
 
Festival Presenter Checklist 

 
[ ] Budget:  Prepare a budget for the Festival using the Festival Budget Worksheet provided.   

 
[ ] Meeting:  Presenter (faculty member) must set up a meeting with the Administrative Officer, in the SOM 
office.  At this meeting, budget, schedule, and responsibilities will be discussed.  

 
**Budget must be approved before any further steps may be made.   

Budgets must be submitted at least 1 month in advance. 
 

[ ] Mailings: Prepare all mailings, and submit them to the Administrative Officer, in the SOM office; this 
must include a mailing list in Excel format.   
 
[ ] E-mail invitations:  Presenter may provide the email to be sent, along with an Excel mailing list.  If the 
Presenter wishes for the invitation to be personalized, this can be done by the Administrative Officer. 

 
[ ] Money: All money and registrations will be processed through the School of Music office. 
 
[ ] Honorariums:  Guest Artists must be paid with a Guest Artist Contract, please complete and submit the 
Guest Artist Information Form at least one month prior to the Festival, it is available on the Faculty Forms 
page on the website.  Accompanists must be specified in the contract and may be paid without a contract, 
but he/she will need to provide a completed W9 form. 

 
[ ] Food/Beverage:  All food and beverage for the Festival must be purchased through Chartwells, 978-5863 
or wsucatering@compass-usa.com
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