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Faculty/Guest/Ensemble

Steps for Scheduling a Successful Performance



1) At least FIVE weeks before your concert:
· Email Bill Posey (poseywg) to schedule a rehearsal with your accompanist.
· Conducted Ensemble, Faculty Solo, Faculty Ensemble and Guest Artist rehearsals are scheduled on an AS-AVAILABLE basis.
Dress rehearsals and the performance are supported by stage crew.

**Concerts held in venues other than Forbes Center Recital or Concert Hall
receive no stage crew support.**


2) At least FOUR weeks before your concert:  by_________________________________ (date)
· Turn in the Forbes Advance Information Sheet to Jamie Whoolery, MSC 2107
· Turn in the Percussion Request form (if needed) to Bill Rice.


3)  THREE weeks before your concert:
· Type your program following the template found on the SOM Faculty Blackboard site under SOM information or at http://www.jmu.edu/music/calendar/recitalprocedures.html
· Email a copy to Donna (wampledk@jmu.edu).  She will put a hard copy in your mailbox for your final approval.


4)  TWO weeks before your concert:
· Make final corrections on your program. 
· Email your final program to Donna (wampledk@jmu.edu) by_______________(date)
· Programs must be received four business days before your performance. If they are late, the performer will be responsible for the cost of printing.
· Sign the Printing Authorization Form and turn it in to Room 129.


5)  WEEK of your concert:
· Your dress rehearsal and performance will have a stage crew with a key.
· Ushers will be provided and will pick up your programs the day before the performance (unless you scheduled your concert after the ushering assignments were made).


If your performance is not scheduled within the first two weeks of the semester, you will have to provide your own ushers (8 ushers for Concert Hall; 3 for Recital Hall).


Any questions, contact Donna Wampler (540) 568-6863 or Bill Posey (540) 568-6987.
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