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Grand Valley State University Music Department

Recital Program Procedures

The Music Department at Grand Valley State University is committed to presenting top-quality concerts and recitals from faculty, students, and guest artists.

1.  For Faculty, Guest Artists, and Ensembles, program information must be submitted three weeks prior to the performance date. The Music Department assumes no responsibility for difficulties incurred as a result of late program submissions.

2. Download the template that is applicable for your concert and enter your program information. To eliminate errors, it is recommended that text be entered into templates, checking for accurate spelling and grammar.

3. Rename the program with your name (JohnSmith.doc) and send to Valerie Stoelzel at stoelzev@gvsu.edu who will prepare a program draft.

4. When a program draft is ready for proofing, the student or faculty member will be emailed.

a.  Faculty programs will be placed in the faculty member’s mailbox.

b.  Student programs will be available in the Music Department office at the student worker’s station.

5.  Program notes and text accompanying songs will no longer be included in the programs. Program notes and text should be distributed separately from the program and should be created and copied by the performer.

6. Ensemble Directors please provide all musician rosters for each program; double checking the spelling of all names. We do not proof these rosters.

7. Once the program draft has been submitted to you, you will have two (2) business days to return the proof with any corrections. If the proof is not returned within two business days, the program will automatically be sent to the Copy Center for proofing.

8. Faculty programs will be placed in your faculty mailbox. 

9. Student programs will be in the Music Department Office.
