Information being submitted for consideration by Baroness Judy Reeves:

ICOH-The Space City Empire

Show Check List
Submitted by Brian Martin March 2005

___
1.
Come up with a good working idea for your event.

Jade Eseteban Estrada’s 1-man show out of New York (with Vicarious Productions)
___
2.
Give your event a theme and a name. Put a gimmick to it to get people interested in coming. 

ICONS: Lesbian & Gay History of the World, Vol. I – check it out at http://www.iconsvolume1.com/

___
3.
Set your time. Most shows start @ 8:00 or 8:30 p.m. 

set, by me, for reasons of security costs at 7:30pm to 9:30pm 

___
4.
Determine your beneficiary.  

Gulf Coast Archive & Museum of GLBT History, Inc.

___
5.
Contact the calendar and find an available date. 

Wednesday, June 22nd 2005—is available per Jerel
___
6.
Contact the bar or venue to check for date availability. Then book your event.  

Resurrection Metropolitan Community Church, 2025 W 11th Street, Hou

___ 
7.
Contact the calendar and book your event. Make sure that you have the above information complete before you schedule your event with ICOH.  done


___ 
8.
Contact your beneficiary to let them know of your event for them.  done

___ 
9.
Send an e-mail announcing your event to the ICOH yahoo group list and other organization lists. You should at least email current information once a week before the event. 

Will do this as soon as I get final word from ICOH that it definitely is still an ICOH sponsored event. This is not a Board event but a member event. We Baroness’s have to do our part as one of the ‘little people’!
___
10.
Should you decide to have any raffle items, secure your items at least 1 month prior. 
Not actually raffling off items but may have an item for an ongoing raffle so folks can see it and buy tickets before the show.

___
11.
Contact performers and invite them to perform at your event. N/A 

___
12.
Find your Emcee(s). Your emcee(s) are vital to producing a great fundraiser. The better they are the more entertained the audience will be. 

Not sure about this yet, will need intro etc. but haven’t decided how to do this yet.  Suggestions always appreciated.
___
13.
Design your posters and flyers. Distribute these no later than 2 weeks before your show (1 copy goes to the monarchs). Should you fail to promote your show in the proper manner the monarchs reserve the right to cancel your show. 

Am attempting to get this done now—though not real experienced and would always appreciate a little help. Since it’s a Pride Event I want to do this sooner than the 2 week deadline and need to get it to PR/Rose before that deadline.

___
14.
Contact the bar or venue to double check the date and make sure that everything is good to go. done

___
15.
Secure your DJ with either the bar or with IOCH members who are DJ’s.  N/A

___
16.
Contact ICOH members to ask for help. We are a team—don’t be afraid to ask for help. 
That’s what this is—could use some help especially on the poster aspect. Have sent out a letter [some of you may get one] asking for underwriters.
___
17.
Get the proper forms/paperwork from the Monarchs prior to the show. A week before at best. 

Since I haven’t done this before am not sure what I need to get here so if Jerel or Eartha will let me know….I’ll be sure it gets done properly.
___
18.
Prepare a line up for the event. All shows should be protocol order unless otherwise stated. Put someone in charge of line up and music. 

N/A and think I have a tech person lined up but don’t have a definite answer yet so may need to ask someone if it doesn’t pan out.
___
19.
Make sure to bring to the event: paper, sticky notes, pens, etc.

___
20.
Be sure to request the ICOH tip bucket at the event 

hmmmm, haven’t thought of this but may ask Jade about a tip bucket in front of the room….it is an ‘interactive’ show after all and someone may be inclined to drop a couple of bucks in a bucket if he ends up sitting in their lap or something…lol
___
21.
The host needs to be at the bar/venue at least 1 hour prior to curtain. Will be there with him for rehearsal/tech run.

___
22.
This is your show. Relax and have a good time.

___
23.
It’s show time!

Additional by Judy:

___ 
24.
Make sure finance person will be there with documentation to count and take the money. 

I know Jimmy will be there but as a GCAM Exec Comm member I would rather have someone else there for the money…and I’m not sure how the money works since Jade gets a percentage so I’m still working on that.
