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CHAPTER OllE 

H!TRODUCTI 011! 

Statemen t of the Prob l em 

One of t he maj or probl ems in t he band fiel d today is the fundin g 

of schoo l hand needs . Most of t hese funds are usually rais ed within a 

conf!lunity through the efforts of one band-s upporting organization often 

called the "Band Parents ' Cl ub . 11 Marching Band Festivals have become 

increas i ngly popu lar i n the past four or f ive years and have proven 

the□se lves to be a major means of raising fund s for the local band . 

This, of course, cannot be t he sole purpose for a marching festival , 

but it is worth consi deration . nne pro perl y organized festival coul d 

take the place of wh at would norma lly be a year-long t ask for the band 

boosting organ i zation . If organized and ~an aged properly, the festival 

can be of irneasurab le importance to the sc hool and community. 

Some r.1arch i ng festivals ha ve been a success from t l1eir very 

beg inning, but many have not . The failures are usually the result of 

three basic weaknesses: 

( l) t 1e cornmuni ty lacks the oroper faci l i ti r.s, 

(2) there is a lack of understanding regarding t he fun raising 

pos si bili t ies ; and , 

(3) t :iere is a lack of 11 knov1- hmv" and experience in the group 

leaders who organize and manage t he event . 

A Marching festival can fail only once because bands si mp ly will not 

f t . 1 "second chan ce. 11 l1ith so l ittl e r r turn to give the es iva a 
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li :erature avail ah le pert .. 
· ai ni ng to th is prob lem, most festi vals are 

forced to ornan i ze thense l ves l . 
a r.iost enti rely on a "l earn-as-you-go" 

hasis. This Mos t assu redl 

festival. y causes 111any vieaknesses in the "f irs t year" 

Se veral sou rces are ava il abl d 1 · . 
e ea i ng wi th the organ i za ti on and 

manaqenent of mus ic fest ivals . 
in general. These, however, are ai med 

pri ra rily at concer t fest i va ls and t ~ d 
, 1ey o not explore the pos si bi -

lities of fund r i · 
a si ng or the probl ems peculi ar to t he marchi ng 

festival . Since ma nv at temp ts ar b · · · 
~ e ei ng made at organ i zing new 

festiva ls, the i mmed iat e d · f 
nee is or sone type of deta il ed gu i de li ne 

l'th ich t he oraan izers can fo l lo\'1 . 

:Jature of the Studv 

One primary goal i n th is study i s to outli ne a fest i va l that 

woul d render a meaningful and val uab le expe ri ence; especi ally for 

t hose students i nvolved, also for the local band and its communi ty . 

Every pe rson i nvolved i n the festival, whethe r he is a wr ke r , 

rarti cipant, or spectator, should he i nformed t hat educati onal goals 

are sought through th is project i n add i t i on to the goa ls fo r fi nanci al 

enrichment of the l ocal band program. If the fest i va l project is to 

be he ld primar ily for commerci al benefi t, wi th the we l fa re of students 

and the i r educat i ona l experi en ce disre arded, then t he fe st ival shoul d 

be forgotten . The exp loi ta tion of students fo r commerci al benefi t 

cannot be allowed i n any event. If commerc i al pu rposes are the 

1 rnusl.ci ans shou ld be hired to fu rni sh the prima ry goa l, profess i ona 

~usical 2ntertainme nt, and s~udents shou ld be left out enti rely . 

,. , 
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Hhe n a festival is O • ..i rgan1 ze,1 and ma na ged by a school (band) 
supoorti ng orga nization , vi ith t he nroceeds us ed for the improvement 

of l ocal band faciliti es , and 11here all students involved receive a 

mean ingful, edu cationa l experi ence , it is felt that t he concept of 

"st udent exploitation" can be ruled t OU • In the festiva l des igned 

here, t here is no money made d1· rect ly or · r1 · 1n 1rectl y from the students 
i nvolved. 

l·Jith every due regard to t he above ment i oned stand on student 

exploitation, th is write r will as sume that one of the "seconda ry" 

purposes of t he festival will be to ai d the local band with financial 

assis t ance . From this po int of vi ew, one in terest of t his paper will 

be to outl i ne the various opportunities exist ing around t he festival 

for raising funds and for increas ing con1T1unity su pport. 

It is assumed i n this study that most future fest ivals will be 

sponsored by a local hand booster clu b with the local band director 

functionin 9 as the "Festiva l /\dv isor. 11 It is also necessary to assume 

t ha t t he "booster club" is a we ll-organized and 1-1ell -led grou p t hat is 

able and willi ng to wo r k. It is i ntended that such a group , with the 

use of t his paper for a guide li ne , could organize and manage a new 

marching festival effective ly. Another intent is that some communities 

vi ill be discouraged from atte1;1pting such a tas k. Failures are , i n a 

sen se, inexcusa ble if the sponsoring organization is well -informed 

about t he r equirements for hosting a successful festival. If the 

persons involved in organizing a festival give cons iderat ion to the 

procedu res and standards outlined in t his paper, they should know 
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we ll ahead of time whetl . .. _ ier or not their cor:i111unity and t heir available 
wo rk forc e can take the res po 'b'l ·t ns 1 1 1 y of such a task . 

Research: Li r,1 itations and Techn iques 

ll't' ~, n respect to the magn itude of this subject, this paper must be 

strictly confined to the organization and management fac ets of the 

~archi ng festival• This paper cannot deal with such subjects as: 

\✓hat a band should do at a festival, or wh ich types of band shov1s 

should he acceptable at the festival . Even though some consi deration 

will be given to the tas k of selecting adjudicators, this paper will 

not dea l with any aspects of the adjudicator's tasks. 

Even thou gh t he persons organizing the festival must be able to 

state its value to their community, little attention can be given in 

t his paper to exp lanations of the val ues afforded students who parti

ci pa te in inter-scholastic activities of t his nature. ~eedless to 

say, there are many points in favor of music festivals and just as 

many po ints against such activities . 

Few festivals can furnis h recorded accounts of all the proceed

ings t hey involve. It has already been stated that little literature 

is available pe rtaining to marching festivals and al most no literature 

can be found pe rtaining to the specific subject of "marching festival 

manager.lent and organization." 8ecause of these tv10 factors, the 

sources for research in this study have been restri cted almost 

entirely t o teachers, frie nds, associates i n the marching festival 

fi el d, and pe rsona l observations of several festivals. These sources 
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ha ve supp li ed suff i ci ent d 
ata to enab l r a rather ex tens ive study of 

tile su bject . 

The views stated i n t hi s paper are based on more than mere per-

sonal observat i ons of va ri ous fest ival s , as this writer has i nvo lved 

the use of informal i nt · · · er v1ev1s \•nth t he directors of the fo ll ov, i ng 
fest ivals : 

Governo r ' s f1 archi ng Fest ival at Dalton , Geo rgia; 

Southeastern Band Fest ival at Bristol, Vi rgi ni a; 

Tr i-Sta te Marchi ng Fes t ival at Cha t t anooga, Tennessee ; 

:'! i d-South r-larchi ng Festi va l at Gadsden , Al abama; and 

Vi rginia Beach Music Fest i val at Virgini a Reach, Vi rgi ni a. 

In add i t i on to a personal i ntervi ew wi th t he director of t he 

Virgini a Beach 11usi c Fest iva l, t hi s wri te r attended a meet i ng of all 

band direct ors , j udge s , and managers invo l ved in t ha t fes t i val. That 

~eet i ng was he ld at t he concl usi on of t he festi va l for t he pu rpose of 

allowing al l persons i nvolved to express t heir vi ews on the organi

zat i on of management of t he festival . This was t he onl "nat ional" 

competit i on fe st ival i nvolved i n t he study. It \.<1as als o t he on ly 

festi va l i nvolved 1·1 hich cou ld be classi f ied as a "gene ral musi c fes

t i va l." Hm,1ever , t he "marching festiv al " asoects i nvo l ved conform to 

the other fes tivals st udi ed . 

A mos t ex t ensi ve st udy v~as done i n the "Gove rnor ' s ,~archi ng 

Fest i va l. " Thi s \.<t r i ter has exper ienced fo ur years of actively 

assisting t he management of t hat fest ival, t hus simpli fyi ng hi s 

research t here . Obs er vat ions of the fiv e fes ti va ls revea l t ha t all 
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five are sor,ieivhat related, especially in the ar1=as of organization 

and rn na a_.erient . Even t ' 1 · : nou g1 t he studies of each festival coul d not 

equ al in intensity, it is observed that the five are organized and 

nana 0ed in r.iuc h t he same way . This is interesting since none of them 

ha s !iad an organizational pattern to follov1 . From this observation 

t ha t the festivals are si milar, this writer feels that an extensive 

study of one festival, with comparisons made to the others, can 

produce the desired pattern for organization and management procedu res . 

The most extensive study, as previ ously 1entioned, vias done in the 

nGovernor's Festival . " (lany points in t his study are based on the 

da t a received from t he recorded sessions before, during, and after the 

festival, 1vhere the committee chai rr,1en and often the entire comrni ttees, 

discussed: the nature of their work, the problems they had found, t he 

solutions they would sugoest, and other experiences related to their 

wo rk in t he f estival. 

The results of this study have produced an outline of the 

organ ization and manage~ent procedures involved in a marching 

conpetition festival . It is not intended that th is pattern should be 

accep t ed as "the only v,ay" since there are many facets of i nd ivi dual ity 

i n festivals. These facets often depend on t he "common sense" of the 

fest ival's vari ous com ittee chairmen . 

Ch apter Ti,o iiill deal pri maril y l'l ith t he organization of t he 

• L t 1
11
e rn.spotis1' biliti es of those persons planning t he fes t i va 1 and '11 t,1 10 

fest ival, nane ly, t he steering and finance com1 ittees. Recommendations 

P
,.,,r t a,·n,·r,~ t o ct inensions of t he festival, and suggestions ,.fi 11 rie 11ade ~ -



iii ll re r:racJe concern i ni:, rni:thods fo r gett i nci school and corirr.unity 

supnort . 

7 

The duties of the "suppor t cor~mittees" will be covered i n Chapter 

T:m~e . These comi ttees are responsi bl e for the act ual .anagement of 

t~e fe s t ival . Suggestions will be offered conce ni ng t he number of 

11e rsons needed fo r ea.ch corir., i ttee, ; n add ition to suggested methods 

fo r orita i ni ng add itiona l hel p i n t he v1o r k force. 



CH.'1.PTER T\10 

Tiff STEERrnG A' ID FH!A~!CE cor1MITTE E 

This is the Dlanning and ']O vernin~ body for t he entire operation ; 

and should include t he band director, and t:,e executive officers of 

the Cand Parents Or gani zat ion . The "cha irman" or "presi den t " of the 

or,:ian i zat ion should serve as "Festival Cr1a irrnan," and the ba nd director 

as "Festival Advisor." 

I . Setti ng the Festival Date 

For r1any obv ious reasons , Satu rday is practically a must cho ice . 

This eli mi nates any roblem v1h ich coul d ari se from attempting to have 

students ex cus ed fron schoo l ; .1e l ps to avoi d almost all conflicts \Jith 

hioil school football 9a1:1es ; and frees the wo r k fo rce, as most of them 

can 1:1o re eas il y arrange to as sis t on th i s day . 

A da t e shou ld be set ear ly enouah i n t he schoo l yea r to allow a 

reasonal: l e chance for good 1veather ; anc! at the same t ime allow parti

cipat i ng bands enough t i me for proper preparat i on . If other festivals 

ex is t i n the area , conflict shou l d be avoi ded if poss i bl e. 

1; rai n date , 1•1 hich shou l d be no l ater than tv,o \'Jeeks after the 

ori gi nal da t e, shou l d be selected; and should be announced along with 

the festival date . 

'" II 
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II . Se l ect i nr t he ~i nd of Festival to Present 

Th,_re ar e t1•0 1 • 

· .:.ias 7c kinds of fest,·vals. Ti e " t· " f t · l 1 ra ln CJ ·es 1va , 
i, . 1•~ ich bands are divi ded into 

several classificati ons (accordi ng to 

schoo l cn rol l r1ent) and raterl on t' t 
.... 

11e 1asis of a "Superior, " "Excellent, " 

"Coad, " or '' Fair " performance ; and t !1e ncontest" festival i n v1hic :1 the 

bands are not only rated, buLt. a fi'rs Lt., second, and third place winne r 

is chosen i n each class,·.;:, ,·cat,·on. Argumen ts in favor of each of these 

are plentiful • One pri mary consideration is t ha t the 1\ 1inner ' type 

contest coul d become quite controversial, and t hen create unwanted 

strain . C1n the other hand, t he "rati ng" festival allo\'!S ma ny un its an 

oprortun ity to achi eve t he "h i ghest '' r ating possii:'le, and is probably 

the riore des irabl e of the t\-10 . 

III. Securing t he Facilities 

The size of the stadium wh ich is riost desirab l e for a fest i val of 

tl1is nature is one that seats be tv1een five and fiftee n t hou sand. One 

1·1hi ch seats only five thousand could becorie a bit cril.mped ; but, if it 

i s the only one available, with a fev1 teriporary add itions such as 

~•ortab l e bl eache rs and/or cha irs, it ,,,ill be adequate . A sta.diur.1 wh ich 

is l ar ge r than one that seats fifteen t housand could tend to create 

pr oi, ler.1s for t:1e bands du ring per forriance, especi ally t hose 1•1h ich are 

ll · b Th1's probl ef'1 has been exper i en ced at t he ""i d-South sr0a 111 num ,er . 

. , · · Fr-> s t ,·val " ,· n r'-,ac'sden, Alaharn1: also t he re have been sor1e : ,a. rc ,1 1 ng ~ J 

· d s·"t.ad1' ur.1 at t 11e "Southeastern Ga nd Festival " prob l e, is \'I i til an overs 1 ze 

· T,17e "Tri-State Marchi ng Festivil.l, " '1e l d at in ':risto l , Vir,:, i n1a . 

,, 
II 
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"0ssville , rro rni a , for t~e 
past b10 yea rs , has exreri encec difficulty 

in S('atinn the bands that cor~e to t he festival and has had al riost no 

s~ace rese rved fo r snectators . 

The tJress box should e lar~e I t ct , d enou ~1 o seat a ozen peop,e; an 

shou l d le open (not perria nent ly glassed in) to the f i eld side . 

Othe r school facilities such as t he kitchen and cafeteria , space 

for dr essinC', space for regi strati on, etc. , shoul d be secured at the 

t i 1.1e t he stad i ur1 i s requested; along vith a 1~a rm-u o area; and, if 

needed, an ar ea for the i nspect i on of bands . 

f\ s these are "corirnun i ty ovmed" facil iti es , and the Band Pa rents 

r 1u7 is a suppor t i ng agen cy of the schoo l syster,1 , there shou l d be 

li tt l e or no expense i nvolved. The fest ival should be prepared , 

hm1e ver, to offer payment fo r t~e use of electr i city , nateri als us ed 

i n t he DrP. pa rat i on of the f i el d, and any other exoense 1•1hich may be 

incurred by t he schoo l as a direct resu l t of the fest ival's use of t he 

facilities . It i s advisable to fo ll ow protocol in securi ng the 

fnc ili t ies desired, as the coopera t i on of the schoo l offici als is 

~s sential to t he festiva l' s su ccess . 

IV . The Cl ass i f icati on Procedur e 

In a f estival of thi s t.vr.e , several different class ificati ons 

ar r~ necessary in order tn give hands fron, schools of varyi ng si zes an 

oonortun i ty t o collpP.te vii th those i n the i r m,m category . Si nce 

c rea i on to another , the fe st ival' s sc!;ool enr oll rie nts vary irorn one ~ 

already men tioned, is to achi eve a 
'7i'l in concern, al onr v•i tr. the one -

t , nuril ar 0 f br1n ds connetino 1:lithin each cl assifi cation. 
' r1 l anc-: t'et' 1e;en ne • · · 1- • 

iii 
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··ost at·eas have found that the hest s~1stert i s the use of 

classificat i ons . For exam". l e·. Cl ~L1 ( ) ,, ass r. , or "D" , vih i ch ltas an 

en roll nent of u~ to IJ. 00 studen ts; C: l ass f3 (or "C"), 401 to S50; 

Cl ass !
1

2 (or "'.3" ), 651 to 1,000 : an d Cl ass tfl (or "P.") , l, '101 and 

above • T
11ere is a 1 so a decision t o be made as to v,hether or not to 

use the top fou r grades, or the top three grades in deci di ng eacl1 

band 's cl as si f ication. It i s per haps advisabl e to consult the repi onal 

or state "concert" competiti on scal e fo r a classifi cation gu i de li ne . 

tnothe r poss i bl e cl as sification is one for jun i or high schoo l. 

If jun i or hi gh hands ar e to be incl uded, i t i s pr nbab ly best to group 

the'7 all into one class, r ega rdl es s of enroll men t. Th i s shou ld be 

Cl ass #5 (or "E 11
), and should be t he first arou r to perform. 

V. Setti ng t he Reg is tration Fee 

rlost band directors 1·1ill not object to '}ayin9 a small reg is trati on 

fee, for t hey unde rs tand t i at t here ar e nany ooerat i ng expenses 

invol ved i n a rresentation such as t his. This f ee should be set at 

eHhe r ten, fi'Fteen, or tvienty dollars: dependi ng upon i'l'hat v10uld be 

consi de r ed norma l for t he pa rticul ar area . It ~-1 ould probably be 

ur.\/ise to exceed t 1enty do ll ars, as t his cou l J be_ in to appear to 

so1ie as r rofi t, r athe r t han exrense . 

VI . Arranoi ng t he Inspection 

Tl -," ,, . c+,· on " nhase of a f est ival i s an op tional iter1; 
c; ins re ., r· 

t ~ ,· nclude i t in 
-0 1 . f t ',.. -f,·rst step is to dec i c!e whether or no LO ._ ,1 eri:; ore, n~ 



t'1e fest ival. 
If t he dec isi on i s rnade to in clu de ins pection , then it 

should be hand l ed · 
in a strict, r;1ilitary man ner . Th e i nspection team 

can be secured by contactiiig local .1. m, 1ta ry authorit i es such as t hose 

at a nearby military base or those at t he local r ec rui t ing office . As 

t :1e go vernme nt does not charge for services of t:1 is type , the fest iv a 1 

shou l d plan to present each member of the team v1ith a sma ll token of 

app rec i at i on , and should clan to send a l etter to t he officers in 

cha r ge ; t hank i ng ther:, for t he ir cooperation , and como li me nting the 

1,:er. on the job t hey did. 

The team should consist of either two or four men; and , depending 

on t he manner wh ich awards are arranged , may or may not be di vi ded into 

tv,o groups . If the teams alternate , they should alternate be t ,,een 

classifications. 

Inspection ratings are usually scored t hrougl t he use of a po int 

system . 5ands are still rated Super i or , Excel l ent , Go od , or Fair , but 

on the ba s i s of a numerical score rather t han an over -all grade . It 

i s r eco1rn1ended t ha t s corin g be set up s imilar to the following examp le: 

O to 59 . 9, no rat i ng; 60 to 69 . 9, Fa i r ; 70 to 79 . 9, Good ; 80 to 89 . 9, 

Ex cell en t; and 90 to 100 , Surer i or . 

A1·1ards for banrJs l'Jh i ch rate outstanding in i nspect ion can be 

hand l ed ; n sever a 1 •1ays . Tl1e a chi everrent of a "Surer i or" rating may 

be rei ,ard enou gh; ho1✓ ever , in orde r to just i fy t he a1:10un t of effort 

that has been exriended both by the fest i va l i n arranging for the event 

and by the bands pre pa rin g for it , there should probably be a com arable 

a~a r d. Some possi bili t i es to cons i de r are : (l) troph i es for bands 
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rat i ng "Surer i or ," (2) t 
roph i es fo r t he most outstandi ng band i n each 

class i ficat i on , and (3) a trophy ·for _ t he band with t he hi ghest score 

regard1ess of class i f i cati on . Any one , or a comb inat i on of t hese 

ross i bi li t i es , wo ul d add t s rength and int eres t to t he i nspecti on ; and, 

rega rdless of t he choi ce f o awards , t he rat i ngs should be sep arate from 

all others. 

VI I. The Parade 

If seri ous consi derat ion is given to i ncl uding a parade in the 

fc?st i val' s activi t ies, an i mportant decisi on must be made . First of 

all, a parade , an i nspe ct i on, and a f i eld sh01·1 are a grea t deal to 

expect from t he par t ici patin g bands i n one day . Second ly , as it 

would be almost i mposs i ble t o schedule a parade after the bands have 

been i ns pected, the matter of cl ean un i forms wou l d be a problem. For 

t hese an d other reasons , i t is impract i ca l to t ry to i ncl ude a parade 

and an i ns pect i on. Therefore , a choice must usua ll y be made be tween 

t he se two i t ems . It i s not abso l utely ne cessary to i ncl ude either one . 

Thi s pr act i ce of having t he i ns pect i on foll owed immedi at ely by 

t he parade i s used in the Vi r gi ni a Beach Musi c Festi va l. The result 

is a t1•10- hour ex tens ion of t he city ' s t raff ic j am in additi on to t he 

unnecessary f at i gue among t he bands 1,1ho are last in li ne for i ns pec-

tion . 

d I pr ,· mary fun cti on i s t o o_ ub lici ze t he festi val Si nce t he para e s 

to t t,e · t ,·t sho ul d orob ably be ont ional t o f est i va l part i ci -
r communi y , , , 

pan ts . 
~1 · de r to cre ate an i ncentive for t he par ti ci pants, 
, 1 so, ,n or 



T'1e festival 

si1 01Jl 1' he i1tilizcc' :1nr .... , ,:in ,·I ". 11 l·a~rrls " ,. " s hnu l 1 corn rt,., i n one 
~en~ral cl Assi ficJtinn . 

,~ sccticn on rlL1+1·,.._s f 11-. - ,. r ~, ,2 parJdc coDri tte~ can he found i n 

VIII . rux ili ar:1 Projects 

Sm7e consirlerc1tion shou l d be (l i ven to the p0ssibilit_v of includi nri 

i'I ,: "' 1 
11 S r 11 · t 11 l · r -= '· - 1a 1 or~ sa es f)r0Jects , such as : festival hadoes anci 

ril~h nns , festival rennants , stuffed an i r.als , etc . These are not neces 

s?rily larse nrofit ~rojects , but several of thee co~b ined can add a 

cnns i drra hl P arnunt to the 0r and total . Cata looues wi th who l esal e 

iriccs for these i tens can be obtain~d fror eithe r the band director, 

the cherr-l cadcr sronsor , or poss i bly the school office . If i ncludPd , 

t hese rroje cts shou l d he considered as oart 0.1: t he ad vertisina com

rjttPP ' s res~onsihility; therefore , thilt chairman shou l d he consulted 

rPfor e any rJecisfon i s r1ade . 

,, . ' sc'nool students (o"ss1·r1 .v ~e:1hers of a schoo l cl uh ,,,ho are , : , ~n , v ·, 

in neEd of t hei r 01,111 fund raising project) can be ut ilized in the salr 

Or, t' · t d shm•l c~ receive het1· een ten and fi ft 0 en riercent of ,1rse 1 ens ; an , 

t ~~ ir to tal sal es . 

I~ . Cor 1nsinn t~e Inv i tatinn 

r,~ -fnrc bPninn i nn thC: invitiltion , one s:1ou ld lirite tr the state 

. . ) " · at ,· ons for the nar1es ( :·, 1 s 1 c n r educ at 1 on o, flan 1 z - nd add ress Ps of 
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sc'10nls :ir~r 1~an~ ,,Jir2c:orc; , ,1,· c:11 slioi il r', h • , ,, , • i.. · 1 · 
- - 0 l Y1 C,lJ L0'> l n t ie mc l 1nn 

T1· is l i st sho ulrl inc l 11rlr rP.t\leen, f oL1r ? tr., f1' v0 i.. " 1 ,, 1_111 ,:rr:r. natnes , 

i1i7G s:1
()

1, l d cover a r c1d i us of t11ree hunrlrec! ri iles . 

Plr! i nvita': i nn shni1 l d he cies i rned to rP. c1ttri'lct i 11A t o the ~irec 

to rs ,,,:10 receive i t , and r rnrer l." ornanizerl to ;:issurr i rnrn ed i atP exami na -

tion anr r,ui ck rcsr,.onse. . Tt 1· 1 ..1 t ... t d h - s recor,r1Pn< e,, Eh a 110- 11ane car e 

used , ;JPrforaterl f·et·1een 11anes . The carr. c;h0u l rl h1; nr i nte rl i n a hr i ~ht 

co l or anr shou l d utili ze soric si r1 nl P. art , .. !or!'. nn t'1e cover pa0e . The 

l etter fo rm r1ay of cou r se hP user! for tile i nvitat i on ; anrl th i s v/Ou l d 

t·p narc than suffici ent . If t hi s i s the cho i ce , a s11eci al "l ett er head" 

shoul d be ces i rined fo r t he fes tival stat i onery , ar rl Pnvelcpes shou l d 

~e nrinted to ria tc h. Al so , a self-addresser en vel ope shoul d 

enc l osed with th i s tyne of i nv i t ati on . A su0r?sted l ayou t for the 

"carrl " tyrie i nvitat i on can he f ound i n -~rnenrl i x .11 • Tt i nc l udes 

i nfor•1ati on tha t ba.nd di rector s will .ave tn knm·• i n orde r to rake a 

()u i c!'. deci s i on , and reo,ur.sts the i nfnrrnat i on t he f esti va l 1•1 ill nePrl 

in the event t hey deci de to accept . The i nv i tat i on is wnrdect so t ha t 

the retu r n ~uest i nnna ire indi cates an ac cept an ce . In the evPn t t ha t 

t~e l etter forn i s ch 0sen , one shn11 l d re surP tha.t the ouesti onnai re 

is nn a rare seoarate fron the i nv i tat i on . 

x. (1rnan i zi nr Tnfon;it i on frori ·\ccent i n11 'iands 

"s the accentance for~~ heni n t n 3rrive , a qenera l f i l e fo r the 

StPe ri nc ".:o"1nitt~e, a f il e for ea ch 11 sunonrt comittee , " anrl a fil P on 

Pa ch n~rt i ci natin11 ~and s~ou l d re estah li shed . Seve ral forns anrl li s ts 
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nus'· Lie ore ' f 
l, , parea or t he "St eer i ng Commit tee ' s" f il e , v1i th cop ies added 

to t he f il e of the arpropriate "s uppo rt committee." 

An al phabe t. l l · · i ca 1s t1 ng of bands shoul d be prepared includi ng : 

(l ) t he numbe r in each band , (2) the number of chape rones, (3) t he 

number of buses , (4) whethe r or not t he band wis hes to buy i ts mea ls 

from t he local band su pporting clu b, (5) bands wh ich sent pictures, 

(G) band s wh ich ha ve pai d the registration fee, and , if t he re is to be 

a parade , (7) bands whi ch 11'i ill part ici pate in the pa rade. 

A "mail i ng list" shou l d be prepared including the following: the 

band director ' s name; t he name and address of t he school, the city, 

s t at e , and zi p code; and the emergency t elephone number(s). 

A "s eating chart" shou ld be prepared for placement of t he bands 

in t he stadium. The stadium comm ittee vli ll need this i nformat ion. 

f.\ lis t of bands by classification should be prepared. This list 

\•Ji ll actuall y be t he performance schedul e; therefore, it should include 

ea ch band ' s performance time. To allow for a smooth running festival, 

one which will stay on time , the bands should be scheduled at either 

ten or twe l ve minute intervals . Also, schedu ling shoul d be done on 

an impartial bas i s such as alphabetical order ; or perhaps in the order 

of re gi s tration . 

A "Public Add ress Quest ionnaire" should be pl aced in each band 's 

f i l e , and shoul d contain the foll owing i nfo rmation: (l) the school 

and/ or band ' s name , (2) t he city and state, (3) the band director 's 

nane , (4 ) the band 's officers (including: drum major, band captain, 

head majorette , and co lorqu ard captain,) (5) t he principal's name, 
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and (f ) the super intenden t' s name. Also, the accep tance cards shou ld 

he 11 l aced in the appropri at e band ' s fil e as they are retu rned. 

XI. Sel ecti ng t he Fe st ival Judges 

A to t al of six judges should be engaged ; th ree to judge t he bands , 

and one for each category to judge the drum majors, majorettes, and 

col or guards . This tas k should be t he responsi bility of t he local 

band director; for he is usuall y t he onl y person in the organization 

~ho is equi pped to do the job. 

The initial tas k is to comp il e a list of qualified men and women. 

This list shoul d contain at least twice t he required number of names, 

as t he re is a strong probability that some of those who are contacted 

i ni t ially will be force d to decline . 

Expenses for the judges are the res ponsi bility of the local 

organization. These expenses usually include: travel, meals, lodging, 

and long distance teleph one calls wh ich apply directl y to t he festival . 

The 11 honorarium11 shoul d range from a mi ni r,i um of $60 . 00 to a maximum of 

~100 . 00 (depend i ng on t he 11 norms 11 for t he oarticular area) and shoul d 

be un ifom for t he entire n,rnel. 

The l et te r of 11 i nvitati on 11 t o pros pective j udges shou ld i nclu de : 

(1) a reques t for his se rvices; 

(2) t he date and location of the fest i val; 

(3) the l eng th of t he fest iv al; 

(4) a general ou tli ne of the fest i va l whi ch i ncl udes : 

(A) the type of compet iti on , 



(B) the approx imate l eng th in hours , 

(C) classificat ion f i gu res, and 

{D ) i nformat ion concerning t he pa rade ; (op tio na l) 

(5) the amou nt of t he ho norarium and ; 

(6) a request for im~ed iate response. 

A second letter to those wh o accept should include: 

(1) express ion of apprec iation for his consi dera tion and 

acceptance; 

(2) a reminder of t he date and place; 

(3) a map of the immediate area , i nc ludi ng instructions on 

how to get to the "pre-festiva l" mee ting; 

(4) the ti me of the "pre-festival " meeting ; 

(5) directions to lodging; 

(6) a sample adjud ication form; and 
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(7) a request for informa tion pertaining to any special needs. 

One other judge, a ti mer , will also be needed. This pers on (or 

t hese two persons if i t is necessary to rotate ti mers ) can come from 

t he local band club. In the way of equ i pment he wi ll need : (1) a 

sto~ wa tch, (2) a bl ank pistol, and (3) several boxes of blan k cart

rid ges. 

Pisto l shots should be fired at t hree points du ring each band 's 

performance ; at t he beginning, at the end of five minutes, and at the 

end of seven minutes. 

'.Jo te: Jl.ctua l care of and assistance to the judges on the day of the 

fest ival vi ill be handled by the hospitality committee wh ose duties in 

.., 
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th i s matter are descr i bed i n a speci al secti on of Chapter Th ree . 

XI I. Se l ect i nQ the Guest of Honor 

Thi s pers on serves at l east two majo r f un cti ons for t he festival. 

Fi rs t of all, he vii 11 be a drawi ng i nfl uence upon t he community; and 

second ly , he v1ill add interest to the "awards cer emony11 by rresenting 

t he t roph ies t o t he partici pants. Be caus e of th ese and ot her factors , 

t he pers on shoul d be we ll known i n t he area, and should be immediately 

recognizabl e to most of t hose i n at t enda nce. 

A we ll kno~n stat e or nat iona l po liti ca l fi gu re is probably the 

bes t cho ice; ot he r possi bili ties are mus ical pe rsona li t i es and general 

cel ebriti es . One must keep i n mi nd , hmvever, t ha t t hese types of indi

vi duals will pro bab ly wa nt to be pa id for t he ir ti me and effort; 

whe reas a political fi gure will very li ke ly come at his own expense . 

All duti es connected with t hi s proj ect, including both the selec

tion and t he hosting of the individua l, shou ld be accep t ed by the local 

director as a personal res pons ibility. One may wis h to enlist t he ser

vices of an indivi dual fi gure in the commun ity 1>1ho can assist with this 

activity; if so, consider ati on shou ld be given to any political prob

l ems wh ic h coul d aris e. 

XIII. Se lecti ng t he Suppor t Comm ittee Chairman 

Se l ecti ng t hese peopl e 1vill be the most critical , t hough t provo k

ing duty. One nust consi de r t he uniaue ab ility an d pe rsonality require

nents f or each po si t i on , and must fit t he spe ci al tal en ts and abilities 
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of those individua l s who are ava i la ble to th e position for wh ich each 

is best su ited . 

A ten t ative l i st shou ld be comp il ed of t hos e who are be ing con

si de red , and each pe rson ' s name pl aced bes ide the pos iti on tha t wou l d 

prohab ly best su i t him. This information cont ained i n "Chapter Three" 

shou l d be studied carefull y before any posi t ive cho i ces are made . 

~fo te: Ref er t o the 11 Tab le of Content s ; Chap t er Three" for a list of 

t he "Su ppor t Cornm ittees 11 wh ich are consi dered as essential to the 

opera t ion . 

XIV. Sel ecting the Exh ibition Unit 

Th is shoul d be a unit (band, bugle corp, etc.) which has earned 

a reput ation for being exceptional in marching performances. A college 

band may be t he best choice, becaus e, if t he director considers this 

an opportunity to perform for pros pective bandsmen, he will most likely 

assume t he cost of t he tri p. 

A member of t he "S t eering Committee " shoul d serve as 11 ai de11 for 

t hi s un i t , and shoul d r emain with i t t hro ug hout t he festival. Seati ng 

for th is group shoul d be in a special place, and consi deration shoul d 

be given to provi din~ for t he grou p at least one meal. 

A srecia l 11 Commemorative11 tro phy should be presented to t he drum 

ma jor at t he concl usion of t he awards ceremony , and t he group mi ght be 

asked t o perform (eithe r f rom the fi eld or from t he stands) as peopl e 

are l eavi ng the stadi um. 
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XV . Selec t ing the Awards 

The size and appea rance of the f es tival awards shoul d be consi dered 

to be important factors . They will be objects of attention and subjects 

of conversation if dis played proper ly and will generate both interest 

and exc itemen t as t hey repeated ly call attention to the presentation 

ceremony. 

The cost of t he awards shoul d be indirectl y related to the amount 

of the festival registration fee . Since most directors will assume that 

there is a connection , they should feel that the fee which they ha ve 

been asked to pay is be ing returned, at least in part , by the a tard that 

is received. 

One should expect the registration fee to cover bet1·1een fifty and 

seventy-five percent of the total cost of the awards, and should plan 

to have the awards in his possession at least a week pr ior to the 

festival . 

Trophies wh ich shou ld be ordered are: 

First Division - Band 

Second Division - Band 

Third Division - Band 

First Division - Drum Major 

First Division - Color Guard 

First Divisi on - Majorette 

Optional awards include: 

First Place - Parade 

Se cond Place - Parade 

11: 
I , 
I 
II ,. 



Third Place - Parade 

Outstanding Un it_ Inspection 

FirS t in Classifica t ion - Inspection 

Fi rst in Classification - Fiel d Show 

Second i n Cl ass ificat ion - Fiel d Show 

Third in Classification - Field Show 

Commemorative Tro phy - Exhibition Un it 
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If the "festival" type competit ion is chosen (where first, second, 

and third division ratings are given rather than first, second, or 

third place winners), t hen one shoul d probably estimate the number of 

tro ph ies needed by dividing the numbe r of participating bands into 

three equal parts, and adding t hree or four to each division. For 

example, 1AJ ith 45 bands, one ~-,ould order 18 or 19 "First Division 11 

awards. 

Si nce onl y "First Division" tro ph ies are to be av,arded to drum 

majors , color guards, and maj orette corps, a good estimation of the 

number of t rophies needed wou l d probably be about half the number of 

rart ici pan ts. 

Trophies for optional events (inspection, pa rade , etc.) should 

differ from the othe r awards and shou l d reflect in both size and 

appearan ce t he event and/or placement wh ich t hey represent. 

Strong consi de ration should be given to selecting a style that 

can be used from year to year. This 1·1ill eliminate t he possi bility 

of accumu lati ng a stock of "left-over" trophies which are of no value 

to anyone , and cut into the net profit. 
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~:ot e : 
\/hen the ai·fi:i rds cerer.70 ny is to beg in, t he band carta in, drum 

major , co lor gua rd capta in, and h 
ead ma jorette shou ld be called to the 

fie l d and shoul d form a line i n front of t he press box . 

XV I. ·leet i ng \✓ it h the Support Committee Ch airmen 

Prior to the f irst meeting, a file should be prepared for each of 

the cha irmen containing: (l) a list of the membe rs of the "Steering 

Corr-mittee ," the i r names , and addresses; (2) an outline of their 

res pe ctive necessary materials; and (3) a copy of the festival invita

tion . Th is file is to be kept by the chairma n, and is a dup licate of 

the f ile v1h ich is to be kept in the director 's office. 

A small amount of ti me can be given to "getting acquainted" in 

this first meet ing, but, in general, it should be very bus i ness-l i ke , 

and should move al ong as qu ickly as poss i ble. 

note : A samp l e Ag enda for the f irs t meet ing is included in Append ix B. 

The second meeting should be wi th small groups so more ti me can 

be given to problems pecu li ar to each chairman ' s job . Those chairmen 

11ho seem to have common prob lems migh t try to arrange a meeting 

to gether . 

Below is one suggestion as to how the groups migh t be divided . 

Secti on One : Cafeteri a, Concession 

Section T\'to: Stad i um , Tickets , First Aid, Hospi tality 

Se ction Three : Reg istrati on , Gu ides , Parking 

Section Four : Parade , Program , Pu blicity 

to hold another meeting of t hese It will pro bably be unnecessary 

7 
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cha i rmen un til one or t 1-10 ni gh ts before t he fest i val. It vli ll be 

necessary , however , to meet with indivi dual cha irmen from ti me t o 

ti me ; and t he director must be prepared to give his t ime and attenti on 

whenever t he s i tuation ar i ses . 

XVII. -~ot ificat ion of Cornnun ity Off ici al s A.bout the Fes tival 

It is necessary to noti fy local housing firms and food estab lis h

me nts of t he f est ival plans . It may be t hat t his can be handl ed 

t hrough their respect ive ass oci ati ons. However, it may be wise to 

no ti fy each of t hem personall y, since t his gesture could po ssi bly 

reap benefits i n more and/ or l arger program ad s. 

The 11 Chief of Police11 shou l d be no t if ied as he may fe el t hat it 

i s necessary to increase his tra ffic control on t he day of the festival . 

This lis t of off ici als shou l d probably i nc l ude many ot hers, but it 

woul d vary in di f ferent si tuat ions . It is advis ab l e , t herefore , for 

t he di recto r to t ake t he r es pons ibil ity of complet i ng t he list with 

ci ty and county off i ci al s , et c. 

XVIII . The Let t er of Instruct i on to Part ici pa ting Units 

This l et t er mu st be thorough , and must co nt ai n all t he i nforma

tion t hat the band directors will requ ire. At the same ti me , it must 

be cl earl y and s i~ply construct ed , so as to requ i re a mi nimum amount 

of ti me for study . A 11 che ck- li st " ty pe of let t er woul d probab ly suit 

t he pu rpose and wou l d cer ta i nly aid t he di re ctors of the partici pati ng 

bands . A samp l e l etter of t his ty pe can be foun d in Appendix C. 

I I 

:1 
I: 
1 , 
' I ,, 
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XIX. The St ad i um Seating Arrangement 

Prepare a l ayout of t he stadi um ' s seat ing area , and ass ign seats 

to bands as their registration fo rm . 
s arrive. All ow app roxima t ely six 

to t\'le lve extra seats , depending on the size of the band, for each 

un it, as ex tra space will be needed for bu l ky equ ipment such as drums, 

sou saphones, etc.; and be sure to include t he band directo r(s) and 

ch aperones in t he over-all count. 

Choice seats in t he home stands should be held for pa trons and 

specta t ors, and t he exhibition unit shou ld have priority over all 

others. Su ggestions for fili ng this information can be found in t his 

chapter . 

XX . The Method of Worker Iden tification 

Devise either a badge , card, or ribbon wh ich will identify all 

personnel involved in t he festival operation, es peciall y those who 

need to come and go freel y at the stadium. These can be distri bu ted 

through each comm itte cha irman and shoul d be issued eithe r the day 

before or the morning of t he festival. 

XX I. Notify t he Instrument Repa irman 

Con tact a Band Instrument Dealer in the immedi ate area who does 

"on-the -spot" instrumen t re pa ir and ask him to make his services avail

able for t he festival. The band di rector can ass ist here by sugges ting 

a dealer who migh t be best su ited to th is task . r·los t dea 1 ers vJ i 11 

prouably apprec i ate the opportunity to be of service . 

I • 
I • 

I • 
I ~ 
I ~ 
I • 

I I 
1: 
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The re are usually several places in the festival area whe re the 

renairrian mioht pos ition I · lf , _, 11ri1se . Often , a pl ace near t he "wa rm-up" 
area i s most suitable . 

XXII . Se lecting t he Pub lic Add ress Announcer 

It is necessary to select a person with good diction and someone 

who can , in a su btle way , generate audience interest throughout the 

day . ~ad io and television announcers are excellent prospects if their 

services can be obtained without cos t to the festival . Other ossi

bilities include : student leaders, teachers, and church officials. 

The public address questionnaires should be removed from each 

band 's file and placed in order of appearance . The questionnaires 

should then be ready to present to t he announcer upon his arrival at 

the stadium. 

XXI II. Issuing Com li ~entary Tickets 

A list shou l d be prepared of those 1~ho are to rece ive compli

mentary tickets. The tickets shoul d t hen be mailed to the indivi dua ls 

along with a letter explaining t~e purpose of the festival. The 

t ickets should be ma iled about ten days prior to the festival. The 

list of peop le to receive these tic kets shou ld incl ude the princi pals 

I 
· h' h schools wh ich are represented . Other i ndividuals of tie various 1q 

to consider are : city officials , superintendents of participating 

schoo l systems, and program advertisers . 

I 11 , 

' 1: .. .. 
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: 7/ 
I V 
· • 

, ~ .. 
' .. :• 
I I 



XXIV . Preparing Packets of Informat ion 
fo r 8ands and Jud9es 

A 12" by 15" l - enve ope shou ld be prepared for each band . This 

27 

env 2 l ope shoul d conta in the correct nur.1ber of cassette tapes with each 

tape ~arked for ident ificat ion . 

Each judge ' s envelope , also 12" by 15", shou ld contain five or six 

felt or ball poin t pe ns and the appropri ate pads of adjud icati on sheets 

which ha ve been properly prepared (n ame of band, cl ass i f icat ion, etc.) 

and placed in t he correct order. 

The stee ri n~ corrm ittee member \'/ho is assi ~ned to assi st the judges 

shou ld en list two ai des to hel p hi~ issue and collect the ta pes and 

forms for the various bands , and should prepare a master list of 

ratings for use in the awards ceremony. He should also keep the press 

box relatively free of spectators . 

Cassette recorders can usuall y be borrowed from local band stu

dents or from membe rs of the band pa rents organization . The m~ners 

should be cautioned to ma rk t heir recorde rs clearl y for identification 

and should be as keci to pick them up immed iately after the festival. 

Each recorde r should be checked before it is ta ken to the stadium and 

new ba tteries shou ld be brought for each. At least one extra recorder 

should be on hand du ring the competition. 

In the event a pa rade or inspection is to be included in the 

festival, pac kages for t hese events ~ust also be prepared. Parade 

adjudicat ion sheets can be included in t he regu lar festival packet 

for each band judge and should include adjudication forms wh ich are 

i 
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r ro pe rl y prepared and pl aced i n the order of performance . Inspection 

forms and nackets shou ld 1 ~ ,, a so ue prepared in a li ke manner and should 

be presented to the i nspect ing off icer upon his arrival . 

The judge ' s checks shou ld be presen t ed to them at t he evening 

meal , along with the di rector ' s pe rs ona l wo rds of appreciation for 

their v1o rk . 

XXV . Letters of Appreciation 

Most words of app rec i at i on can be hand l ed i n the open letter 

11hic:1 is contained i n the fes tival proaram ; hm1eve r , several situations 

require re rsona l l etters . Specia l l etters should be sent to t he 

fo ll ov✓ in g : (l) schoo l off i ci al s , (2) support comri ittee cha irmen, 

(3) the gues t of honor , (4) the director of t he exhibit i on un i t and 

the chi ef admin i strator of i ts schoo l or co ll ege, and (5) di rectors 

of part i ci rat ing bands . Othe r si tuat ions riay ar i se in wh i ch l etters 

of apprec ia t i on will be des irabl e. In al l situat i ons t he l ocal 

director should take the res pons i bility for t he app reciati on letters . 

'" 

" ,. ,. ,. 
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CHAPTER Tl IRCE 

SUPPORT COHf!ITTEES 

The infor~a t i on conta i ned i 11 th ,· s cl1 apter ,·s pr imari ly directed 

to t he va rious "s upport committee " chairr1en . However , each member 

of the "st eering committee " should be famili ar 1-iith t hese i nst ruc

ti ons to t he exten t t hat he could be of as sis t ance when and if he is 

ca ll ed upon. 

I. The Band Guide Comm ittee 

The pri mary responsi bility of a "Band Gui de" is to make his 

band and ba nd director ' s day as pl easan t and "panic free" as possi ble. 

Those wilo are to serve as gui des should be equi pped with all neces

sary i ns tructions and information. 

The first and probab ly largest t ask of t he cha irman will be to 

secu re t he necess ary personnel . One guide 1-1ill be needed for each 

band , and two or t hree extras shoul d be on stand - by i n t he event of 

any emergenci es. These positions shou ld be fill ed with adults if 

poss i bl e. 

The "Gu ide Instructi on Sheet" sho ul d con tai n all of t he facts 

and information t hat the gui de will need at hi s dis posal. It will be 

ne cessary to l eave a f ew blank spaces i n the fo rm; however , t hese 

forms sho ul d be comp l eted before they are presented t o t he gui des. 

In order to be certain of t heir accuracy, t he band director shoul d 

be res ponsi bl e fo r t he comp l et ion of t he i ns tructi on sheet . The 
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informat i on t hat 11 ill be needed can be obtained from the "stee ring 

committee " cha i rman. lie 1-1 ill need to provi de a list of: 

1. l3 ands, t heir cities, and t heir directors, 
2. l3a nd's ti mes of arriva l, 

3. Gus rarking assignments , and 

4. Rand's lunch schedu l es . 
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A samp l e of the "Gu ide Instruction Sheet" can be found in Append ix D. 

The information pa ckages wh ic h the gu ides are to present to 

t he ir directors should be in 12" by 15" envelopes, with the band's 

name printed on the outside . Again, most of the informat i on and 

ma teri al whi ch will be incl uded can be obtained from the Festival 

Chairman . This ra ckage should contai n the following: 

1. /1. copy of the letter of i nstruct ion wh ic h was sent to the 

directors upon receipt of t heir acceptance forms . 

2. A list of available restaurants and other eating establis h-

ments . 

3. A map of the fest i val area. 

4. A seating chart of the stadium. 

5. A complimentary program (these can be obta ined from the 

"Prograr.1 Committee" chai rman .) 

6. Extra chaperone tickets (thes e can be obtained from t he 

"Ticke t CoITf.l ittee " c!1ai rman . ) 

Tile gu i de comm it t ee 1,, ill need to hol d a mee ting either the ni gh t 

before , or t he morning of the festival . The ni gh t before is proba bly 

as some bands may arrive rather early. This will be especially be tter, 

l 
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true i f a parade is to be incl uo·e~ as r~rt 
u « of the fest ivities . The 

meeting need not be very 1 ong, as 1. "'"Ls ria 
1
. n pu rpos e will be to give 

out infornation and instruct,·ons , and to answer ~uestions. 

II . The Bus Parki ng Committee 

This committee's respons i biliti es are simp ly: to assist the bus 

drivers i n park i ng their buses, to keep wa tch over the parking area , 

and to clean up t he pa rki ng area after the buses ha ve gone. 

It \J ill be necessary to check t he area withi n a si x-block radius 

of t he stadium, and to estimate t he number of "off stree t" parki ng 

spaces that are available. Church and school parki ng areas and vacant 

lots wil l be t he mai n concern, as few othe r areas will be suitable for 

bu s parking. One large area shoul d be used if possi ble. If more 

par king space is needed , t he largest spaces shoul d be used f irst in 

order to reduce t he number of peopl e needed as park i ng gui des. 

A bus list should be obtai ned from t he Festival Chairman, and a 

plan shou ld be devis ed wh ich v1 ill fit the available space. When com

pleted , t hese copies shou ld be presented to t he Festival Cha irman and 

to the Gu i de Committee Cha irman. An adu lt will need to su pervise each 

lot, and he should choose t he number of boys he fee ls are necessary 

for his assistance . 

III. The Cafeter ia Commit tee 

It will be this co mmittee's tas k to feed a l arge number (possi bly 

as ma ny as t hree thousand) of people in a relativel y short period of 
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Cri efl y, this comm ittee's responsi bilities will be: to secure 
the fa ciliti es , to en1,· t th k s e wor ,ers, to set t he menu and pr ice of 

the meal, to prepare and serve the mea l , and to cl ean up afterwards. 

There vlill need to be a co-cha irman to assi st with the many tas ks 

wh ich are i nvolved . He or she can be extremely he l pfu l, especially 

on festival day vJhen it will be next to impossibl e for the chairman 

to handle personally every situati on tha t arises. 

About ten wo r ke rs should be enlisted to he lp with preparation 

and serving . In securing the facilities, the school cafeteria woul d 

be i dea l, as it is constructed to serve a large group in a short 

~e riod of ti me. It It-J ill be necessary to hire t he school cafeteria 

manager and/or his assistant as well as two of the regular cafeteria 

wo r ke rs to assist on festival day . Their experience in pre paring food 

and serving large groups will be well worth t he extra expense. 

One of t he school janitors will need to be hi red to clean the 

floors and carry out tras h. He will not be needed until after t he 

meals have been served. The members of the committee can clean t he 

tahles and kitchen facilities. 

The menu shou ld be kept si Mp le and shou ld appeal to teenagers. 

It is best to choose someth ing that is easy to prepa re and easy to 

di gest , as many of the students will he tens e and nervous. Choices i n 

the ~,enu should not be gi ven . Th is Hill eli minate some expense and 

~ill make things less complicated . 

The cafeteria manager will be more than gl ad to offer advice and 

to Cut expenses The prepa ration cost per mea l vii 11 know r,any ways · 

... 
" ... 
•" 
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shou ld be kep t unrler seventv-fi'v t . . 
~ e cen s . Th , s 1·11 11 enab le the se ll i no 

r.ricc for each indi vi dua l tnea l to be ~l 25 or r- 1 r:o , 
• ~ . J , therefore , a fa i r 

profit i s nade The ft . 
· - ca e er, a manager ca n hel p 11hen it is ti me to 

0 rrler food and supp li es. His experi en ce can hel p in savi ng both ti me 

and rioney. Spec i f ic i nst ructi ons shou ld ~e given about the ti rie and 

place fo r de li ve ry of t he foo d supp l ies. !ti s usuall y best to plan 

for t hese deliveri es to ta ke place in t he l ate aft ernoon on t he day 

before t he festival . 

Considerati on should be given to usin~ dis posable plates and 

eati ng utensils . Compared to the ti me and effort t hat will be saved 

i n no t havi ng to 1vas h and re-v1ash the permanent items , the expense 

i s ve ry minor. Th i s cost should be i ncluded as part of t he basic 

cost of preparing indivi dual meals . 

Every poss i ble method should be uti lized to save ti me in the 

se rving line . For instance , the knives and for ks should be wrapped 

in napk ins beforehand . Several hundred meals should be prepared ahead 

of ti me ; but only if the proper fa cili ties i n Hh ich to store them are 

availa ble! 

All financial and scheduling affairs wi ll be hand led hy other 

corm1 i ttees . Each band di rector \'Ii 11 be asked to identify his own 

handsr,en and cha perones ; hov,ever , it is 1>1 ise to post someone at the 

door to assist in these matters and keep t hings runn ing smoothly. 

ld t h h ·ust hao, en to 11 1vander 11 

r1ea ls shou l d not be so to ose \'I O J 

i n. Th is co uld develop into serious trouble if the number of 
11

visitors" 

be came extensi ve . If t he probl eri i s briefl, ex plained, most reasonable 
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peop le will unde rsta nd . 

The cl ean- up pl an must work thoroughly and qui ck ly. If the 

schoo l facilit i es are not ff ' 
su 1ci ent , i t mi gh t be possi ble to rent an 

inci ne rator or "dumps t er" fo r the day of the festi va l. 

IV. The Con cession Committee 

Thi s cornmit tee •s j ob is probably t he most tedi ous of all. They 

ri1us t be prepared for a twe 1 ve to fo urteen hour working day in which 

they will care for t he refreshmen t need of several thousand people. 

~ost of t he information and advice concern i na the ~as s of materi als 
CJ 

t hat shou l d be ordered can be obta i ned from the regular concess i onaire. 

The manner in wh i ch he prepa res for an important home football game 

will serve as an excel lent gui de , as th i s will compare to the number 

of peop le expected to at tend a marc hi ng fest i va l . 

The duti es an d responsi biliti es of the chai rman are outlined in 

the nex t several paragra phs , and ~ill suggest an idea of t he manner 

in which to proc eed. Also , a co -cha i rman shou ld be sel ected . In 

se lectin g t his pe rs on, it must be remembered that he will probably 

ha ve t o run an auxiliary stand . 

The faciliti es shou ld be checked to see if they are adeq uate. 

If an extra temporary stand is needed , i t s posi t i on shou ld be one 

· d by el ectrici ty as 1,iell as one wh ich is easily wh i ch can be service 

accessable to spectators . 

t o fi nd out i f t he stand (s) have sinks , hot rt \J i 11 be necess ary 

. f ezers sof t dr ink foun t ains, and coffee urns, plates , refr i gerators , re ' 

,,1 .. 
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and if those fac il iti es ca b n e used . It may be necess ary to borrow 
or rent any or all of t hos e items. 

Th ree shifts of worke rs shou ld be used; about eight people for 
the norning and afternoon h'ft s 1 s , and twe lve for t he evening shift. 

Th i s is assuming t hat bio stands of 1 . equa size are used. If only one 
st and is to be i n operation, then the fi gures can be cut about one 

th ird. 

In selecting t he concession stand menu , the items t~at must be 

prepared by t he workers should be kept to a minimum. ~ost people who 

go to a concession stand will buy whatever is avai lable. Also, unsol d, 

se lf- prepared items are "minus" income . 

Only one kind of sandwich should be offered, (either hotdogs or 

hamb urgers ,) and one soft drink company shou ld be used . Popcorn is 

less ti me-con suming and more profitable t han peanuts ; and items such 

as candy , gum , potato chi ps , etc. , are excellent because the unsol d 

articles can be returned to the supplier . Pri ces on the concession 

i tems should be kept within the real m of local standards. This is 

on ly fair and will he l p in avoiding any undue criticism. 

If some of the concession ite~s are to be sold i n the stands, it 

1·•ill be necessary to borrol'i a dozen 1/ire bas kets poss i bly from one of 

the local swi mming pools . Sane local scout troup or junior hi gh club 

fo r boys may be i nterested in selling. They shoul d be paid at a rate 

of ten or fifteen percent of t heir gross sales. 

0ne or two change boxes will be needed in each stand. Ea ch box 

k d · t h t50 oo in chanae and t he excess should be shoulrl e stoc e w, ~ • ~ 

remov~d once or twice each hour. 

"' ,,., 
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One of the riore trusted wo rke rs 
shou ld he l p by "keeping an eye" 

on the chanpe boxes and the festival treasurer shoul d riake boor 

three "pick-ups " dur ing the d 
ay. The treasurer shou ld also make the 

final pick-u p when the fest i val is over. 

It is i~portant if possi ble to l eave t he stand(s) in be tter con

dition than they vtere found Th,·s .11 • . vn promote good1"1 i 11 vti t h those 

concerned and will make things eas ier for future events. 

V. The First Aid Committee 

A serious medical problem at a function of this nature would be 

a rare occurance; however , a reasonable effort to establis h emergency 

med ical facilities is absolutely necessary, and will be great ly 

appreciated by the participants. Such pro lems as temporary illnesses 

and ~1i nor injuries v1 ill happen , and "on-the-s ot" med ical assistance 

is a rn st for the sa ke of order and si mp licity . 

Ide ally, a doctor and t v10 nurs es should be present at all ti mes . 

~1ost doctors are civic minded, and t his sho ul d be no problem at all . 

Hith t he proper amount of notice , the services of two or three wh o 

could give a fe,,, hours of their t ime coul d be secured . 

Nurses may often be found i n the band organ i zat ion . The doctors 

wh o ag ree to help will often bring t he ir own nurses if they are con-

h 1edl·cal suo. plies should be no prob lem as the tacted ea rl y enou g, . 

do ctors wh o agree to assist viill be happy to prov ide t he necessary 

riate rials. 

Probably t he best she lter will be a tent such as those used by 

funeral homes. 
· · tent shou l d be easv, and the owners will Qbta1n1ng a · 
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"roi'ili' l _v llf' han:w to ilSS"rir 1 J 
· ·· · e anc r e,riove it for you . The l oca t i on of 

t'1e tent s'.1oul ~ be easil y a . ,__
1 cce5s1!J e and , at the sarne ti1'1e , re l atively 

i ncon soicuous . 

7'1e t mm' s ci vil d f 
e er.s e team i s anothe r possi bil ity i n provi dinq 

t he energency service. Thi s shou ld be done on ly i n t he event t hat a 

doctor is una vail ab l e. tlurs es 1•1i ll sti ll be needed si nce the "ci vil 

c!efense" . eop l e are not li kely to have t he proper credenti al s for 

adMi ni steri n9 med ical ass i stance. Th is ope ration is essent ial to the 

fest i va l; and for t hat r eason, it may be neces sary t o hire any or all 

of the needed person nel . 

If an amb ul an ce is to be present , it sho ul d be kep t out of si ght , 

and on ly i n extreme cases shoul d stretchers be us ed . An overl y dra

ma tic di spl ay of these services often increas es the t ensi on wh ich 

al1Jays exi sts among t he students i nvolved in comre tit ion. 

Letters of appreciation to those wh o gi ve t hei r ti me and mater i als 

are a ~ust for many obvi ous reasons. Those workers wh o are not 

direct ly connected v1ith t he sponsor i ng organization should receive 

corm l i rientary festival tickets for members of t he ir families . 

VI . The Hos pi tali ty Cammi ttee 

The pr i mary responsi bility of t his con1mittee is t o make t he 

jud9cs f ee l \'1el come and to make t hem as comfortab l e as poss i bl e. 

• t ·11 be suf f ici 0 nt and one of t hem will need One or t1~0 ass1stan s vn ~ 

an autoMob i le availabl e at all t imes . 

l d b ava il abl e i n t he pres s box along 
~oft dr i nks and coffee shou e 

t • 
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\'it!i donutS , cook ies , etc . Each jud'.:;e 1 s oos ition sho uld have an ash 
tray 11nd a box of 1 ,a t ches. 

It i s v2rv he lpful to 
- ren t or borrow a sma ll travel tra il er that 

has restroom facilities and a smal l kitchen /dining area. ~estroom and 

kitchen fac iliti es are often a proble~ around a relati ve ly smal l press 

box ; therefore, the nee for extra fa cilities here i s easi ly recogn i z

ab le. 

T~e ba nd directors will need refresh~ents provi ded at t he place 

1·1:1e re they are to pi ck up the ir rating packets . This v1 i ll take place 

v1he n t :,e fest i va l has ended and vJ ill invo lve a relatively short period 

of tfoe . The c0111mi ttee chairman shoul d have t he res onsi i lity of 

seeing tha t the refreshMent center is left clean and tha t the tra i ler 

is returned to i ts O\'tner . 

VII . The Program CofTT':ittee 

The pri r:iary purpose of th i s committee 1· i 11 be to ra ise funds 

th rough the sa 1 e of rogram advertis i ng. Anothe r res pons i bil ity i s 

the creat i on of an att ract i ve pro_ra booklet . The cost of produc in 

this book l et should be no more than ten percent of the advert i si ng 

revenue. 

l I t t hl i sh a r i ce li st for The initi al respons i bili ty \v il ,e o es a 

the various sizes and t pes of adve r t isin9. ~any factors are invo l ved 

. dec ide fo r himse lf the teMper of the com-he re, and t he chai rman mu st 

11 h t to se 11 • 11 

munity befo re de ci di n9 v, a 
d d here and shou ld be consi de red 

ll·st of o, r ices i s i ncl u e A sa,.,,~ le 

. . .. 
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as no more than an example. 
These f igures may be raised or l owered . 

Double Page 
5250.00 

Outs i de Back Cover 5200 .00 
Ins i de Front Cover Sl85 .00 
Inside Back Cover 170.00 
Full Page $15 .00 

Three-quarter Pa9e $120 .00 

One- ha l f Page 85.00 

One-quarter Page t' 50 .00 J 

One-eighth Page .. 35.00 .) 

One-sixteenth Page 20 .00 

Each member of the co!Tl:littee must have am~ le time to contact 

pros pective advertisers and shoul d assess the ability to convince 

t heri th at the project i s worthwh ile . The nuriber of salesmen that are 

needed depends on the number of contacts to be nade . Generally, there 

shoul d be one sa lesman for every twelve to fift een , ros rects . 

Each member of the committee shoul ri list a few orospects that 

he will want to contact . The lists may e ta ken frori vari ous sources 

such as : Chamber of Cor1r.1erce ri1embershi p lists, Tel ephone Corma ny 

Ye llol/ Paaes , newsrapers , and ot he rs . 

Each 111er, er of t he committee ·ii 11 need a oa ckage of i nforrnat i on 

contain ing: a l ist of pr0s pective adverti se rs , an "ad
11

, rice list, 

b k d a notebook in 1·1h i cll ~P ca n •·,rite t he "ari " infor-a r r. ceint oo. , an 

ri1at i on . 

t h
P t,·rs t corimittec r,ee ti ng t il e cha i rrian shou ld ~and out t he 

,\ t -



incnri1at ion 1•ac-anPs and 1· 
· · ciscuss eac h iter1 . He shou ld al so di scuss 

tile sa l es nrproach and inc l ude t he fo ll m•!inq points : 

1. 

2. 

The r1 pr roach shou ld be "l ov1- key ," and shou ld ar, pear as one 

fri end offeri ng an opportun i ty to another . 

Ea ch sa lesma n mu st make every effort to persuade t he cont act 

to partici pa t e; but at the same ti me, be prepared to accept 

a refusal graciousl y and t hank them for their ti me . 

3. The salesman should try to coll ect at t he time of t he sale; 

bu t he can offer to send a bill if it appears t hat t his is 

t he buyer 1 s preference . 

The salesmen ~Jill need to bring to the chaiman all "ad 11 infor

mati on and money that t hey have collected by a srecifi c date. They 

shou ld he encouraged to keep work in g until each of the pros pects on 

the ir list has either accepted or decl i ned. A li st of all advertisers 

wh ich are to be bi ll ed should be turned over to the festival treasurer 

as soon as possi ble. 

The program shou ld be ready for the printer at l east two weeks 

before the festival . This will give hi m plenty of ti me to prepare 

a proo f and make corrections before the finished product will be 

requ ired. 

r O rrofit should be expected frow t he sale of programs. In 

establi sh ing the sale price for programs, the commit tee shou ld 

exnect the proceeds from these sales to si mply cover t he cost of 

The money which is collected from 11 ad11 sales shoul d be the 
rrinting . 

onl y profit ga ined i n t he program project. 

.. .. 
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In arranninn the II d II h · 
.., .:- a s , t e comm, ttee should t ry to achieve 

a ba lance from [)age to page bet1·1een the large and sriall ones . " ds " 

froM si milar hus i nesses such as two men ' s clothing shops should not 

be on t he same or on facing pages. 

1
1any iter,s of informa t ion, in addit ion to the advert is ef11ents , 

should be included in the make-up of the program. It is essential 

that a list of the performing units and their scheduled performance 

ti mes he i ncluded . The program shoul d also have information concern

ing the backg round and credentials of t he ad judicators . An explanation 

of the me thod of cl as si fy i ng bands, and t he adjudicat ion and awards 

procedures should also be included . Other items for consi deration 

l. Information on partici pa ting bands and t he ir prior accom-

plishments . 

2. Pl aces for spectators to pl ay "armchair adj ud i ca tor" and to 

record the actual resu lts of the festival. 

3. A letter of we lcome to vi sitors from the Festiva l Chairman, 

and the members of t he city administration. 

4. An open letter of appreciation from the sponsoring agency 

to all those who have partici pated in making the event a 

success . 

5. Informa tion about t he guest of honor . 

f . t . n about the exhi biti on un i t. 6. In orrna 10 

. t· d above can be accompanied wi th pictures . 
r iany of the , terns rien , one 

h more interesting and attractive . This 
This can make the program riuc 
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r ,. C'111r <;fl ilcrs to t'1c "'X;'ense 
'lnr rna~ , r.ot ! e c0ri1,r1 ti h l P ,.,; tli financ i al 

001 s . 

10:i es l'' llSt t I 
·r. oraerecl for al 1ou t one- t!1irc to one- ha lf of t he 

n11r1/ er of neon l e expected to at trn cl. 
- tlle fest ival. Perha rs a schoo l 

clu' . 0r scout trcon can be en li sted to hanr l e t he proS1r an sa l es . 

Tie sa l es tea~ shou ld be comrosed of atout sixteen to twent.v r.iemt-er s , 

and Shou l d be divi ded i nt o t \'w 9rou s; one for t he after oon sessi on 

anr. one for the even i ng. These grou ps 111 i rih t be ra id at a rat P. of 

f ive to ten :iercent of t '.1e ciross i ncorie . 

Each ban director i s to receive a cm li r,en tar, copy of the 

n.roc; r ar:i , and these sh oul d he iss ued by thP. 11 Gu i de Conrnittee 11 ch ai man . 

:< . he Pub licity Corni ttee 

To ~ave an eff ective canpa i gn the prnceedures of th is commi ttee 

~ust 1,e carefully olanned and properly executed . t \Jill he necessary 

to en list a typist , for all r el eases :,,ust be type1•rr i t t en . n order 

tn assure better use of the releases , a few si mp l e rules shou ld e 

+ollo\/ed i n the preparation and issu ance of the r1ateri al. Some of 

:'1c rules are : 

1. Pr esent the rel eases '1r.rsonally tc rerresentat i ves rif t he 

various ne\1/S cd i a. Tiley •·Jill appreci ate this 0esture nd 

~ill oive the inforrat i on rore cons i derat i on because of it . 

,'vo i c try i n tr 11 se ll 11 the i nforr•at ion to t~1e ne1•1s 1recia . 

f · na l s and qu ite aware of ~hat i s Tr •ey ?.re tra inerl ~ro r.ss 10 ' 

or is not ne1:s11o r t'.1y , 
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Sre that all nict ures are 3" 1-..v 1
• u_ 10", 0lossy f inish , an<l on ly 

of snal l ~roun, s or i nc1 ,·v,·du ~l s . " 1.a r _ e grou p pictures do not 

reo roduce we ll i n most newspapers. 

~e certa in t hat all materi als are ready for rel ease vell 

ahead of any deadli ne th at t he nev,spaoer r1ay requ ire. 

I nfo i·riat i on concerning the nuriber of hands and 1-1here t hey are fror 

can he obtained from t he Festi va l Cha i rman . Add iti onal bits of infor

ria t i on t hat shou ld be i ncl uded are: th e band 's names, t~eir ci t i es 

and sta t r. s , t he si ze of eac1 hand, t he di rectors , and the band's accon

r lis hments . The cha irman shou ld al so have inforriation concern ing t he 

jud0es , the guest of honor, et c., and he shou ld have t he add resses that 

v1ou l c: he necessa ry fo r request ina ad it iona l i ctures or i nformati on . 

se ries of ne1s stori es shou ld be prepared and released on con

secut i ve days , begi nn i ng one week before t ie fes t iva l. Releases fo r 

ne1•1spapers and those for radio and t el evi si on sho uld be prera red 

separat ely. 

A list of sug gested top i cs , vh ich could be comb i ned nicely wi t h 

acc ep t ab le pictures , i s i ncl uderl ~e re. ny opportun iti es which may 

occur t ha t are un i que 1vith th i s fest i va l shou ld be ut ili zed. Some 

possi bl e ideas are: 

1. 

') 
L. • 

Of he Steeri n Cori~i ttee duri ng a eeti n , which /\ pi ctu re 

can be accompan ied by infor~ati on con cerning the date and 

t h b Of events and t he number pl ace of t he fest i val, , e num er ' 

d . th a breakdm,,n of t he number from each sta te. of han s 1n 

Of the druri major, majorettes, or col or guard from 
A ~icture 
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4. 

5. 
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the host band l 
• a ong wi t h an expl ana ti on of how t he bands are 

cl ass i f i ed and rat ed . 

A pi ctu re of t he drum maJ· or, ma j oret tes , or col or guard, along 
wi th background informati on con cerni ng one of the r.io re promi-

nent bands in competition. 

Pic tu res of t he festival judges , along with information con

cerning t heir work and accomplis hments. 

A picture of t he director, drum major, ma jorettes , or color 

guard from t he exh ibition unit al ong wi t h information about 

t heir past records and achi evements . 

6. A picture of the guest of honor with bac kground information 

and an explanation concerning his connection with the festival. 

7. A picture of t he awards , along with an explanation of the 

awards procedure. 

8. Some pictures of the "festival in action" during t he early 

hours of the festival day . These pictures could be of any 

number of events. 

~la t e: Information shoul d alv,1 ays be i ncluded about v,here advance 

tic ke ts may be obtained, along with tic ke t prices. 

Posters and bill boards are als o us eful i n campai gning . These 

me t hod s of advertising will be somewhat costly , whereas radio, tel e

vis ion, and newspaper advertising can be trea t ed as a public service 

and \,JOul d usuall y be free of charge. The benefit of poster advertis -

i ng wi ll need t o be we i ghed against its cost. 

The fi na l r esponsi bili ty will be t o prepa re a release for t he day 

"" " .. 
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rifter the festival . 
This should include a brief sumr,a ry of t he rati ngs 

of the various bands d 
an t he winners of various festival events . Some 

acknov1l edgement to t h , . 
e exn1 bition unit and to the guest of honor , as 

we 11 as ne1,,s~1orthy comme nts or quo+-at,· ons b 
~ a out t he fe stival wou ld also 

be appropriate for this final releas e. 

IX. The Registrat ion Committee 

The registration committee wi ll complete the job of gathering 

infornation on t he day of the festival. A large table should be 

avai l ab le in t he registrat ion area . The workers must re port early , 

as the first bands will begin to arrive long before the festival is 

to comme nce . 

The ba nd files should he exami ned for any unfinished bu si ness at 

l east one day prior to the festival . As each director registers , it 

1·till be ne cessary to check his band ' s f il e to see if records are com

pl ete and fees are pa id. When this is done , he will be introduced to 

the Gu i de Cha irman who will assign a gu i de to take care of his band . 

Any information brou gh t to the regis trat i on desk upon the director 's 

arrival will periodically be sent to t he public add ress announcer . 

One or t ~·io hi gh school students will be needed to carry out this tas k. 

Af ter all the bands are registered and accounted for , all checks 

and monies can be turned over to t he festival treasurer. The band 

files •ill then be returned to t he Festival Cha irman for storage. 

x. The Stadium Comm ittee 

The pri mary functions of t his comm ittee are : to prepare the 

,. " ,, .. 
,: :i 
,, .. . .. 
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stad i un for all fac ets f h 0 t e fest i val' s operations ; t o be on hand 
dur i ng the festi va l i n t he 

even t of an emergency; and to leave t he 
st ad iu~ and its fac iliti es · 

in proper order when t he festival is over. 
Fi rs t , tv10 or t hree men ( 1 d b ) · or o er oys Must be se lected to serve 

on t he committee • The res pons i bil iti es may be divi ded among the com-

mittee Members. The chairman's main concern is to see that the jobs 

are accomp lis hed adequately and promptl y. 

Several items will be needed for the operations, most of wh i ch 

can be borrov1ed. Arrangements must be made for t heir return at t he 

t ime t hey are borrm,,ed . The stad i um committee must realize t he respon

si biliti es to the following: 

1. Several keys viill be needed. The band director can assis t in 

obtaining most of t hem, and he may ha ve some of t hem hi mself. 

Keys 1•1ill be needed to t he school cafeteri a, t he registration 

station, the stadium gates, the concession stands, t he press 

box, the stadium restrooms, the stadium li gh ts, the storage 

room, and the dres sing facili t i es. 

2. Tvw "public address" systems are needed ; one for t he press 

box, and on e for t he fi eld. This second system is necessary 

3. 

onl y if t he guest of honor wis hes to speak. It shoul d be 

f ifty-yard line, on t he home or press box positioned near t he 

si de of t he fiel d. 

is needed be tween at l east t hree places; A communica t i ons system 

first- ai d station, and t he registration area. t he press box, t he 
short-wave rad ios, or wa l kie-tal kies can be 

Ei the r tel eph ones, 

ut i lized . 

·"' ' .. 
; .. 
: :: 

[ ... . ,,. 
: .. 
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The r rera rat i on of the r11arc l1 1· ng f ield shou ld be done i n the 
early ~orn i ng of fest ival d 

ay . Ya rd li nes shou ld be put down 
at f i ve-ya rd i ntervals 

, as we ll as t he eighteen-yard marke rs , 
(hash marks ). Th e crew tha t usua ll y takes care of t his can 

probably be hired for a nominal fee, and the tools and 

materi als t hat they normall y us e 1·1ill probably be available. 

The st ad ium attendant or h t e head foot ba ll coach can give t he 
i nformati on. 

Several t ab les 1v ill be needed fo r t he trophy dis nl ay . The 

best place for them is on t he home or press box si de of the 

fi eld, near t he fifty-ya rd li ne . 

6. The est ima ted attendance shoul d be compared agai nst the 

numbe r of availabl e seats, t o determine if fol ding chairs will 

be needed . 

7. The f aciliti es wh ich have been set as ide as dressing areas 

mus t be ins pected . Hi ndows may need to be covered , and t he 

dressi ng rooms may need to be marked for identifica t i on . 

8. If t he concession cha irman needs an extra stand, t his committee 

shou l d work with him i n arrangi ng for el ectrical connecti ons, 

shelter, tables, and othe r necess ary ma t eri als. 

9. It \\! ill be necessary to check v1 ith the reg ul ar stadi um authori

t i es to fi nd out if t he usual 11 cl ean up 11 crew will be avail ab le 

to cl ean the stadi um after t he fest i va l. If these peo ple are 

h t he schoo l J·anitors, vari ous school not ava i lab le , pe r aps 
1- ho may v,ant to earn some extra money 

cl ubs , or scout groups 
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1: i 11 ~1c l p. 

l O. [xtra trash bins may be needed . These 
can be rented i n most 

co:11mun i t ies , and the f 
ee usuall y inc ludes a "pi ck up" and 

di srosa l servi ce . 

t'otc : f·lost of t he i nformati on about "who , v1hen , and whe re" tha t is 

needed to carry th rou gh the duti es mentioned above can be obtained 

from the Festival Cha irman . T' 
ne use of a small "pick-up " truck on 

the weekend of the fe stival will be i nva l uab le. One should be avail-
abl e , even if i t has to be ren t ed . 

Some addit ional duties for t he stadium comm i ttee on t he day of 

the festiva l will include t he following: 

1. Un lock all doors and gates for wh ich keys are availab le. 

Plan a schedule wh ich woul d seem to include reasonable times 

for t he var ious buildings and gates involved . 

2. Check to see t ha t all utilities at the stad ium (press box , 

concession stands , and restrooms included ) are in operati ng 

order . 

3. As sist t he hospitality comm ittee in arranging electrical con

nection s and par king space , etc., for the travel trailer being 

used as a comfort station for the judges and press box crew . 

4. 

5. 

t roph ies from storage approximately one hou r before Remove the 

alld o, lace them on the dis play tabl es wh ich the fest iv al beg ins , 

have been prov ided. 
is clean and t ha t the proper 

Check to see that t he ~ress box 
.1 ble (about one dozen shoul d be 

nunbe r of cha irs are ava1 a 

..,, 

-.., 
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suff icient ). 

Tu rn t he stadium li ghts on dur,· ng t i d" l 1e inner break . They wil 

remain on unt il the "cl ean- up" is complete , unl ess tha t job 

ha s bee n sche duled for the foll owi ng day . 

De avail ab l e 1,1hen t he "clean-u p" is bei ng done. For many 

reasons, it is probably best to have "clean-up" immediately 

after the festival is over instead of the follmving day . 

i-lo t e : fl any of the duties and res ponsi bilities listed above l'l ill need 

to be repeated i n reverse order when t he festivities are completed . 

Conmen sense will indicate which items will need furt he r attention. 

All th i ngs wh ich have been borrowed must be returned, and this should 

be done without delay. Items wh ich we re purchased for t he fest ival 

should be stored at t he direction of t he Festi val Chai rman. All bills 

and paymen ts should be directed to t he Festival Treasurer . 

XI. The Ticket Coirrn ittee 

This cha i rman 's first res ponsi bility is, along wi th t he Festival 

Ch ai rman, to establish tile admission price for t he festival. The pri

mary consi derations are: (1) t his vlill not be t he main source of income 

for t he festival; and (2) t he amount shoul d be in line with wh at t he 

Pa.,ving for othe r "school connected" functio ns . comm un i ty is accustomed to 

Student adm ission be set at about $1.00 , and It i s re corm1ended t hat t he 

the adul t admission at about Sl. SO . 
t least one month pr ior to t he The t i ckets sho ul d be printed a 

t h followi ng info rma tion: (1) the fes t i va l da te , and shou l d i ncl ude , e 
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SDonso ri 11g anenc,, (?) t ~ 
.J " ' ,._ ,ie name of the event , ( 3) t he da te of t he 

event (incl ud i ng the rain date ), (4) the pl ace where the event i s to 

lce he l d, (5) the price of adn· . 
,,11s s1on, and (6) a statemen t that t he 

tic ke t i s good for t he enti re event . 

The number of t i cke t s to be ~ri nted l'Ji 11 de pend on t he number of 

seats avai l able for spectators. Th f · e est , va l chairman will ha ve this 

i nforma tion and he shoul d be i n ag reement with t he fi na l de ci sion. 

The bi l l for the tickets shoul d be sent to the festival treasurer 

at t he ti me the orde r is pl aced. The pri nti ng f irm wh i ch is to pri nt 

the program may offer to do nate t he t icke ts . 

Fou r or f i ve bus iness esta blishmen t s shoul d be selected to handle 

the ad vance sal es . Ti ckets shou ld be de li vered to these establishments ;) I 

at l eas t two weeks pr ior to the fest ival and a small lis t of instruc

t ions shou ld accompany t hem. They shou ld be pi cked up the night before 

the festiva l. The Publicity Cha irman should be given t he i nfo rria ti on 

about admissi on pr ices and t he busi nesses wh ich are hand li ng advance 

sales . 

Approx imately t en adu lts shou l d be selected to serve as ticke t 

sal esmen at the festival. It is 1vi se to use t \'10 sh ift s; one frori the 

open ing hours of t he festi va l to the dinne r breaks and anot he r star t ing 

at t he dinner break . A person will also be needed to serve at a pas s 

gat e. He shou ld ha ve a "rubbe r st amp " for the pu rpose of identifyi ng 

b f . · t · band s v, ho are out of un iform (als o thei r chaperones) mem ers o v1s1 1ng 

h ~ been i n attendan ce and wi sh to l eave temporaril y. 
and spectato rs w o ,iave 

. . 11 ed a change box v1ith instruc ti ons that 
Each ticket stat ion w, ne 

,., 



ec1 ch box shou l d he turned over to t he cha i nnan du ring t he a,,,ards 

~ortion of the fe stival. 
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It will be necessary t o have some si gns printed wh ich will i nfor~ 

spe ctato rs who wish to leave and return th at they must l eave by way of 

t he pass gate i n order to receive a re -admittance pass . One si gn ~ay 

be placed i n clear vi e,,, at each t icket off ice and/or ga t e. 

All money from ticket sal es should be tu rned over to t he festival 

treasu rer at the ear li est possi bl e time . The money should be collected 

from t he various ticket stations by the ticket cha irman at least t hree 

ti mes dur ing t he festiva l, and the treasurer should be prepa red to col

lect from the t icke t chairman 1•1i t hin an hou r of each of his "pi ck-ups. 11 

.... ... 

... 
) .. 
j 

) ... 
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APP rnorx A 

Ca rd T I ,ype nvitation 

FROfH PAG E 

-------- MARCHING FESTIVAL 

on Saturday , ____ , 19_ 

in ci ty , state , zi p 

Note : The front page of the invi tation shoul d al so include a few com

r1ents about the community , perhaps i n reference to a spec ial tourist 

attract ion , or to some par t icul ar factor l'lh icl1 would highli gh t com

munity pr ide or ach ievement . 

SECO ID PAGE 

The ________ 11ARCHING FESTIVAL will be he ld in city , 

state , on Saturday , _____ , 19_, for high school bands from 

t he states of , and ---- ------ -------
A. CLASS I FI CATION 

The classification of bands is determined by the number of students 

in the upper grades of your school . Bands may enter in a higher 

class i fi cation than t he enroll ment dict ates , but may not go below. 

The enro ll ment brea kdm·m is as follows: 

Class II AII and over 
Clas s 11 [3 II to 
Class 11 (11 to 
Class 11 011 up to 

(Op tional) Clas s II EII Junior High Schools 

::. 
" 
J1 ... 

. .. ... ... ... 
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8. JUDGii'IG /\rl[) A'. /1'.R.DS 

Band s will be judged on pl aying , ~arch i ng , and general effect , and 

will be rated Super ior , Exce ll ent , Good , or Fair . Appropriate trophies 

will be awarded for each of these ratings and to al l drum majors , 

majorette corps , and color gua rds 1,1ho are rated "Superior . " 

Op tional Paragraph : 

First , second , and thi rd place winners will be chosen in each of 

the class i f icati ons listed above . App ropriate tro phies , in add i tion 

to those a1•!arded for the ratings , wi 11 be a\•1arded to these l'l i nners . 

C. PERFORtWICE REQUI REt EnTS 

The field show i s to be not l ess t han five nor nore than seven 

r1inutes i n duration and should include at least four ninutes of march-

i ng. 

Op tional Paragraph : 

THE PARADE 

The parade i s optional and any routine us ed in front of the 

revie1,1i ng stand must not l ast ov r one ninut e. 

D. l·lEALS 

The 
Club iv ill !lave lunches availa ble for visit-

t f Per person. 
ing bandsmen at a cos O ---

Pleas e indicate on the 

h toprovi dethis r.1eal. 
return form if you ~is us 

E. ACC0 ·11·10DATI0 t1 S 
are (either scarce or plenti

Overni oht accommodations i n ---
\,.,e iiill foniard to you a list 

acce tance, 
ful). Uoon recei pt of your 

t 1 in t he ;r,,medi ate area. 
of availabl e hotel s and nio es 

.. ,, 
:: 

... 

. .. 
'" ... 
.. , ... 
,, 

••' 

"' ... 
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F. SCl!CD UL E 

This schedul e is f 
, 

0 
course , tenta tive and subject to mino r 

changes . Comret it ion v1il1 b · · h 
eg1n wi t the small est classi ficat ion, and 

no hands wi l l be sc hed ul ed out of cl ass if icat ion . 
(Oo, t iona l) 9· 30 AM p . . .. - arade 
(Op tiona l) 12:00 P.M. - Juni or High Schoo l 3ands 

12:30 P.M.-Class "C" and "D" Bands 
6:00 P. M.-Di nner Break 
7:00 P.M.-Cl ass "A" and 11 811 Bands 

10:00 P.M.-Exh i biti on Band and Awards Presenta tion 
G. REG ISTRATION 

The reg istrat i on fee is 
and he lps to defray t he cos t of _, 

j udges , awards , mater i als , etc . 

If you de ci de to part ici pate , t hen pl ease mai l your accept an ce as 

soon as possi ble. It must , however , be postmarked on or before __ 

_, 19 OFFICI AL UNIFORMS MUST BE WORN IN ALL EVENTS OF THE FESTIVAL. 

TH IRD Pl\GE 

We are happy to accept your i nvitati on . 

(P l ease Pri nt ) 

School and /or band 's name, _________________ _ 

City_ _______ --------St ate Zi p Code ___ _ 

Band Di rector( s ) ___________________ _ 

Band Cap ta i n ______________________ _ 

Drum tlajor· _ _ _ ____________________ _ 

He ad Majoret te· _ _____________________ _ 

Co l or Gua rd Capta i ni __________________ _ _ _ 

Princ i pal _______________________ _ _ 

'• ., 
'• ... 

... ... ... ... 

... ... 
'" 
'" 
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C::. une rin tendent 

lumbe r i n band __ 'lumber of Charerones Mumber of Buses 
--- ----

Cl ass i f i ca ti on t hat you will enter 

Til11e of Arrival (\Ii t hi n 30 t'li nutes) 
---------------

'. Jill you pa rtic i r ate in the parade? * (An optional entry in i nvitation) 

'·Jill you 1·:ant us to pro vi de lunches? 
--------------

List yo ur band ' s recent accomplishments -------------

Dicture is enclosed __ , to follow • Check enclosed ------
Check to follow __ Director's hone telephone ________ _ 

School or Cand' s telephone Will you announce your -------
ovm shov1? ----- Di rector I s Si gnature. __________ _ 

Return Ji.dd res s 

F() URTH PAGE 

tlARCl1ING FESTIVAL 

(Street or Box Address) 

(City , State , and Zi p Code) 

'• I~ , ' l 

'• 
l1. ' ... ~ 

Ill I 

.... ... 

l u Ill 
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FI PS T r,r · ◄ ERAL r1cn r:1 G 

•: f1(,i l '!G FE 
_S TIV/\L EXECUTI VF COi~' 'I TT EE 

,\genda 

lr.lcore and call to orde r 

St c1t er1ent of Purpose 

C:1 a rqe to Excell 

txr, lanat i on of Ope rat i ng Procedures 

i . Pu r po se of "St eeri ng C orrm ittee" ivith i ntroductions 

8. Jut li ne of "S uppo rt CofllTi ittees" iv i t h i ntroductions 

Li st ta s ks already completed 

I' . Dat e (ra i n da t e) 

S. Type of Festival 

1 · "\·/i nner" or "Rat ing" ty pe festival 

2. Pa r ade and /or ins pection if applicable 

C. Faci l i t i es to be utilized 

J . Guest of Hono r 

E. Exh i bition Unit 

F. Pl ans for Awa rds 

IV. t s k i:a ch chr1innan to exafll ine his list of responsi bilities and 

Ga teri als and be prepared t o answe r questions about: 

f ... t,1 e nuribe r and ki nds of \'/Or ke rs needed for indivi dual tas ks, 

L. necessary mater i als and suggesti ons about how and 1vhe re 

t h~y can be obta i ned. 

,r r ess upon all present the i mportance of direct ing all bill s 

'I 

I I 

,! t 

.. 
I, 

l. 

.. .. 

'• 
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~a,~ 
1

rn t<; to the fes ti va 1 treasurer . 

1 I . '> ta i n a ddrr, ses and business and home tel erhn ne numbers nf each 

c '• ,1 i r ·,an , ,n,i a nnnu nee the t i me and pl ace of the next meet i ng • 
''II . l'din urn . 

.. 
'• .. 
'• 

,, 



Letter or Instruction 
0 

Particinatin,., , its 

c1tv sta c 

----- - · 
i'ea r '.1 irector : 

I t i s i ndeed a nle~sure o 1 d 
to attend our Festival . We ha 
your convenience an,: r>x-'"'1 ~ ... 
your needs . 

CH/\P[RO,'l[S 

Cnn per ones arc gues ts of 
ticlets in this 11-'Ct 
1.1ho arr lircctlv involve 
chaperones to uc nrc'ldr d 

~ i r l s Jr c s s i n l \'I i 
~O;'S 1•ill d r~ss i 

hf' 
?le 

" 1 
0 

d . 
1 n US 

• r1; . 
C 

,, 
J 
V 

• 
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plan 
~ion for 
r of 

s 

1 fire; t a i ; stat i or. : il 1 1
"' l oca ~" • 

' '11 ~n Ce r·l.v of ~;,c .,tJJilti"l an1 1.1 '" 

end 
--~---:""'"".:-:--=--:'.".:-:-:-:. oc ~ r 

• I . i ll tc nresr.nt ,,t 1 ~- s . • 
t ne sc ;'lOplc . f1o not i1.vc ,u lie 
as this 1,i 11 or.Ty ser c O cxci~c 

l , ... ,1 ce .1 t Insrecti on 1 :il t ,ire · 

I a j ► e } 

d ,... : ,r i ~ 

.. 

. , c; :r- . . i 1 
r, 1i ._ ,. ro ~o 

L 
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ni m1tes nr i or to "Our f. l rl 
i s co,1pl ~te ly se.; t i e nerformance A · h. l . para e from the rest of .th gain ,_ t i s particu l ar event 
The )an · v•ith t i1e hi r; hest . e f~s~1val. (Op tional corment : 
an arp roDriate trophy for ~ ~~re~~ each class1f1cation \•1ill be a11J arded 
1·· ill he chos en in t his caterior~\~~v~~e

1
n
1
tb) and/ or (an outstanding unit 

tro olly ). - - 111 e a1•1a rded a "First Pl ace" 

JUDGES 

3and (Ootional: and Parade) judges are : 

i·1r . 
'1r. 
:1r. 

---------- of ----------- of ----------___________ of 
-----------

Tile drum najor judge is The color guard judge is __________ of _______ _ 
The majo rette judge is of _______ _ 
(Op tiona l) of ______ _ 

Inspection v1 ill be by military personnel from ----------
(Adj u di cat i on forms are be ing enclosed for you r conven ience and infor
mat i on, and it is not necessary for you to return t hem . ) 

'.·'i CALS 

If you have si gned up for mea ls ,ith us , your eating time i s included 
here . ______ • As you can readily understand , we must adhere 
strictly to the schedule. ~e hav taken into consideration your 
arrival ti me , performance ti me, etc., i n selecting this particu lar 
time for you . 

If you have not as yet sent the che ck for these meal s (Price ~--), 
olease send it at you r earli est conveni ence . You may 1vish to br i ng 
~he ckeck with vou when you si gn in, and this is perfectl y ac~eptabl e . 
HovJever , vJe mus·t be certain of you r coITTTi itment as the meals 1n ll 
already be in preoaration. 

PARADE (Optional) 
• · · · th parade you should be i n the starting 

If you are part1c1 patrng ,n e 1. ~t· our "reviewi ng stand" per-
·t · b 3· 30 A ~, Remelilbe r to ,m, Y . . . pas, ion Y · . • '" d t hat there are no classif1cat1ons in the 

for rnance to one minute, a~ ting against each other . 
parade ; i. e . , all ba nds ·11 ll be compe 

PMKI HG . nity and church park i ng l ots 1vhich 
Buses v1ill be parked _i ~ ~ario~\~~~~adium . Your gu i de will ~ave this 
are located in the v1c1n1~Y O divers in locati ng the assigned 
information, and 1,,ill assiS t your r 

pl aces. 
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POLI CPIG 

Please re~i nd your students t 
bl . f ·1· t · 0 sho1-1 th e,· riu , c ac, , , es \'1h i ch are bei n .. r respe ct for t he school and 

keen the area arou nd your b q ut i lized . Al so, pleas e ask t hem to 

RP.TINGS AND A\-IARDS 
uses free of paper and soft dr i nk cont ai ners . 

Again , bands wi ll be rated · S . 
accord i ng t o t hei r degree ;f e~per, or , Ex cell en!, Go~d, and Fai r , 
those bands wh i ch rece ive Super~ell e~ce. Tro ph ies wi ll be awa rded to 
to drum ma j ors , co lor guards , ~r , _xce ll en t , or Go~d rat i ngs ; and 
Superi or . · ' an maJ orette corps l•1h1ch are rat ed 

(Op ti ona l Pa rag raph) 

Fi rst, second , and th i rd pl ace winners i n the parade ,.d 1· 11 
app rop ri ate troph i es . ~ receive 

-or-

The band i n ea~h cl ass i ! i cat i on with t he highest score on inspecti on 
a~d the b~ nd vnth t h~ hi ghest score regardless of cl as sificat ion 
wil l recei ve app ro priate troph i es . 

REG IST R/\TI OI~ or "SI GN IN" 

You 1/i ll 11 si on i n" at ----.------.,.,--,e-T"--.-~-.-- You r gu ide 1·1ill 
be assi gned at t hi s ti me , and any unfi ni shed bus i ness that you may have 
Ni th the reg istrati on commi ttee wi ll be comrleted . 

~ESULTS 

You may pick up you r res ul ts package at --~~~~-- ~--~
immed i ate ly after t he al'Jards have been presented . ~1aili ng of results 
will be done by C.O. D. onl y. 

SEATHIG 

You r au ide will show ou to your seat~ at the ti me you so des ire. 
~ . Y. d area as 1 t may be necessary fo r us to Please s i t , n you r ass1 gne , • 1 . kl du r,·na t he cou rse of the fest1va . contact you qu1c, Y J 

sal e at the gate at the pr i ces of 
Tickets for spectators will be on for students . Tickets are good for 

for adu l ts and __ _ 
~t~:1e_ c_n_t-ire fest i va l . 

above , ,,e are enclos ino severa l maps 
In acd iti on to the i nformation 



62 

an1 fon1s ~o assist you in preparing for and gett i ng to the festival . You ,··ill frnd enclosed: 

1. 
') 
'- . 

3. 
4. 
5. 
6. 

7. 

.'\ nap to gu ide your dr ivers to the 11 si gn i n11 area . 
Ana? of the stad ium and surrounding area . 
r~ schedule of performance ti mes for al 1 bands. 
A list of area hotels, mo tels, and restaurants. 
(Op tional) An infor~ation sheet for inspection. 
Severa l adjudicati on forms i nc l ud i ng : 
a . The band ' s fi el d shm, 
b. Drur, major 
c . Co l or guard 
d . iiajoret t e corp 
e . (Optional) Ins pection 
f. (Op tional) Theparadeshov,. 
(Opti onal) A map of and instruction sheet for the parade 
and "line of 111arch, 11 

19 If we can be of Aga in, the f est i va l da te ris free to cal'1~s at · (day)' 
f rther service, please reel ------ -
u (ni ght ) . or ____ __ _ 

Best \ ishes , and best of l uck , 

•I 
I 

.. ,, 
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/l.PPEND IX D 

Gui de Instruction Sheet 

date _, 1g 

Gu i de Instruc t i on Sheet for ____ ___.:n.!.!:a~m;:.e~o!2.f_~qu~i_£d~e ___ _ 

1. You r band i s the ------------- band from 

___________ ; and the di rector is --------
2. Yo u v1 ill meet your director at the registration desk . Try to 

be t he re at least thirty minutes before he is to arrive . 

l!ote : Ask t he "Reg istration Chairman'' 1·1here his des k is to be located, 

and i ncl ude t hat i nformation here . 

3. Your band 's estimated ti me of arrival is ------
_______ o. e er 

4. Your band' s buses will park in l t (R f 

to t he map in the director's informati on pa ckage.) 

5. If your band is to have l unch 1-1ith us , their eating ti me is 

Gui de t hem to t he cafeteria, and discuss \~ith the director 

uh at i s t o come after the meal is f i ni shed . 

6. Explain to t he director t he rul e for band students and 

chaperones enteri ng and leaving t he stad i um . 

i:o te : Th i s r ul e is t o be esta blished by t he "Stadium Committee" 

cha irman and v1 ill orobably be some t yne of virist stamp ing procedure. 

f i nd out from h; n 11hat the r u 1 e is to be , and include that informati on 

here . 
7. Po ; nt out tile "warm up" a re a t o t he d; rector. (Refer to t he 

riap i n t:1e director ' s i nfo rmat i on package . ) 
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:}. r:xr l ai n v1he re restroom facil ·t· , , es are located . Po int out 

t hose l'Jh i ch are avail ab le both at th h 1 , e sc oo and at the stadium . 

J . Give yo ur director these emergency tel ephone numbe rs: 

Fes t ival Headquarters 

Hos pital 

Po lice 

10 . Present the director's information package to him, and 

examine its contents with him . Do t his at a ti ~e of his choosing, 

and be sure that you are familiar with its contents be fore going over 

them \~i th hi r,1. 

11. Stay v1 ith the director and/or band t hrou ghout t he day, \.,, ith 

the possi ble except ion of the few moments when he i s giving his final 

instructions prior to pe rformance. 

12. Offer to escort yo ur director to t he place where resu l ts 

packages are to be issued , and express your personal thanks to him 

for coming to your festival. ( Refer to t he instruction sheet in his 

package for information on where results packages are to be picked up. ) 

-
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