Concerts, Recital and Ensemble Procedures
Arrange a Setnor recital or ensemble date with the Michelle Taylor in the Operations office in 301 Crouse College during the scheduling meeting, the recital lottery or at mjtaylor@syr.edu.
FOUR WEEKS BEFORE THE CONCERT:
· Submit the services request form available on the website.  This MUST be submitted on line – do not print and turn in a hard copy.  
· Please note that any audio amplification or special technical requests must be discussed with Patrick MacDougal, and any applicable payment must be turned in to Marie Luther in Room 204 Crouse College.
· If harpsichord will be needed, you MUST arrange for tuning with Bob Lee four weeks in advance and arrange for additional tuning and for additional staffing for the performance. 
· Your concert or ensemble will be listed on the website, but please send any additional publicity information to mjtaylor@syr.edu no later than four weeks prior to the concert, to ensure detailed inclusion in calendars. Include Date, Time, Place, Instrument, Class Year, Major, Guest Artists, and Brief Description of Repertoire.  
· For ensemble concerts, faculty recitals, and guest artists, we will produce a poster file for your concert you can distribute, and create a copy for display in the school, if materials are received on time.  
THREE WEEKS BEFORE THE CONCERT:
· [bookmark: _GoBack]Schedule Dress Rehearsal; 1 hour is allowed; arrange for keys with graduate students in room 301 Crouse – this is your responsibility – if you do not make arrangements in advance, you may not be able to access the hall!
· Rehearsals are not staffed, so please be prepared to take care of all set up, and return the auditorium to proper set up after your rehearsal.
TWO WEEKS BEFORE THE CONCERT:
· You may post a maximum of 10 posters announcing your concert no sooner than 2 weeks before the concert. Posters cannot be placed on glass or in classrooms, elevator, restrooms or offices (they will be removed).  They may only be posted on bulletin boards and lockers. Please remove them immediately afterward.
· Use program template and e-mail the completed template to Michelle Taylor at mjtaylor@syr.edu.
· The office will proofread, make copies, and will deliver your program to your concert. 
· The office does not arrange for program notes, translations or inserts. These are entirely your responsibility.
· If you miss the program deadline, it is your responsibility to produce the program on your own. We will NOT send out numerous reminders – if you do not turn items in on time, we CANNOT process them.
RECEPTIONS
When possible, green room/reception time will be held in room 308. Please confirm this with the Operations office in room 301 Crouse. Due to number of events, receptions cannot be set up earlier than ½ hour prior to concert time, and must end at the time allotted for the next set up. Please be considerate of other performers that day.  All trash must be removed to outside dumpsters, and the room must be returned to classroom set up.  NO items can be placed on pianos.
· Set up for a reception for an 11 am performance may begin at 10:30, and must be cleaned up by 1 pm
· Set up for a reception for a 2 pm performance may begin at 1:30, and must be cleaned up by 4 pm
· Set up for a reception for a 5 pm performance may begin at 4:30, and must be cleaned up by 7 pm
· Set up for a reception for an 8 pm performance may begin at 7:30, and must be cleaned up by 10 pm
Contacts – for your own reference only
These are links to campus departments you may find helpful in planning your event. You may not need to use these services – the list is included just to be of assistance.
Parking: http://parking.syr.edu/
The language below can be used to send to concert-goers for most events, but please contact Parking if you have any specific questions, as the campus schedule can greatly impact availability.
For most events, free and accessible concert parking is available on campus in the Q1 lot, conveniently located behind the Crouse College building.  If Q1 parking is unavailable, guests will be rerouted to another lot by the parking attendant. Campus parking availability is subject to change, so please check the event calendar for details.  
Directions: http://parking.syr.edu/Parking/display.cfm?content_ID=%23%28%28%21%2B%0A
Campus Maps: http://parking.syr.edu/Parking/uploads/N%20and%20S%20Map%20071012.pdf
Campus Catering: http://foodservices.syr.edu/cateringservices_menuspolicies.cfm
Campus Printing: http://printingservices.syr.edu/forms/estimate.cfm
SU Photo and Imaging Services: http://its.syr.edu/mediasvc/pic-rates.pdf
