 MTNA NATIONAL PERFORMANCE COMPETITIONS 

COORDINATOR GUIDELINES

[Junior, Senior, Young Artist, Chamber Music]

Assume responsibility for the administration of all activities related to the MTNA Performance Competitions.


•
Term: two-year terms (minimum), renewable at the discretion of the Director of Competitions in consultation with 


the MTNA Executive Director

Assist Director of Competitions as requested with preparation of:


•
the competition rules and requirements for the MTNA website 

•
Handbook for State and Division Competition Officials 

• 
the national Competitions Program booklet 


•
assist with testing the competitions website application process

In addition, the coordinator will:

•
be accessible by phone and e-mail throughout the year to respond to questions regarding the competition, such as eligibility, fees, procedures, problems, and repertoire.

•

copy Director of Competitions on e-mails concerning repertoire questions/decisions or other problems with the application. If questions are answered by phone, follow up with an e-mail copied to Director of Competitions.

•      keep receipts of all expenses and submit on conference expense sheet
•

keep on hand: a list of national/division/state chairs and coordinators and their contact information, the guidelines with competition rules and other information pertaining to the competitions.

•

be familiar with repertoire categories and keep a list of all repertoire rulings for reference.

•
maintain files with applications and correspondence (e-mails) until the competition level (state/division) is completed 


and the entrant is no longer in the competition. 
•

keep a list of problems and successes for the annual February report of the Director of Competitions.

•
maintain frequent communication with the Director of Competitions as the competition progresses, especially in 


the area of repertoire concerns and rules of the competition.

•
keep a record of application and repertoire approval problems and their resolution.  
•
access applications from the website and check for accuracy and entirety of information. Follow instructions to indicate approval of the applications.

•

make notes in guidelines and Handbook for corrections and problem areas to solve for next year.

Between division competition and national conference, the coordinator will:
•
 Complete final editing on ALL national finalist repertoire IMMEDIATELY following Division winner announcements
•
each coordinator may e-mail all finalists as a means of introduction before the conference.

Prior to national conference competition:
•

secure inside judges’ monitors in consultation with Director of Competitions. Use division and state coordinators whenever possible.

•

proofread repertoire and schedules. 

•

prepare packets with repertoire timings for judges and monitors.

•

prepare packets for each orientation session and balloting with necessary documents (Materials Needed for Orientation/ Balloting)
At national conference:

•
attendance at the entire conference is preferred. However, we know this will not always be possible.  


(
MTNA will reimburse airfare or mileage up to the lowest available airfare and one-half of a hotel




room at the conference hotel based on double occupancy for six nights.  


(
conference registration fee will be waived.


(
MTNA does not provide a food allowance. 

•

be available at the competition desk prior to the rehearsals to check in entrants and materials.

•

be available to assist the other coordinators as needed.

•

preside over orientation session for judges and monitors of each competition category.

•

supervise balloting of judges following competitions.
 give list of winners, second and third places to MTNA staff immediately following balloting
•

Introduce all finalists and announce winners, second, and third places at awards ceremony.

•

meet with the winners following the announcement ceremony to confirm rehearsal schedule and procedures for winners’ concert.

       give concert information (concert selection, student name) to MTNA staff or Director of Competitions for winners’ concert program immediately following announcement ceremony

•

oversee concert sound checks and the winners’ concert (consult with Director of Competitions concerning agenda for winners’ concert including remarks and introduction of sponsors).

•

attend closed competitions committee meeting.

