


BLUE PRINT FOR A PERFECT RECITAL

RECITAL PREPARATION LIST
June 2014
JOBS TO BE DONE





TIME REQUIRED


Book Recital Hall (Christmas, June)



beginning of the teaching year

Prepare students - pick pieces – buy needed music

10-12 weeks

Arrange for any special guests




8 weeks

Check for booking of the recital hall



6 weeks

Special numbers - set up time for extra rehearsals

4 weeks

Start timing pieces – encourage memory in sections

4-5 weeks

Practice any music needed




4 weeks

Buy supplies - plates, cups, napkins, water bottles

3 weeks

Buy special paper for recital program



2 weeks

Arrange for food from parents - have students sign sheet

2 weeks

Finalize program, time all pieces again



2 weeks

Fill out information sheets – e-mail to students


1 week

Finish writing speech – announcements etc


last week

Pack music needed





last week

Pack recital box






day before

Charge batteries for cameras




day before

Print programs






day of recital
Recital box: numbers for student’s seats, tape for numbers, camera/video equipment, folder with speech etc, charged batteries for cameras, recital history book, tripod for the camera, music for special numbers, any other needed music, water bottle for me, water bottles for all, key to hall, pen/pencil, glasses, extension cord, light for piano, napkins, paper plates, cups for water, garbage bags (2), container for recycling water bottles, saran wrap for leftovers, CD player with CD, throat candies.
Folder: programs, this preparation sheet, speech.
Leave by 4:30

Don't forget the programs
Remember the key

Arrive at the church by 5:00.

Recital set up

Make sure concert hall and washrooms are tidy.

Place numbers on chairs. Place a program on each student's place.
Place programs at door of hall.
Set up the piano and music stand - lid up, opened etc.

Set up tables and chairs for food - plates, napkins, cups, water bottles.
Rehearse any needed numbers (before everyone arrives)
Make sure to start on time***
Clean up

Clean up area where food was served.

Check recital hall for papers or extra programs. Tidy washrooms.
Pack recital supply box.

Put away the cameras.
Put everything in the car.

Turn off the lights.

Lock the doors.

Go home. 
Collapse!!!

