
SP2
T H E   S T U D E N T   P R O D U C E R   P R O G R A M

Setup & Operations Workflow
A 16-week operating cycle

HOW SP2  WORKS

One season. Eight phases. Real outcomes.
Set up the tabs in order. Run the season on a weekly rhythm. Watch the dashboard tell the story.

SETUP SEQUENCE

Set up your workbook in this order.
Each tab depends on the one before it. Follow the arrows.

PHASE 0

Foundation Meeting
Producer + Faculty Advisor align on goals
before any setup begins.

PHASE 1

SP2 Dashboard Tab
Every field. This is the source of truth for
everything else.

PHASE 2

Box Office
Add each performance. Capacity and prices
auto-pull from Dashboard.

PHASE 3

Finance
Set the budget. Income rows auto-pull from
Box Office + Sponsorship.

PHASE 4

Sponsorship
Build prospect list. Each one moves Outreach
→ Proposal → Closed.

PHASE 5

Team
Add every team member so the dashboard
knows who owns what.

PHASE 6

Marketing
Campaign calendar, posts, and design
queue.

PHASE 7

Action Items
Weekly cadence. The most-touched tab
during the season.

PHASE 8  ·  THROUGHOUT THE SEASON

Hours Log — Director Hours Recovered
Log weekly. This is the metric that proves SP2 is worth keeping.

ONCE YOU'RE LIVE

The weekly rhythm.

MONDAY

Standup

Review last week. Walk the dashboard. Set the focus.

WEDNESDAY

Department Check-ins

Producer 1:1 with each lead. Log hours saved.

FRIDAY

Close the Loop

Mark Action Items complete. Update Hours Log.
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