ATLANTA PUBLIC SCHOOLS
Music Department

REQUEST TO HOST A GEORGIA MUSIC EDUCATORS
ASSOCIATION (GMEA) EVENT

Teacher’s Name ‘

School | ‘ Date of Request

Principal's Name ‘

Name of Event

Location of Event

Date(s) of Event ‘ Time(s) of Event ‘

Total Anticipated Attendance (students, parents, chaperones, teachers, adjudicators, etc.) |

Number of Custodians Needed ‘ Hourly Rate of Pay ‘
Paid by GMEA APS APS Account Number
Number of Pianos Needed Number School Owned Number GMEA Rented

Vendor For Piano Rental

Address Phone

Vendor For Concessions

Address Phone
B . Booster
Concessions Provided By School | Yes No PTA | Yes No Club Yes No
. . Booster
Profits From Concessions School | Yes No PTA Yes No Club Yes No

NOTE: A completed copy of “Atlanta Public Schools Fund-Raising Proposal/Permission Form”
must be attached to this form.

/
Teacher’s Signature Date

/
Principal’s Signature Date

/
Music Coordinator’s Signature Date

**SEE NEXT PAGE FOR HOST TEACHER’S CHECKLIST**

03/14/06 CT



CHECKLIST TO HOST A GMEA EVENT

FACILITIES AND SUPPLIES

GMEA

Chairs for Audience

W-9 Forms for Adjudicators

Chairs for Performers

Adjudicator Contracts

Performance Area

Expense Forms for Adjudicators

Warm-Up Room

Sight Reading Music
(From Division Chair)

Choral Risers

Sight Reading Adjudicator Forms

Piano

Performance Adjudicator Forms

Performance Area

Copy of the GMEA Rules for the
Event you are Hosting for the
Adjudicators

Warm-Up Room

FACILITIES AND SUPPLIES,
CONTINUED

Conductor’s Podium

Room Designated for Performance
Evaluation Office

Performance Area

Large Envelopes Labeled With the
Name of Each Participating School
For Adjudicator Sheets and Scores

Warm-Up Room

Seed Money for Change for
Concessions

Microphone/Amplifier/Speakers
for Announcer

Direction Signs in Building

Music Stands

Direction Signs on Highway

Performance Area

Signs for Solo/Ensemble Panels

Warm-Up Room

Instrument Repairman on Call

Classrooms Open, As Needed

Parent Volunteers

Recording Equipment for
Performance

Student Assignments

Tape Recorders for Adjudicators

Area Designated for Concessions

Access to Electrical Outlets or
Extra Batteries

Sharpened Pencils for
Adjudicators

Desk/Table for Adjudicators

Lighting, as Needed

Lodging for Adjudicators

Meals for Adjudicators

Transportation for Adjudicators

Custodians Notified

Restrooms Open and Clean

Ample Paper Products

APS Security Notified

Atlanta Police Notified

Security for Parking Area
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