40p [Tech: K
7:00p |Introductions Dinner 5:40-6:50
7:10p |Show # 3 |6:40p |Tech: L
8:10p |Show # 4 Workshop 2
9:05p |Student & Director Forums 7:50p_|Introductions
9:30p |Entertainment 8:00p |Show #9
10:00p |End of day 9:00p |Show #10
10:05p|Student & Director Forums
10:30p|End of day
MONDAY, mm/dd/yyyy
7:45a |Breakfast
8:00a |[NEDC Open Meeting for all directors
Student Congress Meeting
8:50a |Workshop 3
10:00a|Introductions
10:10a/Show #11
11:10a/Show #12
12:05p|Student & Director Forums
1:00p |Banquet
2:00p [Closing Ceremony
3:00p |End of day
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THURSDAY, 4/27/2006 FRIDAY, 4/28/2006

8:00a Tech-OneTown, NH 7:40a Tech - SevenTown, CT
9:00a Tech - TwoTown, NH 7:45a Breakfast 7:45-9:45
10:00a Tech - ThreeTown, MA 8:00a NEDC Business Meeting
11:00a Tech - FourTown, ME 8:40a Tech - EightTown, RI
11:30a Lunch 11:30-12:50
10:00a |Introductions — Block Ill
12:30p |Director/Council Meeting 10:10a |Show Title Five Seven High School, CT
1:00p |Opening Ceremony 11:10a |Show Title Six Eight High School, RI
1:30p |Student & Director Introductory Forums | |12:05p Student & Director Forums
2:00p |Introductions - Block |
2:10p |Show Title One  One High School, NH | 12:30p Lunch 12:30-2:20
3:10p |Show Title Two Tech - NineTown, ME
Four High School, ME | 1:30p Workshop 2
4:05p [Student & Director Forums Tech - TenTown, RI
4:30p Workshop 1 2:50p |Introductions - Block IV
Tech - FiveTown, VT 3:00p |Show Title Seven Nine High School, ME
5:15p Dinner 5:15-6:50 3:50p |Show Title Eight Two High School, NH
5:30p Tech - SixTown, MA 4:35p |Student & Director Forums
- 5:00p Dinner 5:00-6:50
7:00p Introdu?tlons - Block “. Tech - ElevenTown, CT
7:10p |Show Title Three .FIV? Academy, VT 6:00p Workshop 3
8:10p |Show Title Four Six High School, MA Tech - TwelveTown, VT
9:05p |Student & Director Forums
9:30p_|Entertainment 7:20p |Introductions - Block V
10:00p |End of day 7:30p |Show Title Nine  Ten High School, RI
8:30p |Show Title Ten Eleven High School, MA
9:15p |Student & Director Forums
9:35p |Entertainment & Director’s Reception
10:30p |End of day
" omrommon
7:45a Breakfast
8:00a NEDC Open Meeting for all directors
Student Congress Meeting
10:00a Introductions - Block VI
10:10a Show Title Eleven
Twelve High School, VT
11:30a Show Title Twelve
Eleven High School, CT
12:05p Student & Director Forums
1:00p Banquet
2:00p Closing Ceremony
3:00p End of day
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