
Reminder: Upcoming Local Stage Production 

Dear [Cast/Crew Name], 

This is a friendly reminder about our upcoming stage production, [Production Name]. Please 

take note of the following important details: 

Rehearsal Schedule: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Venue] 

Performance Dates: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Venue: [Insert Venue] 

Important Reminders: 

• Bring your scripts and rehearsal materials. 

• Arrive at least 15 minutes early for warm-up. 

• Prepare costumes for the performance dates. 

Thank you for your hard work and dedication! Let's make this production a success! 

Best regards, 

[Your Name]  

[Your Position]  

[Theater Company Name]  

[Contact Information] 


