
Producing Preparedness Checklist 
The list below walks you through the steps of the producing process in a bird’s eye view. Each 
step has more intricacy to it, but this list will give you a good sense of main things to include 
in your planning 

Scheduling 
1. Decide when you’d like your project to launch. Make sure you choose a specific date so 

that you can work backwards from that.  
2. Choose how much time you want to spend raising money. Be realistic about this time 

frame, it takes longer than you think.  
3. Break your schedule down into three phases: Prep period, action period, and reflection 

period. Decide how long you want to spend in each of these periods.  
4. Build recruiting into this schedule. You will need to find partners, supporters, and 

people who will work with you and for you on the project. Schedule times to have 
lunches, dinners, and meetings with potential candidates for these positions. 

5. Decide on a daily, weekly, and monthly milestone and include a period of time to assess 
in your calendar.  

6. Do research on events that may be happening around the same time you plan to launch. 
This way you can prepare and find potential cross promoting opportunities.  

Foundation building 
1. Identify the decision makers in your process and make a list of the top ten. Plan your 

outreach to them.  
2. Create a list of people and organizations with larger platforms than you. Who writes a 

blog? Who has many twitter followers? Who knows people in the press? Plan your 
outreach to them.  

3. Decide on which service providers you’ll need for your project and develop a list for 
yourself of what you expect and what you’re willing to pay. Get recommendations from 
people you trust and set up interviews.  

4. Decide if your project has any potential connections with other organizations and plan 
outreach to them. You may be able to host an evening where you can donate a portion 
of your proceeds to that charity or organization.  

5. Create a spreadsheet of potential funders for your project. Document how you know 
them and who they are connected to. Decide on how you want to reach out them. Are 
they donors or investors?  

6. If you are deciding to take investment, get the proper paperwork in place at the very 
least for front money. A lawyer can be on your list of service providers.  

Managing 
1. Solidify your budget for the project based on funding and your plan for hiring. Have a 

high end and low end budget and make sure to include a healthy reserve (extra money if 
something goes wrong)  

2. Create or have someone draw up letters of agreement for each of your service providers 
with clear expectations and deliverables included. Some unions have standard contracts 
you can use.  



3. Decide how you want to pay people and how they are going to report this money for tax 
purposes. Most will be 1099’s but you may have some instances where you’ll need to go 
through a payment service provider.  

4. Keep your personal money and your project money separate and save all of your 
receipts. This will make life easier if something goes wrong.  

5. Decide on where you keep the project money. You may create a business entity, secure 
a fiscal sponsorship or create a DBA. Be sure to research the tax implications of each 
before money starts going out.  

6. Identify the proper insurance for your project and research who is actually covered 
under the policy. Many venues have their own insurance, but you will not be covered 
under their insurance if injured on their premises.  

Delegating 
1. Make a list of all tasks that need to be completed for the project’s execution and break 

them down into smaller tasks along your time line.  Underline any task that you 
absolutely have to do personally. 

2. Take the items that are not underlined and assign them to the members of your team. 
When assigning tasks, give each member a clear picture of the deliverables and a 
specific due date. Follow up with each task 3-5 days before the due date to assess 
progress.  

3. Schedule weekly check-ins with your team to assess how things are going and what 
problems there may be.  

4. Schedule due dates and check in dates with your service providers to make sure you 
have items on time. 

5. Identify tasks that you are doing that can be optimized and automated. Teach team 
members how to do these tasks once you have mastered them.  

6. Schedule check in appointments with funders, partners, and supporters to keep them 
posted on progress.  

Evaluating 
1. At the end of each milestone, do a reflection on how things went. What worked? What 

didn’t? What would you do differently?  
2. At the completion of an assignment from the team sit down with that team member 

and discuss how they felt during the process. Get feedback and make adjustments to 
the management style if needed.  

3. At the completion of the work of your service providers, sit down with each and discuss 
the deliverables and your satisfaction with them, Let them give you feedback on the 
process from their end as well.  

4. Meet with each of your funders and partners one on one. Get their honest feedback on 
the process and ask what worked and what didn’t.  

5. Do a strict review of your budget and look at where you over spent and where you 
saved money. Take careful notes on it to prepare you for creating the next budget.  

6. Do a full evaluation on your timeline and scheduling. Decide if there are any items that 
you would have done sooner rather than later. Identify any activities that drained time 
and energy needlessly and develop a plan to optimize.  



 

 
 


