Student Concert/Recital Reservation Form For Events Sponsored

by the Music Department

Day/Date of Performance ______________________________  Location _______________________









            Reserved Time__________________

Rehearsal Days & Times ______________________________________________________________

___________________________________________________________________________________

Time of Performance ___________________________ Est. Running Time ______________________

Title of Recital and a blurb about your performance__________________________________________

Ex: Senior Recital, Robert Jones, tenor

Accompanist _______________________________________________________________________

If Accompanist is Lawrence Henry, his signature is required.

Recording needed? 
Yes
No

Copy of CD needed for Instructor?    Yes     No


Piano needed?

Yes
No
Piano key pick-up date and time _______________________

Contact name and number ___________________________________________________________________

Today’s date __________________

Instructor signature __________________________________________________________________

Joint Recitals require all instructors’ signatures.

Department approval ______________________________________________ Date ______________

PLEASE NOTE THE FOLLOWING:

a) If you plan to use a piano,  the key for the 1970 Steinway must be checked out from the PAC office, Room 104, Music Hall

b) Any reserved rehearsal times can be bumped for Music Department events.

c) The following guidelines apply for your event; please read them carefully and contact Gao Hong if you have questions.( Please see back of the page)

PROCEDURES/GUIDELINES FOR Student Concert/Recital Sponsored by the Music Department

1)   
All events in the Concert Hall during the academic year must be scheduled through the Performance Activities Coordinator’s office, and approved by the Concert Series Committee Chair. A Concert Reservation Form should be completed and returned to the PAC. Approval should well in advance of the event, preferably one term in advance.

2)  
If your event is approved, the Department will provide support for the operation of the technical facilities of the Concert Hall ( e.g., stage manager, acoustic shell, lights, elevator, curtains ).

3)  
If your event is approved, the department will fund the copying of programs and program notes for the event if two weeks’ advance notice is given.  The Department will not fund the cost of posters, flyers, publicity, announcements or catering.

4)
Any furniture or other items moved in or out must be returned to their previous location immediately following the even unless prior arrangements have been made with the Performance Activities Coordinator of the Music Department.  The Concert Hall stage should be clear except for the student grand piano, which should be on stage.

5)
When moving pianos, the quilted cover must be used.  Also, a minimum of two people are needed to move the pianos.

6)
If a detailed set-up is required (such as vido taping, screen projection, moving chairs, music stands, pianos, choral risers, percussion equipment, and any other equipment), you may be asked to provide the work force and coordinate the set-up.

7)
Receptions:  The Department will not fund or be responsible for any reception following this event.  Food and beverages are permitted only in the Lobby of the Concert Hall.  No food or beverages are allowed in the Concert Hall at any time.  You will be responsible for cleaning up the Lobby of any tables, refuse, and leftovers from any reception following the even (this includes sweeping the carpet in the Lobby and picking up programs & notes left in the Concert Hall proper).  If the Department has to clean the Lobby or Concert Hall after your event and prior to their next schedules event, you will be assessed a $50 charge.

I HAVE READ AND AGREE TO THESE CONDITIONS

Name_________________________________________________________  Date____________

Name of Artist/Group _____________________________________________________________

Signature_______________________________________________________________________

