
Assemble Materials: 
Separate comment sheets by entrants, put Decision of Judges form on top of comment sheets (one pile) 
Entrant #1 in a pile/ Entrant #2 in a pile etc.
Put comment sheet in big white envelope (should have name label outside on top left corner:
Junior Piano
Lucas Pei
Texas
South Central
Put Post it notes on top of Winner/ 1st place/ 2nd place/ 3rd place big white envelopes to identify!
Write result on carbonless form and give it to Elizabeth Keri don’t give judge decision sheets to Elizabeth. Take a photo of the judge’s decision sheet and send it to her via text. We can turn in the judge’s decision sheet later to the office.
Text results to staff collaborative pianists:
Polina Khatsko 734-255-6729
Inara Zandemane 336-681-1425
Lauren Schack Clark 870-897-1782
Put “MTNA National Merit Award” labels on small envelope for all below 3rd place 
Put in Generic Letter (everyone receives same letter, same labels)- put in pile along with comment sheets
Put small envelopes and comment sheets in large white TYVEK envelopes

Put “MTNA National Winner/ 2nd / 3rd/ Ebony/ Chopin labels on small envelope which apply
Put in Generic Letter (everyone receives same letter, different labels)
Put in SSN Form in envelope if applicable
Only put comment sheets in the large white TYVEK envelopes
DO NOT PUT small envelopes in large white TYVEK envelopes- hand to Terri for the Winner’s Concert

Waiting………….
Printed on site:
Wait for 1st/ 2nd/ 3rd certificates (put Post-it on the certificate holder - label winner, 2nd place, 3rd place)
After receiving the 1st/ 2nd/ 3rd/ certificates for entrant and teacher (Certificate Holders and letters only for winners, 2nd, 3rd):
Put MTNA seal on the certificates, and then put winners’ certificate (student & teacher) inside certificate holder - teacher on top, student bottom
All certificates are presented at the Announcement, (don’t put the certificate in large white envelope).

                                                                                                                                                   At Winner’s Announcement:      
Terri assists in giving large white envelopes to each finalist as coordinator calls them to the front and announces their name, state, division and teacher (teacher, if present) stands behind his/her student as 3rd, 2nd and winners are announced, Terri hands the appropriate certificate
                                                                          
Give out all big white envelopes and certificates

Winner (1st place), Folland (2nd place), Ebony, Chopin small envelope - present at the winners concert - do not put in large white envelope!

All others- Large white envelopes contain comments sheets, and generic letters.
 
Put in the order they played at the competition     

After announcements coordinators:
Give winners concert sound check schedules (have enough for each winner)

Verify what each winner will play on winner concert

Decide on order of program coordinators consults with Brian Pieper / Elizabeth Keri.  Stay to help enter the program on computer in MTNA conference office. 

NOTE: Chopin and Ebony winners also perform [Chopin piece or Black Composer piece] on winner concert. If Chopin and/or Ebony winners are also MTNA winner, they can elect to play 2 pieces. The same goes for the Iotti winner.


At Winner’s Recital:
 Terri will open each winner recital and make sure appropriate award envelope is given to appropriate Presenter in advance. National office will inform Terri of the presenters. Presenters say a few words and present award letters following each individual performance. 

Hand out Winner’s / Folland-2nd place Senior / Chopin / Ebony small envelopes
Coordinators assist with photos with appropriate presenters, warm-ups and stage management with student helper

		 


