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MSMTA President

The main functions of the MSMTA President are to support the membership of
MSMTA, plan and oversee state conferences, chair business meetings of the
association, oversee state newsletters, attend events as a delegate of the state, and
promote the value of MSMTA membership and involvement.

Conference Planning Information:

Conference Chairs:

In 2017, the Board approved appointment of a special conference committee to aid
in conference planning. Chairs may be filled by one or several people. Suggested
chairs were as follows:

President: Oversees hiring of presenters/adjudicators, oversees budget, selects final
venue, oversees catering, coordinates pianos and tuning, and oversees all aspects
of planning.

Venue Coordinator: Seeks bids from hotels and makes recommendations to the
President.

Local Coordinator: Assists with venue-specific aspects of conference planning and
coordinates local volunteers, assists with recruitment of vendors and sponsors, and
coordinates marketing in the host city.

Sponsor/Vendor Chair: Oversees solicitation of sponsors, sponsor ads, signage,
acknowledgments, and thank you cards after conference.

Hospitality Chair: Creates, orders, or transports table décor ($100 budget) and
welcome baskets for presenters and adjudicators.

Recital Chair: Coordinates program printing, ticket printing, and ticket sales with
help of the President.

Commissioned Composer Chair: Solicits and recommends commissioned
composers to the President in even numbered years, submits tapes and forms to
national for MTNA Composer of the Year.

Other jobs that may need volunteers or oversight by the President include:




Coordinating door prizes for the Foundation Fund raffle ($25-$30 budget),
contacting music publishers to solicit goodies to give away at conference, finding
monitors for competitions (collegiate chapter often volunteers but we may need
more), name tags for conference attendees (typically the state membership chair,)
putting together conference packets including local directions, coordinating
registration (typically the Treasurer,) finding people to man the registration table,
ticket sellers for concert.

Total Conference Budget: $6,000-$7,000
Venue:
The venue chair may solicit bids from individual hotels, or use an online service like

www.cvent.com to review a range of bids and then make a recommendation to the
President.

Conference venues require a contract. Work with Treasurer on any required
deposit.

Transporting pianos is a consideration. Need freight elevator or easy access.

Large Meeting and Banquet Space - Capacity 75

To be used for Master Class, Conference Presentations, Meetings, and Banquet.
Furnishings: Tables and chairs, small floral arrangements for tables, lectern, AV
equipment, piano, music stands, water. We typically reserve a space of 2500 square
feet.

MTNA Competitions and Fall Festival - Capacity 30-50 with soundproofing

To be used for Competitions and Fall Festival.
Furnishings: 7-9 foot piano, at least 5 music stands, table with two chairs behind,
audience chairs.


http://www.cvent.com/

Practice and Deliberation space - Capacity 5 or less

To be used as warm up space for competitors and deliberation room for judge
Furnishings: Piano, music stands, a few chairs.

Atrium or Vendor Space - Sufficient space for piano sale plus tables for vendors

To be used as a shopping area. Steinway typically requires minimum of 100 square
feet.
Furnishings: Tables and chairs

Performance Venue for Recital (if applicable)

Room Block - Reserve for 30-50

Venue fee is typically around $1200 plus catering. Special room rates are typically
$85-$95 per night. Be sure to check for hidden setup fees/food and beverage
minimums.

Keynote Presenter/Clinician:

Presidents try to alternate pedagogues and artists when hiring presenters. The
main clinician will be hired to do 3 sessions and a master class or 2 sessions, a
recital, and a master class. Typical fee is $1600-$2000 for all.

We typically need at least one 'filler' clinician to do a session. These are usually
people local to the conference town. We typically pay $100 for a 60-minute session
and $150 for a 90-minute session. (Member presenters have historically donated
their services gratis. A small stipend or thank you is appropriate and appreciated.)

We provide hospitality baskets in the hotel rooms of all presenters and clinicians.
($100 total budget)

Adjudicator Notes:

Adjudicators are typically paid $55.00 per hour for the Fall Festival and
competitions. They may be hired to do a session after the competitions if needed at
a rate of $100 for 60 minutes or $150 for 90 minutes. Secure piano adjudicator
early, but others may be hired from host city when competition entries are finalized
in early September.



Commissioned Composer Notes:

MSMTA commissions a composition in even numbered years. The commissioned
composer chairs need to solicit submissions and advise President one year in
advance so that he or she may initiate contracts (both MTNA and MSMTA) with the
selected composer. Composers are paid $750 by MSMTA and $750 from MTNA for
the composition, the debut at conference, any performers necessary for the
performance, and the costs of creating an audio recording of the debut.
Communicate clearly about deadlines and the need for composers to arrange for the
performance of their work at the conference, including venue and performers.

Pianos for Competitions:

A very high quality 7 or 9 foot concert grand piano is needed for MTNA
competitions, along with a smaller grand for the large meeting room for the
clinician. An upright piano is needed for warm ups. We usually use the Steinway
Gallery of Spokane or Montana Piano. Both are provided free advertising in
exchange for this donated service.

Teacher of the Year:

We typically order plaque from Successful Signs & Awards in Kalispell during the
summer before conference. Arrange for the honoree's local association to do some
kind of tribute during the awards banquet. The recipient is selected by the
President, although they may choose to ask local associations for nominations.
Foundation Fellow:

The Foundation Fellow is selected by the President at their discretion. Local

associations may advise, along with the Past Presidents Advisory Council. They are
an incredible resource. Use them!

Newsletter Information:

In addition to conference planning, the President oversees publication of the state
newsletter. The newsletter is published twice annually with submission deadlines of
January 15 and July 15. The President solicits articles, photos, and news, and sends



to the newsletter chair for formatting. Typical printing fees are $250-280.
Newsletters can be addressed and mailed by the President or a reasonably priced
mailing service may be found locally. (Office Depot gives us incredible pricing with
our MTNA discount. We have also used Pyramid Printing and Towne Mailer in
Missoula for mailing.)

The newsletter is currently in the process of going all digital. The newsletter editor
will be in charge of creating a high quality .pdf file for distribution by the President.
This needs to be full color with hyperlinks embedded in the text so that we can link
to advertisers directly.

The spring newsletter typically includes: Reviews of Fall Conference sessions; save
the date for next Conference; preview of next Conference and Clinician bio and
photo; business meeting minutes; Local Association News; scholarship applications;
and Fall Festival and MTNA competition entry deadlines. Submission deadline is
January 15.

The fall newsletter typically includes: Conference Schedule; all Conference clinicians
bios and photos; adjudicators bios and photos; conference Registration; hotel info
and deadlines for reserving rooms; Master Class Application; MTNA competitions
entry deadline.

The President may include other articles and information at their discretion.
Timeline:

Plan to attend the meeting of each local association once during your term in
person or via Skype.

(The following can be started over the summer)

- Secure Conference Site

- Hire Piano Adjudicator and Main Clinician

- Plan and Hire Fill-in Session Presenter

- Hire Commissioned Composer (odd years for conferences in even years.)
- Secure competition pianos (Steinway of Spokane or Montana Piano)

- Fill Conference Chair positions

- Choose Foundation Fellow

- Choose Teacher of the Year

- Start soliciting articles for Newsletters



November:

(The following five items may be done by outgoing President)

- Congratulations letters to competitions winners

- Thank you to conference site

- Thank you to Conference Clinicians, Adjudicators, Conference Chair
- Thank you to Vendors/Piano provider

- Commissioned Composer recording and score to MTNA with help of
commissioned composer chairs (see MTNA website for deadline)

- Register for National Conference before early bird deadline

December:

- Create or update email mailing list

- Send Newsletter deadline reminder

- Write and send report to NW Division Director when solicited

January:

- Send newsletter deadline reminder

-Submit and finalize newsletter

- Coordinate Gala attendees' seating for at National Conference (we usually reserve
seats at Washington's tables. President of Washington usually contacts us.)

- Remind National Conference attendees' to attend NW Division Meeting. (Info will
come from NW Division Director.) Write report to present at NW Division Meeting.

- Book plane tickets to national conference

February:
- Have newsletter printed
- Mail newsletter out

March/April:
- Meet with local associations and solicit agenda items for meeting

May:

- Start working with Grant Writer Chair on MAC grant in even numbered years
- Plan Preliminary conference schedule

- Solicit articles for fall newsletter



June:
- Send fall newsletter deadline reminders
- Begin brainstorming next conference clinician/venue

July:
- Send fall newsletter reminder
- Submit and finalize newsletter

August:

- Compile conference booklet. It should include: Bios and photos of all Clinicians
and Adjudicators; conference schedule; all competitions schedules and programs;
concert program; letter from MTNA; Conference Ads; directions to recital venue

- Work with grant writer chair to finalize MAC grant in even numbered years

- Form Nominating Committee with help from Nominating Chair in odd numbered
years. Committee will consist of Nominating Chair, immediate past president, and
two additional active members.

- Order Teacher of the Year trophy and arrange for program at banquet.

- Start planning meeting agendas.

- Work with Foundation Chair on tribute to Foundation Fellow for banquet.

September:

- Reserve hotel rooms for Clinicians and Adjudicators.

-Send final conference booklet items to newsletter editor.

-Send reminder to committee chairs to create and send reports to web master.
-Arrange for video taping of conference (and recording of commissioned
composer's premier if they need assistance with this.)

- Order ribbons for name badges at conference with member recognitions and
arrange larger recognition for 25 and 50 year members.

October:

-Send conference book to printer.

-Procure Liability insurance from MTNA. (There is a form to fill out online.)
-Finalize meeting agenda for Executive Board Meeting; Board Meeting and General
Business meeting.

-Reserve piano tuner.

-Coordinate with membership chair on membership recognitions. Membership
chair typically creates certificates for President to sign.

- Remind committee chairs to send reports to web master.



-Choose meals and give final head count to Conference site.
-Consult with conference chair on status of their responsibilities.

The role of MSMTA President is fun and challenging and an outstanding vehicle for
personal growth. There are many resources and mentors available in our past
presidents and long time members. Use them!

We urge all who are able to take advantage of this amazing opportunity!

Prepared by,

Jessica Olson
Judy O'Dell



MONTANA STATE MUSIC
TEACHERS ASSOCIATION

MSMTA

Presenter Agreement
Montana State Music Teachers Association Annual Conference

l, , agree to present the following during the Montana State

Music Teacher's Association Annual Conference in , Montana, at the
on , 201
1. One -minute presentation on
2. One -minute presentation on

3. One 60-minute Master Class

4. One Recital

MSMTA agrees to pay a fee in the amount of $
for the above events payable at the conclusion of the conference. MSMTA will also provide
one guest room at the conference hotel from and will reimburse airfare

and meal expenses within 30 days of the event upon submission of receipts to the Treasure

Featured Presenter MSMTA President

*Please plan to submit final recital repertoire 60 days prior to the conference for program
printing, along with any preferred cover art. Please provide your bio and a photograph to the
MSMTA President by email at no later than January 15, 201__.

While most presenters are hired due to their expertise in one instrument or area, presenters
are asked to make their programs as appealing to other instrumental areas as possible.

Presenters and adjudicators at MSMTA Conferences are asked to book airfare well in advance
of the event to obtain the best possible fare. Please submit all receipts for reimbursable
expenses to: Carla Bell, MSMTA Treasurer, 2700 1t Ave. N, Great Falls, MT 59401

Email: cjpiano@gmail.com



FTC Statement

With regard to Presentations given at the Montana State Music Teachers Association Annual

Conference, the Presenter agrees to the following:

1. The Presenter warrants that the Presentation is the sole, exclusive and
original work of the Presenter, except for such excerpts from copyrighted works as may be

included with permission of the copyright holders thereof.

2. The Presenter warrants that the Presentation shall not contain any libelous
or slanderous statements or material.

3. The Presenter warrants that the Presentation shall not infringe upon any
copyright, trademark, patent, statutory right, or proprietary rights of others in any intellectual
property or otherwise.

4. The Presenter warrants that no part of the Presentation shall violate any
federal or state antitrust or restraint of trade laws and that during the Presentation the
Presenter shall not discuss or permit the discussion of unlawful anti-competitive behavior
including, but not limited to, price fixing, group boycotts, tying arrangements, and refusals to
deal.

Dated this day of ,201__

By:
Presenter



MONTANA STATE MUSIC
TEACHERS ASSOCIATION

MSMTA

Montana State Music Teachers Association
MTNA State Competitions and Fall Festival

l, , agree to adjudicate and present the following program
during the Montana State Music Teachers Association's Annual Conference in
, Montana, at the on , 201

1. Montana State MTNA Competitions: Junior Piano, Senior Piano, Young Artist Piano,
and Piano Duet.

2. MSMTA Fall Festival: Piano Short Program - Junior and Senior Division, Single Piece
Piano - Junior and Senior Division.

3. One 90-minute presentation on

MSMTA agrees to pay a fee in the amount of $55.00 per hour
for adjudication and $150.00 for the session presentation, payable at the conclusion of the
conference. MSMTA will also provide one guest room at the from
, and will reimburse airfare and meal expenses within 30
days of the event upon submission of receipts to the Treasurer.

Adjudicator/Presenter MSMTA President

* Guidelines for adjudicators will be provided under separate cover. Adjudicators are asked to
familiarize themselves with these policies and procedures in advance of the event to ensure
smooth running of the event and a fair and unbiased outcome.

Presenters and adjudicators at MSMTA Conferences are asked to book airfare well in advance
of the event to obtain the best possible fare. Please submit all receipts for airfare and meals
to: Carla Bell, MSMTA Treasurer, 2700 1t Ave. N, Great Falls, MT 59401,

Email: cjpiano@gmail.com



FTC Statement

With regard to Presentations given at the Montana State Music Teachers Association

Annual Conference, the Presenter agrees to the following:

1. The Presenter warrants that the Presentation is the sole, exclusive and
original work of the  Presenter, except for such excerpts from copyrighted works as may

be included with permission of the copyright holders thereof.

2. The Presenter warrants that the Presentation shall not contain any libelous
or slanderous statements or material.

3. The Presenter warrants that the Presentation shall not infringe upon any
copyright, trademark, patent, statutory right, or proprietary rights of others in any intellectual
property or otherwise.

4. The Presenter warrants that no part of the Presentation shall violate any
federal or state antitrust or restraint of trade laws and that during the Presentation the
Presenter shall not discuss or permit the discussion of unlawful anti-competitive behavior
including, but not limited to, price fixing, group boycotts, tying arrangements, and refusals to
deal.

Dated this day of ,201_

By:

Adjudicator/Presenter



l,

MONTANA STATE MUSIC
TEACHERS ASSOCIATION

MSMTA

MSMTA Commissioned Composer Agreement

, agree to compose and arrange for the performance of an

original musical work at the Montana State Music Teachers Association state conference to be

held

, 201, in , Montana.

Responsibilities:

1)

2)

3)

8)

The composer agrees to assume all responsibility (financial and logistical) for
creating a new score and performance parts for the commissioned work to be
delivered to the MSMTA President no later than September 23, 201__.

The composer assumes all responsibility (financial and logistical) for the premier
performance of the commissioned work, including securing and hiring actual
performers and renting or obtaining any necessary technology, at the MSMTA
state conference.

MSMTA and MTNA shall have sole rights to the premier performance of the
composition, but it is expressly agreed that all other rights pertaining to the
musical composition shall be retained by the composer.

The composer assumes all responsibility (financial and logistical) for making a
recording of the work.

The composer shall provide a photo and biography no later than July 15, 201__,
for inclusion in the state newsletter and conference brochure.

The composer agrees to give MTNA and MSMTA proper credit in any subsequent
publication, performance, and/or commercial recording of the work.

The composer agrees that any visual representations or sound sampling used in
the composition or during the premier performance are the sole work and
property of the composer.

The composer agrees to have the work presented for consideration as the MTNA
Distinguished Composer of the Year for 201__. In conjunction with this
submission, the composer will provide four copies of the score and four copies of
the recording on CD to the MSMTA President no later than November 10, 201__.
Three of the copies shall contain no identification of the composer, copyright



9)

holder, or the nominating state. One copy shall contain the composer's name,
copyright holder, and nominating state. The unlabeled copies used in the
selection process will be destroyed after the selection process is complete and
will not be returned to the composer.

The composer agrees to have the labeled copy of the score and recording
submitted to the MTNA Archives housed at the University of Cincinnati Libraries.
This copy of the score and recording become the property of MTNA.

If selected the MTNA Distinguished Composer of the Year:

1)

2)

3)

The composer agrees to assume all responsibility (financial and logistical) for
attending the MTNA National Conference and participating in events associated
with acceptance of the award.

The composer agrees to be the subject of an article in the American Music Teacher
Magazine.

The composer agrees to assume all responsibility (financial and logistical) for
having the commissioned work performed at the MTNA National Conference,
including securing and hiring actual performers.

Rights:

1)

2)

3)

In conjunction with MTNA, MSMTA agrees to pay a
commissioning fee in the amount of $1,500.00, payable at the conclusion of the
premier performance.

MSMTA shall secure a venue for the performance in cooperation with the
composer and pay any costs associated with the reservation of the venue.

If the composer is selected as the MTNA Distinguished Composer of the Year, she
will receive an award of $5,000.00 at the performance of the work during the
MTNA National Conference.

Dated this day of ,201__

By:

, MSMTA President

By:

, Commissioned Composer




MTNA COMMISSIONED COMPOSER CONTRACT

Commissioning Year State

Composer’s Name Address

City/State/Zip Daytime Phone

Social Security Number E-mail

Title of Composition Performance Medium

Total commission fee to be paid to composer: $ . Is this a joint commission with another state(s)? Yes/No

If yes, name all states and the amount to be awarded by each state, including the MTNA portion

Composer shall deliver commissioned work to the State MTA Commissioning Chair no later than

Composition shall be premiered at the State Conference on

Terms of Agreement
For good and valuable consideration, including, but not limited to the agreements herein made and to be performed, the receipt and
sufficiency of which are herewith acknowledged, each of the signatory parties to this Contract agree as follows:

The date of the premiere performance at the State MTA Conference determines the commissioning year. For the composition to be
considered in deliberations to select the MTNA Distinguished Composer of the Year, the score and performance recording must be sent by
the State MTNA President or Commissioning Chair to the MTNA Executive Director & CEO and postmarked no later than December 1 of
the commissioning year. At the conclusion of deliberations, the score and recording will be deposited in the MTNA Archives at the
University of Cincinnati Libraries, for study and interlibrary loan.

Payment of the MTNA portion of the commission fee to the State MTA completing this form will be made following a request sent in
writing to the MTNA Senior Deputy Executive Director from the State MTA President approximately four weeks prior to the premiere.
This request should verify that the composition has been delivered and that the performance at the State MTA conference will take place
on the date stated above. It is understood that a State MTA is limited to only one MTNA-matched commission during each calendar year.
The composer agrees that MTNA and the State MTA shall have sole rights for the premiere performance (and any other performances
listed above) of the composition. It is expressly agreed that all rights pertaining to the musical composition, except the right to the premiere
performance and those listed above shall remain with the composer. MTNA and the State MTA(s) shall receive proper credit in any
publication, performance and/or commercial recording of the same.

I, , herein referred to as the composer, understand and agree to the terms and
conditions found in this and as set forth in “Exhibit A” attached hereto, made a part hereof, and incorporated for all purposes, and give
permission for my composition to be considered in deliberations for the MTNA Distinguished Composer of the Year, for the

commissioning year . I understand that if I am selected MTNA Distinguished Composer of the Year, it is my responsibility to
provide performers for presentation of the work at the next MTNA National Conference to be held in
(City and State) on (Conference Dates).

I further understand that it is also my responsibility to provide performers for the premiere performance of the commissioned work at the
above-mentioned State Conference.

Composer’s Signature Date
ER R R S R R R S T T R T R R S R R R R R R R R R R R R R R T R R R R R T

The undersigned verify that the information contained in this agreement is complete and accurate and that they agree to the terms and
conditions of this contact.

State Commissioning Chair Signature Print State Commissioning Chair Name Date
Address of State Commissioning Chair City State Zip
Date

State President Signature

Date

MTNA Executive Director & CEO Signature

The completed contract must be submitted in TRIPLICATE to:
MTNA Composer Commissioning, The Carew Tower, 441 Vine St., Ste. 3100, Cincinnati, OH 45202-3004

September 2013
15



MTNA COMMISSIONED COMPOSER CONTRACT
RESPONSIBILITIES AND RIGHTS OF A COMMISSIONED COMPOSER
(Exhibit A)
Responsibilities

Unless other arrangements are agreed upon between the State MTA and the composer, when a composer signs a Composer
Commissioning Contract with an MTNA state affiliate, s/he agrees...

* To assume all responsibility (financial and logistical) for creating a new score and performance parts for the commissioned work by
the agreed upon deadline, including preparation of four properly prepared scores and recordings for national submission (see bullet
#5).

* To assume all responsibility (financial and logistical) for the premiere performance of the commissioned work, including securing
the actual performers, at the agreed upon State MTA Conference.

* To assume all responsibility (financial and logistical) for making a recording of the work.
* To provide publicity materials (photo, biography, etc.) as requested to the appropriate State Conference Chair.

* To have the new work presented for consideration in the MTNA Distinguished Composer of the Year selection for the calendar year
during which the work was given its premiere performance. The final score and recording should be submitted to the State
Composer Commissioning Chair by an agreed upon date; the State MTA Commissioning Chair will submit four copies of the score
and four copies of the recording to MTNA Headquarters at 441 Vine St., Ste. 3100, Cincinnati, OH 45202-3004 and postmarked no
later than December 1. Three copies of the score and three copies of the recording (CDs only) must be submitted with no
identification whatsoever of the composer, copyright holder or the nominating state. The fourth copy of the score and recording
should be labeled completely and properly for submission to the MTNA Archives at the University of Cincinnati Libraries. All
submitted copies of the scores and CDs become the property of Music Teachers National Association. The three unmarked copies of
scores and CDs will not be returned to the composer and will be discarded upon completion of the selection process.

* To have the labeled score and recording of the commissioned work submitted to the MTNA Archives housed at the University of
Cincinnati Libraries, following the Distinguished Composer of the Year selection process.

* To give MTNA and the State MTA proper credit in any subsequent publication, performance and/or commercial recording of the
work.

* To consider acceptance of an invitation to participate in a master class at the MTNA National Conference, if s/he is selected as the
MTNA Distinguished Composer of the Year, with the winners of the MTNA Composition Competition on a different day from the
MTNA Distinguished Composer of the Year Conference Session, if such session is planned in that year’s conference.

* To agree to be the subject of a “spotlight” Composer Commissioning Column in American Music Teacher magazine, if s/he is
selected as the MTNA Distinguished Composer of the Year, and to provide requested information to the appropriate MTNA
National Chair for preparation of the article, if such article is planned for that commissioning year.

Unless other arrangements are agreed upon between the State MTA and the composer, if the composer is selected as the MTNA
Distinguished Composer of the Year, the composer agrees:

* To assume all responsibility (financial and logistical), including securing the actual performers, for having the commissioned work
performed at the MTNA National Conference during March or April of the calendar year following the premiere performance of the
work.

* To assume all responsibility (financial and logistical) for attending the performance of the selected work at the aforementioned
MTNA National Conference.

* To provide publicity materials (photo, biography, etc.) as requested to the appropriate MTNA National Staff members or officers.

Rights

* The composer will retain all the rights to the commissioned work.

* The composer will receive the agreed upon commissioning fee from the state MTA affiliate upon delivery of the score to the
designated MTA official. (The premiere performance at the State MTA Conference must be established for this to occur.)

¢ If the composer is selected as the MTNA Distinguished Composer of the Year, s/he will receive an award of $5,000 at the
performance of the work during the MTNA National Conference.

Date Signature of Composer




MSMTA President-Elect

Job Description

The chief role of the President-Elect is supporting the current President and training for
his or her own Presidential term. The President-Elect also serves as the Membership
Chair on the MSMTA board. The main duties of the President-Elect are as follows:

1) As Membership Chair, supporting and encouraging the membership of MSMTA
and promoting the retention and recruitment of members.

2) Becoming involved in conference planning in cooperation with the current
President.

3) Attending the MTNA Leadership Summit in Cincinnati as Montana's representative
for both years of his/her term.

4) Formatting and arranging for publication of the MSMTA member directory in even
numbered years.

5) Becoming familiar with MSMTA's Bylaws and Robert's Rules of Order in preparation
for conducting meetings and the business of the organization.

Timeline:

Ongoing: Assist with conference planning for the coming year. Begin thinking about
topics and presenters for upcoming conferences.

luly/August: Book plane ticket and reserve hotel room for MTNA for Leadership Summit.
MTNA pays airfare and hotel expenses for one delegate from each state. Instructions on
booking hotel typically come via email during the summer months.

Even numbered summers: Begin formatting membership directory. Obtain final
membership list from state portal on the MTNA web site after the renewal deadline and
update. (I suggest waiting until early September when more members have renewed to
download final list.)

Early in October: Send to printer and have directories mailed to current President for
distribution at the state conference. (We typically use Pyramid Printing in Missoula, but
comparing rates is always a good idea.)

Submitted by,
Jessica Olson
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6.

MSMTA Membership Treasurer

. Keep records of paid members with information provided by MTNA.

Send checks from MTNA to the MSMTA treasurer.
Write welcome letter, along with membership card, to new members.

The MSMTA president needs a list of members who will receive membership
certificates at the state conference by October 1 of each year.

Prepare year-end report and send to the MSMTA president before the annual
conference.

Attend the annual state conference.

Additional requirements:

Must have basic computer skills for word processing, spreadsheet, and email
use.



MSMTA COMPETITIONS CHAIR

Important Information:

*Current MSMTA President chooses judges and venue and arranges for pianos.
*Put reminders in newsletters for competition deadlines. (Newsletter deadlines
are January 15 and July 15 each year.)

*MSMTA President will be sure your name as chair is sent to MTNA.

*You will receive emails from the MTNA coordinator with instructions.

*Read the MTNA State Competitions handbook thoroughly and carefully

and follow the timeline closely.

Chair Responsibilities:

*After competitions entry deadline, you will find entrant names online at
MTNA.org per instructions from MTNA's competitions chair.

*Use the list to create a schedule for entrants to rehearse and perform. Refer to
previous years schedule.

*Every student must have rehearsal time in the performance room.

*Provide judges with a table or desk, pencils, water, (chocolate) etc. Be sure to
provide music stands for performers. Oversee the room setup.

*Ask someone from the location of the competition to schedule monitors.
(Students, parents, or collegiate members can be outside monitors.)

*Oversee the student check-ins, rehearsal, and performance schedules and
announcement of winners. Have someone photograph the winners for the
newsletter.

*As soon as winners have been chosen, report to MTNA online.

*The past few years we have had a volunteer available at the registration table to
help with scheduling, etc. This allows the competition chair(s) to take in some of
the conference sessions. This can be coordinated with the President or
conference chair.

* After the conference, send winners’ photos with names to the newsletter editor.



MSMTA Composition Competitions Chair

Go to the MTNA website. Go to "Programs.” Under programs click on
Competitions. Under Competitions click on Composition Guidelines. Read these.
All entries must be online.

During the summer, find a judge. The judge does not have to be a resident of
Montana or an MTNA member. Payment for a judge is $20 per score, with a $50
minimum, and a maximum of seven scores.

Explain competition details to the judge, including:
Deadlines
Age categories
Type of comments expected
Website address for general guidelines

Send reminders to MSMTA teachers in the early summer (June) and late summer
(just before the September deadline) explaining competition specifics (deadlines,
age categories, the website with general guidelines and format and how to submit

entries.)

September 16 (application deadline): Go online and check the PDF scores and MIDI
files.

September 20: Send an email with the online links to the compositions to judge(s).

October 15: Check online to make sure the judge finalized and sent their
comments and rankings.

October 20: File a report.
October 20: Send certificates to winners and honorable mentions (the certificates

will be mailed to you to fill out); send an email inviting winners to perform at the
state conference; submit expenses and receipts to MSMTA Treasurer.

20



Suggested Timeline

Nov./Dec. of the
previous year

January

End March

August 1

After entry deadline

By Conference
Program deadline

2-3 Weeks before
Conference

MSMTA FALL FESTIVAL COORDINATOR: JOB DESCRIPTION

The state president should contract a piano judge for the following year competitions. Vocal,
string, or woodwind judges are not secured until we know for sure that there will be entries
in those categories.

Update all information on the entry forms and guidelines (dates, locations, venues, fees, and
any other information that may have been changed). Send this to the state president and to
the Montana Music News editor so it may be included in the spring newsletter. This informa-
tion should also be given to the MSMTA website manager; double check it once it is posted
online.

Design a promotional poster to be distributed to local presidents through the state president.
Check if additional ribbons need to be ordered (especially 1st, 2nd and 3rd places).

Send entry forms and guidelines to the Montana Music News editor to be printed in the fall
newsletter. (Be sure to include any changes that may have been made since the spring
publication.)

(1) Check each entry form for the following: Guidelines and rules of the entry category
have been adhered to (time limit, correct age division, correct student and teacher fees
enclosed, etc.) Write the check or money order number on the form and give to the
state treasurer. Verify teachers’ MSMTA membership and/or Conference registration.

(2) After you have been notified by the MTNA coordinator of the MTNA competition
schedule, choose the time(s) for Fall Festival competitions. Place in groups according
to instrument, category (short program, single piece), and level (elementary, junior,
senior) entered. (See “Sample Program.”)

(3) Notify the student entrants and their teachers by mail (and/or email if preferred) as to
the date, location (facility and room), time of performance, etc. (See sample letters to
students and teachers.) Ask that they acknowledge, by email or phone, receipt of the
letter and that they understand the guidelines and rules of the competition.

Compose and send the Fall Festival program (all categories and divisions) to the Conference
booklet editor so it can be included. Also print programs to be distributed to the audience
at the door at the time of the competitions. You may include the judge’s bio in the audience
programs if desired and if space allows.

Compile and send information packets to judges, including the following information (may be
sent electronically). Check with the state president to see what may have already been
communicated to the judge.

(1) Welcome letter

(2) Request for judge’s bio

(3) Travel and accommodations

(4) Judge’s time schedule and location of events

(5) List of repertoire to be heard (without reference to students or teachers)

(6) Contact information, such as Fall Festival coordinator and/or state president
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MSMTA FALL FESTIVAL COORDINATOR: JOB DESCRIPTION — Page 2

Suggested Timeline (cont’d.)

2-3 Weeks before
Conference

1 Week before
Conference

Day of Competition

At least % hour
before competition

Send names of entrants, their teachers’ names, and the judge’s name to the person in charge
of printing participation certificates so that these can be given to the entrants at the time of
the competition.

Set practice times and locations. Each performer in the Short Program category is allowed
10 minutes in the competition room (strictly timed). If the time schedule does not allow for
rehearsal in the competition room, a sign-up sheet the day of the competition may be used
on site to claim warm-up times on an alternate instrument. Performers in the Single-piece
category do not have practice times in the competition room.

Plan for necessary equipment for the competitions, such as music stands and duet benches,
if applicable. Make sure there is a table and chair for the judge and a timer for the inside
monitor. Pencils, pens, erasers, paper clips, tape, sticky notes, extra blank white paper, and

a box of tissues should be available for the judge. Large signs need to be placed in the halls
and on the door of the competition room stating “Quiet, please! Performance in progress” or
similar message. (Check to see if signs from the previous year are available.) Have a camera
to take photos of the winners at the end of each session. (These will be kept for the records
and published in the spring newsletter.)

Recruit and schedule monitors for the competitions. (You may designate another person to
do this.) Each session needs an outside door monitor and an inside monitor (timer). These
monitors must be adults or college students who are not connected with the performers

in that session. The Fall Festival coordinator may serve as the outside door monitor if
preferred.

Prepare the session folders, with the following to be included:
(1) Comment sheets with the student’s name, category and division, and titles and
composers filled in (Complete a separate sheet for each piece to be performed)
(2) Roster of performers with time allowances noted for indoor monitor
(3) Printed programs for audience members
(4) Certificates of participation for all entrants
(5) Ribbons to be awarded at the end of each session

Prep the competition room: Programs, judges’ comment sheets, judge’s table location,
music stands, appropriate piano benches, audience seating, writing materials, extra
paper, sticky notes, etc. There should be a large check-in table and two chairs for the
coordinator outside the competition room. Put up signs in the hallways and on the
competition room door.

Attend arriving students at the check-in table. Ask for correct name pronunciation and

write it on the monitor’s program copy. Check their music — all marks must be erased,

and measures must be numbered. Erase or cover any identifying names (students, teachers).
Only original commercially published scores are allowed. CD Sheet Music scores are allowed
if the permission statement is included. For purchased online music and copies of music in
the public domain, the “MTNA Competitions Music Release Form” must be completed and
signed by a parent or teacher or student (if 18 years or older). The order of the repertoire
performed may be designated by the student and should be placed in that order for the
judge; music is handed to the judge by the coordinator. Review the rules and guidelines with
the student. Entrants should remain in the competition room for the entire session

and wait there until the decision is announced by the coordinator.
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MSMTA FALL FESTIVAL COORDINATOR: JOB DESCRIPTION — Page 3

Suggested Timeline (cont’d.)

15 minutes before
competition

Open the session

Close the session

After competitions

Greet the judge; review the guidelines and answer any questions. Ask the judge how he/she
prefers to be notified during a performance that the time limit is nearing. Entrants or their
teachers are not allowed to communicate with the judge prior to the competition. The judge
will not be working individually with the students, but he/she may address the group as a
whole after everyone has performed.

Check with the outside door monitor and the inside monitor/timer as to their duties. Provide
them with a roster of entrants. The inside monitor needs to know the time allowance for
each performer and how the judge prefers to be notified of the time left.

Introduce yourself and welcome the performers and the audience to the MSMTA Fall
Festival. Introduce the judge and read a brief portion of his/her bio. (The judge may prefer
to do this himself/herself.) Remind audience to turn off electronic devices. There is no video
or audio recording or flash photography allowed during the competition. The entrants may
introduce themselves and their musical selections, or the coordinator may do this (if there

is a separate outside door monitor).

Thank the judge, audience and entrants. Give acknowledgement to company providing
pianos for competitions, if donated (such as Steinway of Spokane). Award participation
certificates to all and ribbons to those who place first, second, third or honorable mention.
Take a group photo (of each session) with students holding their certificates and ribbons.
Return music to students.

Send the results and photos of students to the newsletter editor and to the state president.
Be sure to identify the students in the photos.

Send hand-written thank-you notes to the judge for services provided.

Prepare a final report with entrants’ names, entry fees paid by students and teachers, entrant
withdrawals, refunds, etc., to be submitted to the state president and state treasurer (see
sample report). An additional report for Fall Festival expenses incurred (printing, postage,
etc.) should be prepared and submitted to the state treasurer for reimbursement and as a
reference for planning Fall Festival budgeting for the following year.

Additional Information Tidbits

- Teachers may not assist students during the competitions or try to influence the judge in any way.

- You may want to include in the notification letter to the students information about Conference master classes,
concerts, housing information (special rates for Conference attendees), etc. Be sure to tell students to check in
for competition at least a half hour before their session is to begin.

- Track and record judges’ time spent, including orientation and wrap-up. This may be used for compensation
purposes. If the same judge(s) is being used for MTNA and Fall Festival competitions, communicate with the
MTNA coordinator for scheduling or other concerns.

- When scheduling the sessions, Short Program entrants are scheduled 15 minutes apart so that the judge has
sufficient time to write comments before the next performer. Allow 30-45 minutes between the sessions for the
judge’s deliberations and presenting of awards. Single-piece entrants will need less time between them (probably

5-8 minutes).

- You may want to keep records and sample letters on a flash drive that can travel with the Fall Festival “box.”
- The Fall Festival Coordinator’s Conference fees are paid for by MSMTA — this includes Conference meals, so you
can take advantage of any of the Conference sessions when you are not working.
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FOUNDATION CHAIR JOB DESCRIPTION

I. Communicate with membership through Montana Music News newsletters:

A. What the MTNA Foundation is and what awards and grants it offers.

B. Remind members of opportunity to donate to MTNA Foundation when paying their
annual dues and remind them that all donations are tax-deductible: Spring Newsletter

C. Quarterly Reports received from MTNA re amounts donated by MSMTA and its
members.

D. Thank members for their donations.

E. Raffle information: Fall Newsletter

F. Foundation Fellow information: Fall and Spring Newsletters

I1. A raffle is held to benefit the Foundation during the Fall Conference at the Luncheon
or Banquet.

A. Send email to Local Association presidents requesting donations of items either in
baskets or separate. Identify the donations and the chapter making the donation for display
during the Conference.

B. Ask collegiate members to sell raffle tickets and assist with the drawing.

C. The Foundation Chair’s supplies include raffle tickets and other related supplies.

D.'s of the Raffle proceeds go to MTNA Foundation and the other 'z go to the MSMTA
Travel Fund.

E. Work with MSMTA Treasurer to confirm amount raised and sent to National.

III. Foundation Fellow:

A. The MSMTA President may designate a person or persons to be honored as
Foundation Fellow. The Foundation Chair then contacts that person and requests two photos
sent electronically-jpg format (one for the Newsletter and one for National) and two versions of a
Bio: One full version for our Newsletter and one of 100 words for National.

B. Submit the Fellow’s Bio and photo to our Newsletter Editor by July 15™.

C. Request tax-deductible donations from our membership via the Fall Newsletter. Also,
ask if the nominee wishes to have you contact friends or family etc. through direct hand-written
or email invitation. Local Associations are encouraged to donate as well as individuals.

D. $1,000 must be raised and submitted to National by January 23™. All funds should be
sent to our MSMTA Treasurer by January 15,

E. As soon as the Fellow bio and photo are received, go to www.mtna.org and click on
Foundation Fellow for the information and form. Complete this form as soon as possible.

F. It is up to the Foundation Chair to communicate with both our MSMTA Treasurer and
National periodically to know how the fundraising is coming and to continue to remind the
membership as needed until the $1,000 has been raised.

G. Once the Chair receives confirmation from National that the Fellow has been fully
funded, announce the news to the membership and congratulate and thank the membership for
their support.

H. In the event the Fellow is unable to attend the National Conference, the Chair makes
arrangements for another member to receive the award and deliver it to the Fellow upon
returning home.
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MSMTA Advertising Chair

General Functions: The Advertising Committee Chair manages the solicitation and

preparation of advertising for MSMTA publications. Advertisers purchase ad space for a
one year period to be renewed each summer. (See suggested forms following description.)

Responsibilities:

1.
2.

To head the solicitation of all advertising.

Coordinate all his/her efforts with the Newsletter Editor who will arrange for printing
and with the Treasurer, who receives payments for ads.

Have forms prepared and printed for the solicitation of advertising. Update these
forms as necessary before contacting potential advertisers.

Contact advertisers from the provided list to offer them the opportunity to
advertise.

Maintain the initiation of contact throughout the process.
Steps of the process:
1. Contact advertisers

2. Provide interested advertisers with all necessary forms and information,
including the advertising deadline date, payment information and his/her
contact information.

3. Maintain a record of important points of conversations and agreements (e.g.
when forms or payment would be submitted).

4. Follow up on form submission, ad submission and payments one week prior
to the deadline.

5. Ensure that ad copies are received by the Newsletter Editor by the deadline.

6. Ensure that payments are received by the Treasurer by the deadline.
Request that all MSMTA members also seek advertisers.

1. Advise them of potential advertisers.

2. Provide them with all necessary forms, deadline dates and information to
enable them to effectively solicit advertising.

3. Ask them to provide him/her with business and contact information of
advertisers who choose to advertise.

Maintain an up-to-date file of advertisers, ex-advertisers, and prospective
advertisers, and pass this along to his/her successor.

Prepare and present a report of advertisers and their purchases for the Executive
Committee Meeting.

10. Remind members to note advertisers and to patronize our business partners.

25



Montana State Music Teachers Association

(Chair Name)
Advertising Chair
Montana State Music Teachers Association is having its Fall Conference in , MT this year
from . This is a great occasion for businesses to gain the recognition of a large

number of people.

I’d like to offer you the opportunity to advertise in our publications. Your advertising purchase includes
the publication of your ad four times within the year;
J two newsletters (reaching about 150 music teachers statewide)
J one fall conference and competition booklet (reaching about 100 music
teachers, students and parents, some from other states) and
7 online at www.msmta.com

The cost is as follows:
Full page — $250
Half Page — $150
Quarter Page — $100

If you would like to advertise in our fall conference and competition booklet only, the cost is as follows:
Full page - $200
Half page - $100
Quarter page - $50
The deadline for copy and payment is July 10,
If you choose to take advantage of this opportunity, please send to me your:
& check by mail
J the following completed form (snail or email)
7 digital jpeg ad copy by email

(Chair Name, Address, and Contact Information)

If you would like to use the same artwork that you have submitted in the past, please email or call me to
verify that we still have a copy.

Thank you so much for your consideration!
Sincerely,

(Chair Name)
(Chair Phone Number)
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Montana State Music Teachers Association
Affiliated with Music Teachers National Association

(Date)

Thank you for your interest in being a Montana State Music Teachers advertiser, an effective way to reach
the many music teachers who make up our state organization.

The form below is provided for the convenience of your order.
We look forward to working in partnership with you.
With much appreciation,

(Chair Name), MSMTA Advertising Chair

Please complete this form and return to: (Chair Name)
Re: Advertising
(Chair Address)

If you haven’t already, please send your ad artwork to (Chair Name) at:
E-mail: (Chair Email)

Any questions may be directed to (Chair Name) at: (Chair Phone) or at the above email.

Business Name

Business Address

Contact Person Phone
Conference Booklet Only All Publications
Ad size: Full page 7.5 inches x 9.5 inches $150 $250
Half page 7.5 inches x 5 inches $100 $150
Quarter page 2.5 inches x 5 inches $ 50 $100

Continue with current ad.
Payment enclosed (payable to MSMTA)
New ad

Thank you!
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MSMTA Spring Festivals Chair

Mid-January to early February: Order Certificate Paper and honors seals (Paper Direct is a
good source.) Seals may be purchased at local office supply store as well.

January 15 is the spring newsletter deadline: A sample of the copy that should be
submitted is listed below:

When it's time to order your Spring Festival Certificates please allow 2 weeks for processing and
include the following information: Town where festival will be held, dates of festival, number of
certificates, number of honors seals (if needed), name and address where certificates should be
sent.

Send to: (Chair's email) or call (Chair's phone number)
Chair's Name, Festival Chair

Local festival organizers will contact the Spring Festivals Chair for printed certificates. Print
the ordered number of certificates and seals and mail via USPS flat rate envelopes.
Shipping can be printed online. Include an invoice to the local association instructing them
to remit funds to the Treasurer. Certificates are $1.00 each, and honors seals are included
at no additional cost.

July 15 is the fall newsletter deadline. Send in your report. A sample report is listed below:

MSMTA SPRING FESTIVALS REPORT (YEAR)

Expenses

Paper Direct 92.96
Office Max Ink 18.99
USPS Billings 5.05
USPS Missoula 5.05
USPS Kalispell 5.05

$127.10

Certificates Ordered

Kalispell 51
Missoula 80
Great Falls 42
Billings 90
263

Expected Receipts ~ $263.00
Expenses -$127.10
Profit $135.90
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MSMTA Grant Writer Chair

The Grant Writer Chair has the responsibility of applying for grants on behalf of MSMTA.
Currently one grant, the Strategic Investment Grant, funded by the Montana Arts Council,
has been applied for and awarded during the last several years and can be applied for
every other year (even-numbered years). This is an involved process, so allow enough time
so as not to be rushed. Applications begin to be received in mid-August through early
October, so a deadline of September 1% is usually best in order to be reviewed before
other applications.

Review Grant Requirements

The best way to start, especially if one is new to the process, is to go to the Montana Arts
Council website and click on the link for Strategic Investment Grants. You will need to set
up an account user name and password. Contact Kristin Han Burgoyne at (406) 444-6449
kburgoyne@mt.gov _for all questions and help getting set up. Read the guidelines on the
website for applying for the grant. Once access is granted to the application, it is helpful to
print it out and review all of the required narratives and budget that will need to be
submitted. Work rough drafts on paper, edit and finalize on a hard copy first. Then these
can be used to reference when it is typed online.

Narratives

Several narratives are included on the application. These must be used to inform the
Council of the Association’s annual conference, for which the grant is used. Topics include
the purpose of the conference, benefits to teachers and students, influences from guest
artists, composers, clinicians, and how it will enhance the overall artistic education of
Montana musicians and promote the arts in our state.

Budget
The budget is the most important part of the grant application. The grant is a matching

grant, so the association must show adequate matching funds. The amounts for expenses
and revenue must be accurate. Itis a good idea to review the budget with the current
President to make sure everything is in the correct form.

Submission

When all information has been collected, the application is submitted online. Enter
composed narratives in the indicated boxes. Include attachments for the budget and Bios
for all guest artists, composers and clinicians.

Follow Up
If the association is awarded the grant, a follow up report is required, due 30 days after the

conference. The Council will need details about the conference and benefits derived from
those in attendance. Also the final budget with actual amounts and hard copies of all
receipts will need to be submitted. Contact the current MSMTA treasurer for this
information.
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MSMTA Local Associations Chair

Main Duties:

1) Chair the annual Local Presidents’ Luncheon at the State Conference. Determine
discussion topics with input from the State President.

2) Follow up with local presidents on their application of the MSMTA Strategic Plan to
encourage and help at the local level. This could be discussed at the annual luncheon.

3) Communicate with local presidents as needed and requested by the MSMTA President.

4) Assist the MSMTA President in the facilitation process should a new association be
formed.
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MSMTA Mentoring Chair

By definition a MENTOR is a wise and loyal advisor. The MSMTA Mentoring Chair
should be available to all mentors of the individual organizations in the State.

The following are a few suggestions that may help a mentor:

1) Prepare a packet of information about your organization including dates of
events specific to your group. Include a new member MTNA application form, and
information about teacher certification, scholarship guidelines, festivals and

performing opportunities.

2) Pair up a teacher from your group who can best answer questions for a
particular person.

3) Set up a special gathering (coffee, tea or lunch) with your regular mentor
answering questions and giving suggestions.

4) Be available whenever the need arises.

Betty L. Hanzel
MSMTA Mentoring Chair
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MSMTA Nominating Committee Chair

(From Article V of the MSMTA Constitution and By-Laws)

“Section 1. A Nominating Committee shall be appointed by the President in odd-
numbered years to nominate MSMTA officers. The committee shall consist of the
Immediate Past President and three (3) active members of the Association. The
Nominating Committee shall prepare a slate of no more than two (2) candidates for each
office. This slate shall appear in an issue of the official Association publication at least
thirty (30) days before the date of the annual session of the Association.”

The chair of the nominating committee will work with fellow committee members and
the President to contact potential officer candidates and obtain their consent to run for
office. The chair will prepare and submit the agreed-upon slate of candidates for the fall
newsletter no later than July 15 of the year in which elections are held, typically in even-
numbered years.
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