CONTEST CHAIRPERSON

JANUARY

· Arrange for volunteer to start program sales team. To do advertising sales for the program. (have list of businesses we have worked with in the past)

· Arrange for volunteer to start trophy sales team.
MAY
· Mail/email announcement of invitational to all MSBA members.  This information is available on MSBA web site.
JUNE / JULY
· Mail LBPA contest chairperson letter to competing band directors, as sign up forms come in.
AUGUST
· Contract facilities for FB Stadium, Auditorium (stage only), Band & Choir rooms & Teachers Lounge.  Have “rain plan” areas reserved (on standby) if needed (Gym, Cafeteria and Mr. Donovan’s room).  DO NOT use old home economics room for any reason.
· Check on who has sent in ad copy and money. Follow up personally if needed.
· Start working on the committee team leader list.
· Identify walkie-talkie requirements (channels) for Contest Chairman, Field Coordinator, Contest Director, Pit Guides, Band Guides, Bus Entrance, Spectator Parking, Handicap Entrance and Volunteer Coordinator.

· Approx. 18 walkie talkies required

· Arrange for contest announcer.

· Contact Athletic Boosters President and collaborate on concessions.

· Concession Coordinator should handle all arrangements

· Coordinate with Concession Coordinator as to No. of bands attending, performers expected and anticipated crowd attendance.  This should be updated frequently with changes as registrations received.
SEPTEMBER
· Contact Dave Monesmith, executive director, Central States Judges Association, E mail address, dmonesmith@indy.rr.com to line up judges.

· Get bios on judges for program.

· Most registrations for invitational are received by email / mail.
· Coordinate with Contest Director, writing of the announcer’s script for the show and awards.

· Copies of all registrations should be forwarded to writer.

· Preliminarily arrange schedule, by class.  First to register in class, last to perform in class and post to web site.
· Try not to commit performance times to band directors until most registrations are in. Be vague with 15 minutes of wiggle room.

· Arrange meeting of all committee team leaders (MANDATORY).
· Work with Athletic Director for keys to field and lights.

· Get list of competing bands accomplishments for last year, band directors and staff.
· Set number of pit passes for band pit crews (10).
· Note: There will be certain bands that always complain that 10 is not enough, regardless of their class and/or size.  Kings gives out 5 (A, AA) / 7 (AAA, AAAA, OPEN).  

· Iannelli will request that some schools (Ex.  Loveland) be given as many as they need.  In 2008, they were given over 20 passes for their support crew as they gave us additional passes when we attended their competition.   As long as there is a fair exchange, this is an acceptable practice.
· Contact Dave and Melody Oeder to request usage of their Tables / Chairs for the event.   melodyo@go-concepts.com 

TWO WEEKS BEFORE
· Mail/eMail to band directors: Lebanon’s Band Director’s Letter,  Invitational Layout, Lebanon Jr. High Layout, Warm up Layout, Competition Evaluation Form, Judges Evaluation Form, Preliminary Schedule of Performances and Inclement Weather Plan. 
WEEK BEFORE
· Arrange with Mr. Iannelli, ROTC for flag presentation.

· Arrange for list of awards and presenters from trophy coordinator.

· Put in announcement for invitational at Friday night football game.

· No more bands can be added.

· Make sure jr. high students have gate passes from jr. high band director.

· Organize pit crew for Lebanon band exhibition.

· Create welcome packet for arriving bands to give to Band Check-in Coordinator.  Each band receives manila envelope that includes the following:

· Name Tags for Staff
· Pit Passes (10 in an envelope)
· Competition Evaluation Form
· Contest map

· Outside of Envelope has School Name, Directors Name, Warmup Time and Performance Time clearly labeled.
TWO DAYS BEFORE
· Send E Mail to Jr. high principal to put announcement on marquee board.
· Send E mail to Jr. high principal and custodian. For use of school if it rains. Need gym, auditorium, cafeteria, access to custodian room for large equipment and halls from 2:00 pm to 11:00 pm. Get keys as needed.
NIGHT BEFORE EVENT
· Need keys for everything from Athletic Director
· Make sure stadium is cleaned up (if there is a home game).
EVENT DAY
· Arrange for walkie-talkie. (channel 3 & 9)

· Roaming trouble shooter and gopher all day.

· Use Lebanon band golf cart for the day.

· Make sure all signs are in there place, liners are in trash cans.

· Have caution tape for bleachers.

AFTER EVENT
· Confirm final scores are emailed to Mid-States Band Association by scoring Chairperson.
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