CHECKLIST FOR CHAPTER ADJUDICATIONS CHAIR
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______________

STEP COMPLETED

Confirmed dates with adjudicator(s)

Arranged for hall, checking on condition of piano.

Preliminary Report sent to State Chair on or before Nov. 1st
Studied Chapter Adjudications Booklet and made Chapter meeting presentation.

Checked materials in State Recital Competition Packet or gave to separate chair.

Distributed to teachers: Chapter Adjudications Booklet, Teacher Registration Form(s), and Parent Information Sheet.

CONFIRMED, WITH CHAPTER TREASURER, PAYMENT OF MTNA/WSMTA DUES BY OCTOBER 15, FOR CONTINUING MEMBERS AND JANUARY 10, FOR NEW MEMBERS.

Collected all forms and fees.  Checked Teacher Registration Forms for accuracy in time and fees.

Completed Chapter Summary Sheet(s), totaled and balanced.

Prepared Chapter Schedule.

Sent one Chapter check, Summary Sheet(s), Teacher Registration Forms, High School Credit Form(s), and Chapter Time Schedule to State Adjudications Chair. (Postmarked FIVE weeks before adjudications start).

Distributed to participating teachers; Student Evaluation Sheets, Certificates, Teacher Information and Student Schedule Form, Request for Excused Absence Form, and where the required number of students is Presented, the Adjudicator Evaluation Form.

Checked with adjudicator concerning lunch, snack and motel preferences.

Made assignments for adjudicator hospitality: snacks, chauffer, etc.

Met with adjudicator at beginning of adjudications.

Met with adjudicator at end of adjudications (Check presented).

Sent Final Chapter Adjudications Chair Report and Adjudicator Evaluations to State Adjudications Chair (MAY 1 DEADLINE).
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