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FREE TEMPLATE · INDIE MUSIC INDIA

Run Sheet Template
A minute-by-minute schedule for show day. The run sheet is the single most important
operational document on the day of a show. Everyone, artist, crew, venue staff, promoter,
should have a copy.

Event Details
Event Name: __________________________________________________________

Artist(s): __________________________________________________________

Venue: __________________________________________________________

Address: __________________________________________________________

City: __________________________________________________________

Date: __________________________________________________________

Show Type: Headline / Support / Festival Slot

Key Contacts For Show Day
Tour Manager: ___________________ Mobile: ___________________ Venue Technical Manager:
_________ Mobile: ___________________ Promoter: _______________________ Mobile:
___________________ FOH Engineer: ___________________ Mobile: ___________________ Stage
Manager: __________________ Mobile: ___________________

Show Day Schedule

Before Load-In
[TIME] Wake-up / breakfast at hotel Who: All Notes: Hotel: ________________ [TIME] Depart hotel
for venue Who: Tour Manager Notes: Confirm transport arranged [TIME] Arrive at venue Who:
All Notes: Allow 15 min buffer for traffic

Load-In & Setup
[TIME] Load-in: Equipment arrives at venue Who: Stage Manager Notes: Confirm loading dock
access [TIME] Stage setup begins Who: Crew [TIME] Backline check: drums tuned, amps
tested Who: Band [TIME] DI boxes, monitor wedges, cables laid Who: FOH / Monitor Eng.
[TIME] Merch table set up Who: Merch Manager [TIME] Green room inspection Who: Tour
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Manager Notes: Confirm hospitality present

Soundcheck
[TIME] Line check begins Who: FOH Engineer [TIME] Individual instrument checks (drums →
bass → keys → guitar → vocals) Who: Band + FOH Eng. [TIME] Full mix run: Song 1 Who: FOH
+ Monitor Eng. [TIME] Monitor mix checks for each band member Who: Monitor Eng. [TIME]
Full run: Song 2 (or other specific song with complex cue) Who: Band [TIME] Opening act
soundcheck (if applicable) Who: Opening Act + FOH Eng. [TIME] Soundcheck complete Who:
Tour Manager Notes: Confirm with FOH

Pre-Show
[TIME] Artist meal / catering Who: All Notes: Confirm location: [TIME] Venue staff briefing
Who: Tour Manager + Venue [TIME] Guest list final check Who: Tour Manager Notes: Submit
to door staff [TIME] Merch table QR code and pricing confirmed Who: Merch Manager [TIME]
Set list printed and distributed Who: Tour Manager Notes: FOH, Monitor Eng., all band
members [TIME] Lighting cues briefed (if applicable) Who: Lighting Operator [TIME] Artist
ready in green room Who: All Band Members

Doors & Opening
[TIME] Doors open Who: Venue Staff [TIME] Opening act goes on stage Who: Tour Manager
Notes: Signal when ready [TIME] Opening act set ends Notes: Run time: ____ mins [TIME]
Stage changeover: opening act equipment off Who: Stage Manager [TIME] Headliner
equipment confirmed on stage Who: Stage Manager [TIME] Final artist check-in, ready to go
Who: Tour Manager

Show
[TIME] ARTIST ON STAGE Who: Tour Manager signals Notes: Intro tape / house music cue
[TIME] Song 1 [TIME] Song 2 [TIME] Song 3 [TIME] Song 4 [TIME] Song 5 [TIME] Song 6
[TIME] Song 7 [TIME] Song 8 [TIME] Song 9 [TIME] Song 10

[Time] Encore Break

[Time] E1

[Time] E2
[TIME] ARTIST OFF STAGE Who: Tour Manager Notes: Curfew: __________

Post-Show
[TIME] Balance payment collected from promoter Who: Tour Manager [TIME] Artist meet &
greet (if arranged) Who: Artist + Manager Notes: Location: ___________ [TIME] Merch count and
reconciliation Who: Merch Manager [TIME] Equipment load-out begins Who: Crew [TIME] TDS
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deduction form / receipt collected (if applicable) Who: Tour Manager [TIME] Thank-you to
venue staff Who: Tour Manager [TIME] Load-out complete, all gear accounted for Who: Stage
Manager [TIME] Depart venue Who: All Notes: Destination: ____________ [TIME] Post-show
debrief Who: Tour Manager Notes: Venue / hotel or next morning

Hospitality Rider Reference
Green room requirements confirmed: YES / NO

Items expected: __________________________________________________________

• Water (still, ______ litres)
• Hot tea / coffee
• Meals: ____________________
• Dietary restrictions accommodated: ____________________
• Towels
• Private space with lock
• Wi-Fi access (password: _________________)
• Other: ____________________

Technical Cues Reference
Intro tape / walk-on music: __________________________________________________________

Song / track: ___________________________ Duration: _______________ Played by: FOH / laptop / DJ
Cue to start: (signal from Tour Manager / stage manager)

Backing tracks during show: YES / NO If yes, run from: Laptop / iPad / hardware player
Controlled by: ___________________________ Click track in monitor: YES / NO

Encore cue: (describe how encore is signalled)

House music resumed after show: YES / NO

General Notes & Contingencies
Power cuts / generator backup: YES / NO Note: Power outages are not uncommon at outdoor
venues and smaller club venues in India. Confirm whether the venue has a UPS or generator,
and what the restart procedure is if power goes down mid-set.

Curfew policy: ___________________________ Note: Municipal noise ordinances in most Indian
cities require live amplified music to end by 10 PM (may be extended to 11 PM with
permissions). Confirm the exact curfew with the venue and factor it into your show time.

Rain contingency (for outdoor shows): ___________________________

Medical emergency contact: ___________________________



IN
DIE M

USIC IN
DIA

FREE TEMPLATE  ·  INDIEMUSICINDIA.COM 4

Run sheet prepared by: __________________________________________________________

Date: __________________________________________________________

Version: __________________________________________________________

Free to use from indiemusicindia.com. Share the page, not the file.


