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About Mississippi Theatre Association

The Mississippi Theatre Association has been in business under its present structure since the early 70's, but dates back to the mid 50's as the Mississippi Little Theatre Association. The organization serves primarily as a sanctioning organization for the Festival and Convention and the College Theatre Festival under the wider aegis of the Southeastern Theatre Conference , the American Association of Community Theatres and the Kennedy Center American College Theatre Festival. (SETC, AACT and MTA/KC/ACTF as they are more widely known). Each year, community theatres and selected secondary schools meet for a festival of short plays in a juried format, evaluated by judges from out of state, who select one high school and one community theatre presentation to attend the SETC convention. A concurrent children's festival showcases children's productions to elementary schoolchildren in the host community. 
Mission Statement 
The mission of the Mississippi Theatre Association is to foster appreciation of and participation in children's, college, community, high school, professional, and university theatre in Mississippi by: 

· Sponsoring festivals, workshops, and retreats 

· Communicating with members and the public 

· Acting as an advocate to government agencies, business, and the public 

· Recognizing excellence in performance and production 

· Sanctioning representatives to regional festivals 

Membership

Three classes of membership are available in the Mississippi Theatre Association: 

· Student Membership (Available to students regularly enrolled in educational institutions such as high schools, colleges and universities, and professional theatre schools) $10.00 

· Individual Membership $20.00 

· Organizational Membership (Available to active theatre groups, including but not limited to those in high schools, colleges and universities, professional theatres, and community theatres) $50.00 

When you pay your annual dues and become a member of MTA, you will become part of a dynamic state wide organization dedicated to promoting excellence in theatre at all levels. 

Advantages to membership in MTA

· Participation (with payment of registration fees) in the annual MTA convention, a three-day festival of theatrical productions, workshops, and social events 

· Free advertising of your theatre's season on this Web site, including a link to your home page 

Past Presidents

1956 S.E.Wallace, presided at organization
1956 Julia Arnold, Vicksburg

1957 Helen Forte, Greenville

1958 W. M. Whittington, Jr., Greenwood

1959 Stuart McClosky, Vicksburg

1960 Dorothy Brunson, Jackson

1961 Elliot Trimble, Natchez

1962 Bernard Freutel, Vicksburg

1963 James Canizaro, Vicksburg

1964 Leon Kamien, Cleveland 


1965 Robert Cannon, Sardis

1966 Robert Cannon, Sardis

1967 Jimmy Pigford, Meridian

1968 Cowboy Maloney, Jackson

1969 Teresa McGehee, Natchez

1970 Ray Graves, Greenville

1971 James Beebe, Meridian

1972 Jimmy Sistrunk, Brookhaven

1973 Kathryn Lewis, Perkinston

1974 Tom Sawyer, Meridian

1975 Peter Jones, Jackson

1976 Roberta Dilatush, Greenwood

1977 Richard Strahan, Cleveland

1978 Richard Strahan, Cleveland

1979 Ronnie Miller, Meridian

1980 Fred Kinder, Columbus

1982-1983    Blaine Quarnstrom, Hattiesburg



1984-1985    Dominic Cunetto, Starkville

1986-1987    Denise Halbach, Raymond

1988-1989    Chester Delacruz, Biloxi

1990-1991    Richard Strahan, Cleveland

1992-1993    Tim Bixler, Greenville

1994-1995    Larry Mullican, Hattiesburg

1996-1997    Janie Walters, Gulfport

1998-1999    Tamsie West, Water Valley

2000, 2001    Joe Van Dyke, Sardis

2001, 2002   Stephen Cunetto, Starkville

2003, 2004    Tonya Hays, Gulfport

2005, 2006   MJ Etua, Starkville

The Cowboy Maloney Award Recipients

The Cowboy Maloney Award is awarded by the Board of Directors to the individual who has added significantly to the successful operation of MTA through actions that are noteworthy for their positive image, regional recognition, long tenure, program establishment, and/or administrative service, rather than for their personal gain. 

1980
Warren McDaniel

1981
The Sheffields

1983
Dick Strahan

1984
Margaret and Tom Sawyer, Meridian

1985
Ruth Liveakos, Tupelo High School

1986
Charles Lembright

1987
Denise Halbach, 

1988    Kathryn Lewis

1989 
Dominic J. Cunetto, Mississippi State

1994
Blaine Quarnstrom, University of Southern MS

1997
R.B. Hill, University of Southern MS

1998
Hoagan Bramlett, Oxford High School

2000 
Tim and Sonya Bixler, Greenville

2001     Larry Mullican, University of Southern MS

2002    Jerry Bangham

2003    Ronnie Miller, Meridian Community College

2006    Shannon Robert, William Carey College

The Bylaws of Mississippi Theatre Association Inc.

ARTICLE I

This Corporation shall function as the Mississippi affiliate of the Southeastern Theatre Conference, Inc.

ARTICLE II - Dues and Fees

The Board of Directors shall set and publish the dues and convention fees for various classes of membership in accordance with the financial status of the Corporation, and shall review the established dues upon the advice of the Treasurer 

ARTICLE III - Amendment of Bylaws and Charter of Incorporation

Section 1.
The Bylaws may be amended, altered, or rescinded by the Board of Directors, provided that such amendments not be effective until approved by a majority vote at the next annual meeting or convention, or at a special meeting called for that purpose.

Section 2.
Proposed amendments to the Charter of Incorporation may be considered at any annual meeting of members or any special meeting called for that purpose.  To become effective, such amendments require approval by a two- thirds vote.

Section 3.
Proposed changes in these Bylaws and in the Charter of Incorporation; however originated, shall be studied by the Board of Directors.  Proposed amendments approved by the Board of Directors shall be circulated to the active membership at least two (2) weeks prior to the meetings of the membership at which they are to be submitted for approval.

ARTICLE IV - Board of Directors

Section 1.
The affairs of the Corporation shall be managed by a Board of Directors composed of the following:

1. The four elected officers of the Corporation:

a. a president to serve for a term of two (2) years;

b. a vice president to serve for a term of one (1) year;

c. a secretary to serve for a term of one (1) year;

d. a treasurer to serve for a term of one (1) year.

2. The immediate past president to serve a term of two (2) years;

3. The State Representative to the Southeastern Theatre Conference to serve for a term of three (3) years, to be appointed by the President with the approval of the Board of Directors;

4. A Divisional Chairman, to serve for a term of two (2) years, from each of the interest divisions of the Corporation, provided such divisions are currently active, which are Secondary School Theatre Division, College and University Theatre Division, Community Theatre Division, Theatre for Youth, 10-Minute Festival, Secondary Individual Events, Community Theatre Individual Events, Professional Theatre Division, to be appointed by the President with the approval of the Board of Directors.  The Division Chair will be active in the division represented.

5. The Division Vice Chair shall serve as an ex-officio, non-voting member of the Board. 

Section 2.
The Board of Directors shall be the administrative, policymaking and planning body of the Corporation.  It shall be the ultimate authority when the Corporation is not meeting.

ARTICLE V - Executive Committee

The Executive Committee shall consist of the four elected officers of the Corporation and the immediate past president.  The Executive Committee shall act for, and have the power of, the Board of Directors in the interim between Board of Directors meetings, but any action taken under this authority must be reported to the full Board of Directors at its next meeting.  This committee shall meet at the call of the President.  

ARTICLE VI - Duties of Officers

Section 1.
The President shall:

1. Preside at all meetings of the membership;

2. Call and preside at meetings of the Board of Directors and the Executive Committee;

3. Appoint a chairperson for each standing committee and appoint special committees as he deems necessary;

4. Be a member ex officio of all committees except the Nominating Committee;

5. Develop and maintain close contact with other organizations and foundations that might give support to, or require assistance from this Corporation.;

6. Travel, when necessary, representing the Corporation;

7. Perform such other duties as normally pertain to the President of an organization 

Section 2.
The Vice President shall:

1. Perform the duties of the President when designated to do so by the President or when the President is unable to fulfill such duties;

2. Be responsible for securing festival adjudicators.

Section 3.
The Secretary shall:

1. Keep a full and accurate record of the proceedings before the Executive Committee, the Board of Directors, the annual meeting and special membership meetings;

2. Maintain a current file of operations manuals for all ongoing Corporation functions;

3. Perform such other duties as normally pertain to the Secretary of an organization;

4. Maintain and safeguard official documents of the corporation.

Section 4.
The Treasurer shall:

1. Collect and deposit annual dues as set by the Board of Directors;

2. Pay all bills incurred when due;

3. Maintain an suitable program of investment of Corporation funds not needed for current operation and report on same at the annual meeting perform such other duties as normally pertain to the Treasurer of an organization. 

ARTICLE VII - Duties of the SETC Representative

The State Representative to the Southeastern Theatre Conference shall:

1. Provide liaison between the board of Directors of this Corporation and that of the Southeastern Theatre Conference;

2. Promote Mississippi theatre activities on the regional level through publicity and attendance at regional meetings;

3. Report annually to the Corporation through the newsletter the activities of his office during the past year.

ARTICLE VIII - Duties of Divisional Chairpersons

The Divisional Chairmen shall:

1. Furnish leadership for the division they represent;

2. Coordinate such festivals as their division may sponsor;

3. Stimulate and develop interest in their respective areas;

4. File reports of the work of their respective divisions on the dates requested by the Vice President, and to the Executive Director.

5. Report on activities of their respective division at the general membership meeting.

ARTICLE IX - Election of Officers

Section 1.
The Nominating Committee shall present a slate of officers for election at the general membership meeting of each annual convention.  Additional nominations may be accepted from the floor at this time.  Officers shall be elected by a majority vote.

Section 2.
The Board of Directors shall have the authority to fill any vacancy created by death, resignation or disability of any elected officer of the Corporation.  The replacement officer by the Board of Directors shall be supervised by the highest-ranking remaining officer. 

ARTICLE X - Meetings

Section 1.
There shall be an annual convention of members at a time and place fixed by the Board of Directors or by a majority vote at any annual convention. At this convention, an opportunity shall be provided for having a business session for consideration of business by the Corporation, for action on the Board of Directors programs, and for hearing and considering reports of committees.  Members present shall constitute a quorum at a business meeting.

Section 2.
The Board of Directors shall meet at a minimum of two times per year. The President may call other meetings of the Board of Directors whenever he deems necessary; the President must call a meeting of the Board of Directors whenever requested to do so by any three (3) members of the Board of Directors.  A majority of the membership of the Board of Directors shall constitute a quorum. 

ARTICLE XI - Standing Committees

Section 1.
The Bylaws Committee shall consist of a chairman appointed by the President and members selected by the chairman on the approval of the President.  It shall review all proposals for change in the Charter of Incorporation or Bylaws and make recommendations to the Board of Directors.

Section 2.
The Nominating Committee shall consist of a chairman, appointed by the President and members selected by the committee chair on the approval of the President. The duties of the Nominating Committee shall be:

1. Nomination of a candidate for each office for election at the annual convention;

2. Supervision of any honors bestowed in the name of the Corporation.

ARTICLE XII - Central Office

The Board of Directors may appoint an administrative director and/or an executive director and other assistance for operation of a central office with powers and duties established by the board of Directors. 

ARTICLE XIII - Fiscal Management

Section 1.
The Treasurer shall pay accounts.  No other committee, or individual is authorized to pay accounts, promise to pay accounts, or incur liability on behalf of the Corporation without approval of the Board of Directors.

Section 2.
The fiscal year shall begin on July 1 of each year and end on June 30 of the next year. 

Approved by General Membership, January 2003

Mississippi Theatre Association

Duties of the Executive Director

The duties of the Executive Director of the Mississippi Theatre Association shall include:

1. Handling correspondence and business associated with the Mississippi Theatre Association; answering all inquiries for information about the association

2. Promoting the Mississippi Theatre Association by overseeing the publication and distribution of the MTA Newsletter
3. Organizing and maintaining all business files of the association, including officer and festival chair manuals of operations as well as copies of financial reports

4. Maintaining mailing lists and membership data of MTA members and association contacts

5. Seeking funding to support the activities and operation of MTA

6. Organizing all special events and meetings of the Association

7. Assisting the MTA Convention Host in the coordination and running of the annual MTA Convention, including:

a. Organizing, printing and mailing all convention documents, including the convention program

b. Receiving and organizing convention registration materials 

c. Purchasing all needed trophies and awards

d. Serving as the convention contact person for the convention hotel 

e. Assisting the convention host and local arrangements persons with the overall administration of the annual convention

f. Making hotel room reservations and travel arrangements for festival adjudicators and special guests of the convention

g. Working with local businesses and vendors to support the convention

8. Assisting the SETC Auditions Coordinator with general mailings and registration for the annual screening auditions, and as needed on the day of the auditions.

9. Assisting the Mississippi ACTF Chair with general mailings and registration for the Mississippi Festival.

10. Representing Mississippi at the annual SETC Spring and Fall Board Meetings

11. Maintaining and updating the MTA web site

The Executive Director will report directly to the MTA Board of Directors, and shall serve a one-year term from July 1 to July 1. The MTA Board of Directors shall determine the salary for the position. In addition, MTA shall cover travel expenses for the Executive Director for all travel required by the Board. 

Approved by the General Membership on January 19, 2003.
Duties of the President of the Mississippi Theatre Association

1. The President of the organization is responsible for calling and presiding over all MTA Board meetings beginning with the board meeting, which follows the annual convention. Typically, the Board has three meetings annually. The first meeting is held after the annual convention. The president should call a summer board meeting and it is typically located in the same city as the upcoming festival. This provides the board and division chairs an opportunity to review and tour the facilities. The festival coordinator should be invited to this meeting as well.  The third meeting is generally held in the fall to follow up on festival planning.

2. The President should become familiar with the MTA Manual of Operations and see that all of the officers do likewise. All officers should become familiar with the MTA by-laws.

3. Following his/her appointment, the President should appoint committee chairs. This includes all division chairs.

4. The President along with the Executive Director should work together on the application for funding from the Mississippi Arts Commission and other granting sources. Generally, the deadline for this application is March 1.

5. Communication among board members is essential to the survival of the organization. It is the responsibility of the President to keep all board members informed of issues concerning MTA.

6. While the compilation of the newsletter is the responsibility of the Executive Director, the President should ensure that it is distributed at least twice a year.

7. The President should monitor the progress and work of the other board members and the Executive Director.

8. Each year the President needs to determine which board members are willing to continue to serve on the Board. If positions become vacant, the President must appoint a Nominating Committee. Refer to bylaws for exact charge and method of creating the committee.

Other important events that the President should be aware of:

1. The high school regional festivals are held at Mississippi State University and the University of Southern Mississippi. Festival coordinators at these festivals are Jo Durst (MSU) and Drew Southerland (USM).

2. The Mississippi Kennedy Center / American College Theatre Festival (ACTF) is generally held in November at various locations. The College/University representative generally handles arrangements for this festival. The President and other board members should make an attempt to attend this festival.

3. The State SETC Screen Auditions, which are coordinated by the Mississippi State Auditions Coordinator, are held in early January. See the MTA Manual of Operations for details on this festival.

4. The SETC Conventions is held every year during the first week of March. There is a State meeting during SETC for which the President is expected to have an agenda and preside over the meeting. Also, there are Community and Secondary School festivals that take place during SETC to which the President should lend support both before and during the convention.
Generating new ideas and services is something every President may wish to implement. If the President has an idea, which he/she would like to implement, it is important to present it to the Board early in the year so that action can be taken in a timely fashion.

Manual for Operation of College and University Division

Responsibilities and Duties of Mississippi Theatre Association College and University Chair for Kennedy Center American College Theatre Festival

1. Chair assures smooth running of festival by coordinating with host school prior to the festival and during the festival

2. Chair mails or emails festival information and schedules to all Mississippi colleges and universities (unless they have requested to be eliminated from the list – check theatre administration at those institutions regularly to update files). Information packets and schedules are sent to the festival respondents, the KCACTF Regional Chair and the KCACTF Webmaster. 

3. Chair will work with KCACTF Regional Chair to secure respondents for festival.

4. Chair makes travel arrangements and hotel accommodations for festival respondents prior to their arrival – make financial arrangements clear.

5. Chair will set dates for the state festival annually and inform all interested participants of those dates by email or mail.

6. Chair will secure a host school and theatre space for the festival productions, workshops, and responses.

7. Chair will secure a block of rooms at festival rates at a reasonably priced local hotel and provide contact and rate information to all participating and observing schools. A listing of other local hotels and their contact information should be provided.

8. Chair will manage festival funds of $75 (current – may be raised if necessary) for each participating school (paid by each university prior to set deadline) and $100 for each participating school (from the regional office).  Funds are used to pay for respondent travel, meals, hotel accommodations, mailings, certificates and awards, hospitality, and special miscellaneous expenses (paint, gel, rental for festival). Chair will set ticket prices with school host and make arrangements with that host as to how the proceeds will be handled. Box office records will be maintained by state office and sent to Regional office.

9.  Chair will create a schedule of events for festival and mail or email that to each participating director/technical director.

10. Chair will coordinate with host technical director to provide a technical package for festival space which includes: scaled ground plan, section, light plot, instrument schedule and schedule of available circuits/dimmers, technical rider (includes information on all sound and lighting equipment, specs for dressing rooms, loading dock doors, equipment such as cable, gel frames, instruments available for specials, maps of campus and parking information). Chair will make sure each participating school receives the package at least one month prior to the festival.

11. Chair will work with each participating school to set performance times. The scheduled performances should be at 10:00 am (load-in begins at 8:00 am/strike complete by 12:55 pm), 3:00 pm (load-in begins at 1:00 pm/strike complete by 5:55 pm), and 8:00 pm (load-in begins at 6:00 pm/strike complete by 11:55 pm). This may change to a 7:00 am load-in/9:00 am morning performance to fit in workshops (if necessary). House will open ten minutes prior to curtain for each performance.  If special announcements must be made before or after the show, it is the chair’s responsibility to inform the director.

12. Chair will arrange response sessions for each production in a space other than the performing theatre. The sessions will last no longer than 45 minutes each (if the respondents cannot fill the entire time and are struggling, help them to wrap it up). The responses will be at 2:00 pm (for a 10:00 am performance), at 7:00 pm (for a 3:00 performance), and at 9:00 am the following morning (for an 8:00 pm performance).  If the morning curtain time is changed to 9:00 am, the response time will be at 8:00 am.  

13. Chair will make sure respondents have adequate time and a comfortable private space to go over notes prior to a response session.  If time is tight, and the respondents want meals delivered, chair will make those arrangements.

14. Prior to curtain of each show, chair will meet with directors and get two copies of the program and find out the director’s choice for an Irene Ryan nomination (this must be provided before the show begins).  If the director opts to allow the respondents to select all Irene Ryans, that is acceptable.  If any student in the production has an Irene Ryan nomination from another show, find out who they are and make sure the respondents are informed prior to the production.  Get the names and email addresses of ay student designers for design nominations and make sure the respondents know who they are.  Each respondent may nominate one Irene Ryan from each production (a total of three may be chosen – one is the director’s choice). The respondents may choose not to make a nomination, and in special cases, they may decide to nominate more than one (this is rare). If any student designer does not get recommended for the Barbizon design competition by a festival respondent, the state chair and/or a faculty member from the participating school may nominate the student.

15. Chair will coordinate workshops with presenters (after a screening process – if the workshop does not appear to be credible – please submit the description to the regional chair for approval). After workshops and presenters are selected by the chair, the schedules are arranged and coordinated with the host school. Workshop titles and descriptions may be sent to each school in advance and posted in the lobby of the theatre or in the festival program (if one is printed).  Try to use representatives from a number of different institutions.  If the workshop needs to limit participants, provide sign-up sheets at the registration desk.

16. Chair will announce all Irene Ryan and Design nominations to audience at the end of the festival.  If school representatives are not present at the announcements, contact them prior to the regional festival to inform them of their nominations.

17. Chair will email regional KCACTF chair all nominations immediately after the festival. 

18. If regional chair chooses to give chair this responsibility (it changes from chair to chair), then state chair will telephone any school nominated to submit a video tape to the regional selection committee. Any show receiving a recommendation by one respondent may submit a tape.  The respondents may strongly recommend, recommend, or not recommend any production.  Inform people that receiving a recommendation does not mean that they won the festival (and no publicity should go out from a university stating that they won). In the college and university division, there are no winners – it is not a contest. If any school from Mississippi is selected to participate in the regional festival, they represent the entire state with their participation.

19. Chair should announce SETC state screening audition reminders at the state festival or provide time for the auditions coordinator to make such announcements.

20. If any professional theatre or vendor wishes to attend the festival to solicit, recruit, or hire Mississippi students - host school may provide tables. Coordinate details with host.

21. Chair will assist KCACTF Regional Chair in finding respondents for all participating and associate productions throughout the state.  If there are legitimate complaints about a particular respondent, forward those to the regional chair.

22. Chair is to report to Regional Chair and to Kennedy Center when necessary.

23. Reports are to be made to State President and/or MTA Board when requested.

24. Chair is to serve on MTA board until term ends. 

25. Chair is to travel to other state KCACTF festivals when needed to respond to and write responses for other KCACTF participating productions.

26. Chair is to field complaints, problems, and suggestions from the body of college and university participants and forward those to the appropriate office.

General Time-line for Materials

1. Set dates and secure location for next festival by May. Send email to inform faculty of festival dates and location.  If dates and location are secured earlier, inform schools as early as possible. Some institutions may be willing to host, but do not have adequate facilities/staff to host a festival. Schools with adequate facilities are University of Southern Mississippi (deal with them on Continuing Education, box office and Ticket Master issues – it is very expensive to run a festival at USM – ask questions early as there is no contingency fund), MGCCC Jefferson Davis, Mississippi State University, Millsaps College, Mississippi University for Women (space is non-traditional – but that is not a problem for the Kennedy Center- they encourage small space productions as two of their stages are small), and Delta State University.

2. Send initial letter out at the start of the school year. Copies of information should be sent to regional Webmaster to post on the regional site. Make sure that all schools have the site information for http://www.kcact4.org so that they can keep up with all changes and new opportunities on the regional and national levels.

3. Follow up with phone calls. Get a rough idea on participation. Remind people of deadlines – funds and paperwork must be in at least 40 days prior to festival – so that travel arrangements can be made for respondents. 

4. After registration is received (and now everyone can register on-line at http://www.kcact4.org – just have them forward a copy by fax or email so that you will know they are officially registered). If funds are not received prior to festival, production may be pulled from participation – if state chair allows show to participate and that show is recommended, they cannot participate in the regional festival until their funds are received by the Kennedy Center.

5. Make sure all participating schools receive a schedule of events and a copy of the technical rider and plans at least thirty days prior to festival.  If schedule needs to change (and it will), coordinate with all schools the changes will impact prior to making the changes. Reissue the revised schedules. Respondents and Regional Chair will need all schedules.

6. Get all production titles, director, and playwright information for a press release - send to all papers and news/radio stations two weeks prior to state festival.

7. Develop a program or a poster to place in lobby of host theatre – all events should be in this program.

General Festival Rules

1. If possible (and desired), host school may perform first – and if possible, they can perform at night  - which will give them time to strike and store their set and prepare the space for the visiting schools. 

2. All schools must restore the light plot back to its original focus – all specials must be struck.  They must be away from loading dock at least five minutes prior to the next load-in.  If a school runs overtime, the following school will be given additional time by holding curtain. An announcement will be made in the lobby and respondents will be informed about the reason for holding curtain. If a school goes overtime with strike during a night show, the respondents will be informed. Schools are not disqualified for this – it is just seen viewed as poor planning and will reflect negatively on that school.

3. If there are equipment failures, these are certainly taken into consideration.  The respondents realize that such things happen.

4. If a representative from any school is negligent with equipment and causes damage, that school AND NOT THE HOST OR KCACTF will be responsible for the damage.

5. Schools must provide their own insurance. KCACTF will not assume responsibility for insurance matters during a festival.

6. Any school attending the state festival may enter any production during that school year as a Participating Entry (fee is $250 and two respondents will go to campus) – meaning that the show may be considered for participation at the regional festival. If a school does not attend the state festival, then they may enter any production as an Associate Entry (fee is $200 and one respondent will go to campus) – but it will not be considered for participation in the regional festival – those shows can receive two Irene Ryan nominations and Barbizon design nominations. Participating productions can get up to three Irene Ryan nominations.

Prepared by:

Shannon Robert

MTA College and University Chair

January 2003

Mississippi Theatre Association

Manual of Operations of Mississippi State Representative to SETC

State Representative (appointed by MTA president) shall:

1. Provide liaison between the SETC Board of Directors, EXCOM, Mississippi Theatre Association, and theatre organizations (educational, community, and professional) within the state and encourage development of common aims and purposes;

2. Provide leadership through encouraging membership in the state organization and assisting in the formation and strengthening of state theatre groups and organizations;

3. Provide leadership in publicizing state activities by submission of information to Southern Theatre, the Mississippi Theatre Association Newsletter, and other publications;

4. File written reports (may be filed electronically) within the state and to SETC Central Office as requested by the state and SETC leadership;

5. Attend the meetings of the Board within the state organization (as they are scheduled), and attend the fall and spring Board meetings of SETC to represent the state of Mississippi and to ensure that the state’s interests are represented and voiced;

6. Serve as the appointed Mississippi Representative to the SETC Board for a three-year term (SETC Operations Manual, 3/11/98);

7. Annually send a list of new state officers, divisional officers, committee chairs, award recipients, and contest/festival winners at conclusion of annual state convention to the SETC Central Office;

8. Ensure that the state’s annual organizational dues have been paid to SETC in order to protect the state’s voting prerogatives and representative with SETC;

9. Assist the state president in planning the state meeting held during the SETC convention;

10. Meet with the body of State Representatives before the fall and spring Board meetings to discuss common goals, interests, and problems;

11. Orient the next Mississippi State Representative to the operations and procedures of SETC and supply that person with an updated manual of operations;

12. Be a member of SETC and MTA;

13. Serve as the liaison and official host for the representative from the Executive Committee when that person visits the Mississippi state convention;

14. Assists president in arranging transportation and lodging for the Executive Committee member for the state visit;

15. Vote in elections of the SETC and MTA Boards.;

16. Serve on committees as appointed by SETC and state leadership;

17. Assist on grant applications as requested by state leadership.

Prepared by Shannon Robert (source: SETC Manual of Operations)

Mississippi State Representative

January 2003

Manual for Operation of Secondary School Division

Responsibilities and Duties of Secondary School Division Chair:

· The Executive Director will send out letters to secondary school programs encouraging them to participate in the MTA Festival by entering a production OR observing. See sample letter below.

· Chair will communicate with school groups that do not normally participate in the MTA Festival and encourage them to attend the festival. 

· Chair will collect all individual, organizational and other required forms. For those groups competing, Chair will ensure using the Checklist below that all of the required information has been received. This includes all fees and forms. 

· Chair will communicate with host of high school festivals to insure conformity in rules and guidelines set forth by MTA and SETC.

· Chair and/or Vice-chair will attend the high school festivals OR designate an MTA representative to attend festivals.

· Chair and/or Vice-chair or designee will distribute MTA packets to advancing groups at high school regional festivals (MSU, USM). The packets will contain individual forms, organizational forms, and material pertaining to the festival. Packets will be given to person handling registration. 

· The Executive Director will forward all technical questionnaires to the Host Site Technical coordinator. Chair will work with Host Site Technical person to answer any questions posed by the participating theatres. 

· Chair will collect and forward all registration forms and fees to the person handling registration as designated by the Board.

· Chair will work with Host Site in arrangement of facilities

· Chair will work with other Board members in the setting of schedules.

· Chair and /or Vice-Chair will be present and oversee the load-in, rehearsals, and the performances of the secondary competitors. 

· Chair and Vice-Chair will time productions and keep a log to ensure that productions do not go over time.

· Chair will hold a Director’s meeting early in the festival to answer questions and provide directors with an orientation.

· The Vice President will hold an adjudicator’s meeting prior to the first production to give the adjudicators an orientation. The Vice President will use Adjudicator’s Meeting Agenda listed below.

Secondary Division Festival Guidelines

Sponsorship And Purpose

This activity shall be sponsored by the Mississippi Theatre Association in order to stimulate interest and participation in theatre arts in Mississippi and to serve as a showcase and a means of evaluating and improving the theatre standards among all forms of institutions incorporating Secondary School theatre functions; certified public or private high schools, performing arts schools or groups, dual enrollment institutions, home schools or home school groups, and charter schools. This activity will also sanction a high school to advance to compete at the Southeastern Theatre Conference (SETC). 

Membership

1. Membership is open to all institutions incorporating secondary school theatre functions. All participants of the festivals must be members of MTA.

2. Voting rights and other privileges within the division shall be consistent with the current MTA bylaws.
3. A non-performing group which wishes to observe the productions and attend social events and the award ceremony may do so, and shall be referred to as a participating group. A group which brings a production shall be known as a performing group.

Dues and Fee

1. Membership is effective upon payment of dues and fees to MTA and must be renewed annually. Current dues are stated on the registration form. 

2. All participants of the MTA festival must pay a festival fee. The fee includes admission to all productions, social events and the awards ceremony. Observers (guests and observing groups) of the festival may forgo the festival fees and pay daily fees for each performance or event.

3. Fees may be sent with the pre-registration packet or may be paid at the festival site. There is minimal fee for on-site registration/late registration.

 Play Selection

1. A performing group may select from all types of plays - from traditional to avant-garde, from realistic to expressionistic, comedy, tragedy, musical, melodramatic, full-length (cut) or one-act. The play may be a professionally written work, or it may be original.

2. A performing group must secure production rights from the author or publisher and pay any royalty fees. Any group discovered not complying with this provision shall be disqualified from the festival. The MTA officials shall in no way be held responsible for any faults that occur with royalties.

3. The publishing company shall be included as part of the MTA Festival program copy.

4. Because of the difficulties of touring, such as unfamiliar stage, the host 
technical crew, minimal rehearsal time and potentially long distance travel, participating groups should consider the technical aspects of performing “on the road” when choosing a selection. It should be noted that a blank stage or a complex set could be equally effective, if appropriate to the material attempted. Technical competence is to be given consideration as to its effectiveness as an integral part of the total production experience.

Performance Rules And Regulations

1. Each performing group will be given a designated storage area. The dimensions of the area shall be ten square feet by ten square feet (10’X10’). These measurements may be slightly altered, depending on the available areas of the facilities.

2. Performing groups will be allotted load-in and load-out times. A thirty (30) minute load-in/rehearsal time will be assigned prior to a performance block. Each group will have thirty minutes to load-out following the performance block. Times may be altered or changed at the discretion of the festival or division chairperson if unforeseen or extenuating circumstances arise during the course of the load-in or load-out.

3. When make-up and dressing facilities are available, performing groups 
will have access to the rooms/areas one hour prior to performance time. Personal items must be removed from these rooms/areas immediately following the critiques.

4. A performing group may hold the stage for no more than forty-five (45) minutes, bare stage to bare stage. This time allotment is for the setting the stage, performing the play, and striking. The forty-five minute time will begin when all materials are in the designated storage area and the cast and crew are in the designated stand-by areas. Time will end when all materials are returned to the designated storage area and the cast and crew have returned to the designated stand-by areas. If any group exceeds the forty-five (45) minute time allotment, the production will not be considered for the Dominic Cunetto Award for Best Production. The time clock may be stopped at the discretion of the festival chair if unforeseen and/or extenuating circumstances arise during the course of the set-up, performance, and strike of the play.
5. Each performing group will be provided, if possible, a floor plan showing the size and arrangement of the stage prior to MTA Festival. 
6. Performing groups must provide all technical materials such as set, make-up, costumes, hand and furniture properties, and special sound effects, including all sound equipment. Stage crews will be furnished through local arrangements. Crews will work with the directors, cast and crew of each show in facilitating the performance. Each performing group is responsible for setting, striking, and clearing the performance area running all aspects of their show.

7. Special lighting effects are allowed within the limitations of the place of performance and equipment provided by MTA. Any special lighting needs must be supplied by the performing group and placed within specified time allotment.

Adjudication And Critique

1. Three critic respondents shall be used to adjudicate the Secondary Division Festival.

2. A respondent’s critiques will take place in the auditorium immediately after each production. The respondents will share fifteen (15) minutes of oral responses for each performance. The critiques will be open to the audience.

3. Plays are to be judged on the overall production, the major elements of 
which are ACTING and DIRECTING. The choice of material is to be as unlimited as possible. To overcome the seeming difficulty of comparing musicals, revues, avant-garde, “controversial” and dramatic material, entries should be judged on how fully ALL production values and criteria below are realized.


d.
Among the criteria to be considered are:



i.
Is the acting believable?



ii.
Is the acting technically skillful?



iii.
Are the characters well interpreted?



iv.
Does the company display ensemble work?



v.
Is the material appropriate for the company?



vi.
Is the concept appropriate for the material?



vii.
How well is the concept realized by the company?



viii.
Do the actors display effective timing?



ix.
How well has the structure of the play been controlled?



x.
How effective are movement and stage pictures?



xi.
Is the play well paced?



xii.
Do the technical elements support the overall production?



xiii.
How was the total impact?

Awards

1. The following awards will be given by MTA:



i.
The Dominic Cunetto Award for Best Production



ii.
Runner-up Best Play



iii.
Best Director



iv.
Best Actor



v.
Best Actress



vi.
Best Supporting Actor



vii.
Best Supporting Actress



viii.
Best Costume Design



ix.
Best Scenic Design



x.
Overall Technical Excellence



xi.
All Star Cast



Any other special awards suggested by the respondents or by a specific 
donor.

2. Each participating group shall receive a participation certificate.

General Information

1. All expenses of travel, board, lodging, and royalties on plays shall be the sole responsibility of the participating group and /or its contestants.

2. The order of performances is determined by random draw. Any change in the order of performance after the draw is made shall be made only by the 
agreement of the performing groups desiring to change the order and shall be allowed only upon timely notice to the division chair and the festival chair.

3. Directors and /or sponsors from performing groups are expected to attend the mandatory briefing sessions concerning the festival.

4. All participating students must sign the Code of Conduct for MTA Youth form. Directors and /or sponsors must submit the signed second page with the registration forms, membership fees, and festival fees.

5. Each performing group must complete and return an MTA Festival Technical Questionnaire. Failure to do so may results in a lack of adequate technical support and assistance.

6. If, in the case of unforeseen circumstances, a performing group must withdraw before or during the festival, notification to the division chairperson and the festival chairperson must be immediate.
7. Immediately after the awards ceremony, the advancing group shall meet with the division chairperson and the SETC representative. If, in the case of unforeseen circumstances, an advancing group must withdraw, notification to the division chairperson, the SETC representative, and the Executive Director must be immediate.
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This must be the one person who can speak for the company. This person must also serve in this capacity at the festival(s).


Contact Person___________________________________________________________________________


Mailing Address___________________________________________________________________________

City____________________________________________   State_____________  Zip Code_____________

Telephone (home)_____________________________  Telephone (office) ____________________________

Fax___________________________________  E-mail Address_____________________________________
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Production Name____________________________________________________________________________

Estimated Set Up Time___________   Estimated Run Time_____________  Estimated Strike Time___________

Number of headsets needed and their location_____________________________________________________

Dressing Room Requirements            Male_________________________    Female_______________________


Please feel free to attach any documents that could be helpful

Lighting Needs  -- Refer to the list of available lighting on the “Host Site Technical Information Sheet”. Please 

detail any specials you intend to use including instrument type, preferred hang location, approximate focus location and whether you will be providing all needed for the special. Please list any equipment you plan to bring on the reverse side under a heading  “Special Equipment and/or Needs.”




Followspot needed?    Yes_____   No_____

Sound Needs  -- Refer to the list of available sound equipment on the “Host Site Technical Information

Sheet”.  List any any sound equipment you plan to bring on the reverse side under a heading of “Special 

Equipment and/or Needs.”


After reviewing the “Host Site Technical Information Sheet”, please indicate below if you feel “host” assistance will 

be needed for operation of any of the available equipment. 

Dimmer Board   Yes_____   No_____Follow Spot  Yes_____   No_____    Sound Board      Yes_____   No_____

Mississippi Theatre Association

Annual Festival

Individual Registration Form

Use a separate form for each person registering, include all students, actors, technicians, etc.

Duplicate as necessary
Name: __________________________________________________________
Permanent Address: _______________________________________________ 
City: _____________________ State:_________ Zip:_______________ 

E-Mail Address: ______________________________Phone:_______________

Theatre or School Affiliation: _____________________________________________

Indicate 1st and 2nd divisional choice:

	___________ 
	Secondary School Theatre 
	
	___________ 
	Professional Theatre

	___________ 
	College/University Theatre 
	
	___________ 
	Children's Theatre

	___________ 
	Community Theatre 
	
	___________ 
	Other

	
	
	
	
	


	1.
	
	Everyone participating in the festival must be a current member of MTA. Please pay individual dues at this time. 
___Individual: $10.00   ___College Student: $5.00   ___High School Student: $5.00 
	
	$__________

	 
	
	
	
	

	2.
	
	Everyone participating in the festival must enter the festival by paying a festival fee. Festival fee includes the following: free admission to 12 productions, social function on Friday and Saturday nights, continental breakfast and the awards ceremony.
(Add $5.00 for On Site registration / Late registration): 
___Individual: $20.00   ___College Student: $15.00   ___High School Student: $15.00 
	
	$__________

	 
	
	
	
	

	3.
	
	Please indicate below if you wish to purchase a T-Shirt. T-Shirts must be pre-paid. 
T-Shirt $10.00   Quantity:_______   Size: (L, XL, XXL)______ 
	
	$__________

	 
	
	
	
	

	Total Amount Due (Total of Lines 1-3) 
	
	$__________


Please make check payable to MTA Festival, and mail this form along with the check to: 

MTA Festival




For More Information Contact:
MJ Etua





MJ Etua

MTA Secondary Division



MjMEtua@yahoo.com

206 Ivy Ave.





662.773.2257
Louisville, MS  39339


Secondary Division

Organizational Pre-Registration Form

(You must submit this form and your organizational festival fees by December 15
to be eligible to enter this years festival.)
Theatre Name:_______________________________________________________________

Mailing Address:_____________________________________________________________

City: 
                                                   State                      Zip

Theatre Phone: ____________   Theatre Website:_____________________________________

Production Director:_____________ Director’s Daytime Phone: _________________________    

Director’s Evening Phone:_______________      Director’s E-Mail  Address:______________________

Director’s Mailing Address:_________________________ City:_____________ State:_____Zip:_______

Approximate Number of People in Cast and Crew? ______

Please supply the following information about your production:

Title of Presentation:________________________________________________________________

Author:________________________   Publisher/Royalty Agent:_______________________

1.
If your production must be edited to conform to festival production length requirements, you must obtain written permission from the publisher/royalty agent to perform in the festival.  Attach proof of permission to this form.

2.
In order to perform in the festival you must attach a copy of the paid royalty to this form.

Organizational Registration Fees Include:





MTA Annual Dues



$25.00





MTA Festival Registration


$25.00



Total Due for Organizational Fees:
       


$50.00


Please make check payable to MTA Festival 2003. Mail the check along with this form to:

	MJ Etua
MTA Secondary Division

206 Ivy Ave.
Louisville, MS  39339
	Direct inquiries to

         MJ Etua

         MjMEtua@yahoo.com                          

         Phone 662-773-2257


Festival Adjudicator’s Meeting

(To be used by both secondary and community theatre divisions.)

· Provide copy of the Program and review it with them.

· Introduce them to the person who will be their escort. The escort will stay with them all day and make sure they are where they are suppose to be.

· Introduce them to the Festival Coordinators and other MTA Board Members.

· Let them know that we will try to go to lunches/dinners as a group IF they are interested. They don’t have to do this but would like to entertain them for meals when possible.

· Show them the Adjudicators Room / Restooms, etc.

· Let them decide where they want to sit in the auditorium

· Find out if they have any special requests or needs while they are with us.

· Provide them with a copy of the Guidelines for Adjudication. 

· Provide them with a list of Awards that will be given.

· Provide them with their clipboard, notepad, pen and light pen.

· Provide them a copy of the Adjudicator Festival Evaluation form.

· Provide them with a copy of the Adjudicator’s Ballot sheet

· Review the procedure following a production – 

· High school: all three adjudicators share a 15-minute response. The adjudicators will rotate the order in which they speak. 

· Community:    the adjudicators cannot listen to each other’s response. The escort will let them know when they are ready for the next adjudicators. Each adjudicator gets 5 minutes to respond to the production.  The adjudicators will rotate the order in which they speak. 

· Explain to them about their receipts:

· The Executive Director must receive all receipts before they leave on Sunday.  MTA will pay for their room upon checkout.  They do not need to pay any of these fees. 

· Ask them to provide us with all receipts as soon as the festival is over. This includes travel and food receipts.  

· As for mileage, MTA can calculate that based on the State of Mississippi handbook.  If the adjudicators have any other expenses, they should turn those receipts in as well. 

· There will be an informal "social" Friday and Saturday night after the last production.  Invite them to join us for the party.  

· Reinforce the fact that adjudicators should not discuss any production within their group or with anyone else before the awards ceremony.

· Ask for questions

Guidelines for Adjudication

Three out‑of‑state adjudicators will judge community theatre entries.

Judges will adhere to the following criteria:

1.
Plays are to be judged on the overall production-- the major elements of which are ACTING and DIRECTING. The choice of material is to be as unlimited as possible. To overcome the seeming difficulty of comparing musicals, revues, avant garde, “controversial” and dramatic material, entries should be judged on how fully ALL production values and criteria below are realized. Because of the difficulties of touring, such as an unfamiliar stage, the host technical crew, minimal rehearsal time and potentially long distance travel, participating groups should consider the technical aspects of performing "on the road" when choosing a selection. It should be noted that a blank stage or a complex set can be equally effective, if appropriate to the material attempted. Technical competence is to be given consideration as to its effectiveness as an integral part of the total production experience

2.
Among the criteria to be considered are:

a.
Is the acting believable?

b.
Is the acting technically skillful?

            
3.
Are the characters well interpreted?

d.
Does the company display ensemble work?



e.
Is the material appropriate for the company?



f.
Is the concept appropriate for the material?



g.
How well is the concept realized by the company?



h.
Do the actors display effective timing?



i.
How well has the structure of the play been controlled?



j.
How effective are movement and stage pictures?



k.
Is the play well paced?

           
4.
Do the technical elements support the overall production?



m.
How effective was the total impact?

Awards Presented During MTA

All Star Cast (10 members)

Include Actor Name and Production

	
	

	
	

	
	

	
	

	
	


Best Actor_____________________________________________________________________________

Best Actress___________________________________________________________________________
Best Supporting Actor___________________________________________________________________

Best Supporting Actress_________________________________________________________________

Best Costume Design____________________________________________________________________

Best Scenic Design______________________________________________________________________

Overall Technical Excellence_____________________________________________________________

Best Director___________________________________________________________________________

Runner – Up Best Production_____________________________________________________________

Best Production_________________________________________________________________________
Director’s Meeting Information

The following people should attend the Director’s Meeting:

· Division Chair and Co-Chair

· The Director/Sponsor or one person designated by the Director/Sponsor from each school or theatre in the performance block

· Host Technical Advisor

· Local Technical Personnel

· Time Keepers

Items to be Covered During Meeting

· Introduction of Participants

· Introduction of Technical Personnel

· Explanation of duties

· Explanation of technical capabilities

· Collect three copies of their programs for adjudicators. (Chairs need to provide adjudicators copy of program prior to the production.)

· Confirm familiarity with guidelines

· Confirm method of timekeeping

· Explanation and tour of physical production space

· Review 10 x 10 blocks

· Review Load-In areas

· Tour dressing rooms and restrooms

·  Confirm that all of the required materials have been received prior to production beginning.

Explain to the director/sponsor/representative about the awards ceremony and encourage participation in the Workshops AND Divisional Meetings.

We are going to administer a survey, which we want the directors to complete. Please explain that this will assist us with planning future festivals and encourage them to complete the forms following the festival.

Questions / Answers

Secondary Check List

_______
Organizational Registration Form

_______
Proof of paid royalties

_______
Permission to Cut

________
T-Shirt Count

________
Paid Festival Fees $70.00

________
Paid Individual Registration Fees

________
Technical Questionnaire

________
Individual Registration Form

_______
Data Entered into Database

_______             Consent Forms / Drug Forms

Secondary Letter to Regional Winners
Example of Congratulatory letter:




(logo)

(name)

Chairperson of the Secondary Division

Mississippi Theatre Association

Congratulations!

You are on your way to MTA, (date). This year’s festival is sponsored by (host theatre/organization; location)

The advancing school from MTA will represent Mississippi at the SETC convention in (location) on (date).

This is your MTA Secondary Division packet. It includes:

· High school festival guidelines

· An organizational registration form (make additional copies)

· An individual registration form (make additional copies)

· MTA Festival Technical Questionnaire form

· Alcohol and Other Drug Policy form

· Consent Form Agreement - Student code of Conduct form

· Information concerning host theatre/organization

· Hotel contact information

The deadline for submission of production registration information is (date)

The information must be sent directly to me at the following addresses:

(Chairperson contact information: name, addresses, and email)

Congratulations again and can’t wait to see you there!

Copy as needed.

One for each student


Code Of Conduct For MTA Youth
Knowing that any organization is judged largely by the behavior of its individual members, we who attend the Mississippi Theatre Association Convention agree that registering at the State Convention constitutes our subscribing to the following rules, which comprise the Code of Conduct.
Rule 1:
Each Sponsor is responsible for each and every one of his/her students.  Therefore, students must keep their sponsor informed of their whereabouts at all times.

Rule 2:
Members registered at the convention should be present for all scheduled meetings and on time.

Rule 3:
Curfew is promptly at midnight unless the Convention Chair announces otherwise.  This means in your own room and respectfully quiet.

Rule 4:
Members may visit other members' rooms only with the Sponsor's knowledge and approval.

Rule 5:
No Alcohol and/or other drug, in any form, shall be possessed by any minor at this state convention.

Rule 6:
All registered members are expected to wear official name badges at all times.

Rule 7:
Each registered member is expected to display and exert leadership qualities in a responsible manner, which will lead to the organized success of this Convention.  Members should conduct themselves in such a manner that their actions will reflect favorably on their school and community and all of those responsible for providing the student with this educational opportunity.

This is a two page Document

Read and sign second page:

One form for each student also signed by sponsor
MTA Alcohol And Other Drug Policy For Minors
No student attending any Mississippi Theatre Association activity shall be permitted to carry on his/her person or in any other manner have in his/her possession, in any way, or be under the influence of alcohol and/or other drugs.  The provisions of this policy shall not apply to any student who is under the care of a licensed physician and who is taking medication which is under the supervision and direction of such physician.

This policy is for the sole and exclusive protection of the students of this association and their general welfare, and nothing herein shall be construed to avoid any prosecution under applicable criminal statute.  The MTA may report any violation of this policy to the student's school sponsor, parents, school principal, district superintendent and also to the proper law enforcement officials.

CONSENT FORM AGREEMENT
STUDENT CODE OF CONDUCT
I agree that any violation of the rules that I have been provided may subject our school to being sent home and all honors and awards forfeited.  Serious misconduct on our part may be reported to our Superintendent, Principal, and our Parents, who would then be advised that we are barred from participating in future Mississippi Theatre Association Conventions.

I have read the MTA Convention Code of Conduct and agree to abide by its rules and all rules made by the convention officials and my sponsor.  I understand that any violation may result in my being removed from the convention.  I also understand that misconduct may be reported to the school officials and disciplinary action may result.

_______________




_______________________________


DATE





MTA Student Signature








__________________________








Sponsor Signature
 Duties of Chairperson or Co-Chair for 10-Minute Festival

· Chair or Co-Chair will collect all individual, organizational, and other required forms

· Chair or Co-Chair will ensure using the checklist that all required information has been received

· Chair or Co-Chair will compile packets to be distributed to competing groups at registration

Volunteers For 10-Minute Festival - (10 people will be needed)

· Persons to conduct meetings (Friday, 10-11 P.M.)

· Writer

· Director

· Stage manager/tech

· 1 timekeeper (Saturday, 7-10:30 P.M.)

· 2-3 people to supervise writers (Friday, 11 P.M.- Saturday, 1 A.M.)

· 2-3 people to make copies and collate (Saturday 8 or 9 A.M.)

· 2-3 people to run errands during the day

Sponsors from each group will sign up to supervise rehearsal times 

· 10-Minute Play Festival Guidelines

Sponsorship and Purpose
The 10-Minute Play Festival has been organized to give students the opportunity to explore different aspects of the theatre process. The festival allows acting and non-acting students opportunities to express and 
challenge their artistic abilities, and hone their skills.

This activity shall be sponsored by the Secondary School Division of the Mississippi Theatre Association in order to stimulate interest and participation in theatre arts within the Division, and to serve as a showcase and a means of evaluating and improving secondary school theatre functions among all forms of institutions.

Rules and Regulations

1. The 10-Minute Play Festival is open to any organization incorporating  
secondary school theatre functions in the state of Mississippi. This includes public and private high schools, performing arts schools or groups, dual enrollment institutions, charter schools, and home school groups.

2. A sponsor must accompany each group. 

3. Each group and each participant must be a member of MTA. 

4. The 10-Minute Play Festival adheres to all rules and regulations set forth by MTA.

Membership

Membership is open to all institutions incorporating secondary school theatre functions. Membership is effective upon payment of dues and fees

Dues and Fee
1. Membership is effective upon payment of dues and fees to MTA and must be renewed annually. Current dues are stated on the registration form. 

2. All participants of the MTA festival must pay a festival fee. The fee includes admission to all productions, social events and the awards ceremony. Observers (guests and observing groups) of the festival may forgo the festival fees and pay daily fees for each performance or event.

3. Fees may be sent with the pre-registration packet or may be paid at the festival site. There is minimal fee for on-site registration/late registration.

Procedures 

1. The festival will take place over the course of approximately 27 hours; 

Example:    
4:00 P.M. – 10:00 P.M. Friday and 9 A.M. - 9:00 P.M. Saturday

and will be contained in one location. 

2. Eight schools or groups will be chosen to each submit six students to participate in the 10-Minute Play Festival for a total of eight performing groups.

3. Each group will send the following:




1 writer 




1 director




1 stage manager




3 actors

Total number of participants: 48 high school students

1. Each play group will be composed of students from different participating groups.  

2. Sponsor must be available for supervision of groups and other duties assigned by the division chair.

Duties

Writers 

· will have not less than two hours but no more than three hours to write a ten minute, three character play

· writers will choose first if they will write a comedy or a drama.  The participants will then write topics on cards and the playwrights will pick a topic from a hat to write on.  They must be mindful of appropriateness of subject matter and language

· may not submit previously written or previously produced  material 


· may use electronic paraphernalia (i.e. laptops...etc.)

· will have no input during the production aspect of the play

Directors 


· will choose plays by random draw

· will cast from acting pool

· may not cut scripts or make significant changes (except in the case of gender due to the availability of actors) without the approval of the playwright 

Stage Manager 

· will assist director

· will act as technical director


· will act as stage manager

Actors



· will audition immediately after the opening meeting

· must present a 30-45 second monologue of his or her choice

· may not be cast in more than one show

Play Assignments

1. Plays will be assigned randomly.

2. Each play will be assigned a number. The directors will then draw numbers. The play corresponding with the chosen number is the play each director will direct. 

3. Casting must be done from the pool of actors participating in the in the 10-Minute Festival portion of MTA.

4. The directors of each playgroup will determine rehearsal schedules outside the performance area and breaks.

5. A floor plan of the performance area will be distributed to the directors and stage manager when scripts are distributed.

6. The festival will supply general furnishing, lighting and a sound system. However, these aspects may be limited. Each group registered should bring six (6) costumes or costumes pieces and six (6) props. The more random and zany the better. The festival site will provide chairs, a table, a couch, general furnishing, lighting and a sound system. 

7. Each playgroup will have forty-five (45) minutes in the performance area.

Performances

1. All playgroups must be in the designated holding area one (1) hour before performance time. All participants may watch the other shows but must be in the designated green room area thirty (30) minutes before their groups’ performance time.

2. Performances begin at the time designated by the division chair. Each playgroup has 15 minutes for setup, performance and strike. A play going over time will not be considered for the Outstanding Play Recognition award. The time clock may be stopped for extenuating circumstances at the discretion of the division or festival chairs.

Adjudication and Critiques

Two respondents, selected by the festival chair and the Vice President, and knowledgeable in the field of dramatic production, shall share a five (5) minute oral critique following each performance. Critiques shall be open to the audience.

Among the criteria to be considered:

Writing

Are the characters well defined?




Does the dialogue reflect thoughtfulness?





Is the material appropriate for the group?




Is the material worthy of the time and effort?


Directing
Is the concept appropriate for the material?





How well has the structure of the play been controlled?




How effective are movement and stage pictures?




Was attention given to pacing, tempo, variety, and subtle nuances?

Acting

Is the acting believable?




Is the acting technically skillful?




Are the characters well interpreted?

Technical
Do the technical elements support the production?




Set  
 Props




Sound (if applicable)      Lighting 




Costuming

 Make-up





Efficiency of set up and strike.


Overall Production
Does the company display ensemble work?





How well is the concept realized by the group?






How effective was the total impact?

Awards

The following awards will be given by MTA at the awards ceremony for both comedy and drama divisions:

 

1 – Best Actor

 

1 – Best Actress

 

3 or more – All-Star Cast

 

1 – Best Ensemble



1 – Best Directing



1 – Best in Technical Excellence

 

1 – Best in Play - certificates or medals awarded to all group members



Other awards may be given at the discretion of the respondents.



Each school will receive a Certificate of Participation, with a list of the 
participating students.

10-Minute Festival Meeting Information

The following people should attend the 10-Minute Play Festival meeting:

· Division Chair and Co-Chair 

· All participants

· Host Technical Advisor 

· Volunteer Personnel 

· Time Keeper

Items to be covered:

· Introduction of participating groups

· Introduction of personnel


· Explanation of duties

· Explanation of technical capabilities

· Explanation of schedule

· Confirm method of timekeeping

· Explanation of facilities

· Point out rehearsal and performance areas

· Confirm all required materials have been received

Questions and Answers 

Manual for Operation of Community Theatre Division

Responsibilities and Duties of Community Theatre Division Chair:

Duties

· The Executive Director will send out letters to community theatre’ encouraging them to participate in the MTA Festival by entering a production OR observing. See sample letter below.

· Chair will communicate with theatres that do not normally participate in the MTA Festival and encourage them to attend the festival.

· Chair will collect all individual, organizational and other required forms. For those theatres competing, Chair will ensure using the Checklist below that all of the required information has been received. This includes all fees, forms and scripts. 

· Chair will send copies of individual and organizational forms to person handling registration. 

· The Executive Director will send all technical questionnaires to the Host Site Technical coordinator and the Chairman will answer questions that may arise between host site and theatres participating in festival.

· Chair will work with Host Site Technical person to answer any questions posed by the participating theatres.

· The Executive Director will collect and then mail scripts to the adjudicators prior to the festival.

· During an AACT Fest Year, the Executive Director will need to find out the name of the AACT Fest Representative that will attend the State Festival. This individual will need to have the hotel accommodation information and may need assistance making travel arrangements. According to Tim Bixler in January 2003, AACT pays for the travel of the AACT representative attending the festival. MTA only pays for their MTA registration.

· The Vice President will be responsible for holding an Adjudicator’s meeting prior to the first production.

· The Chair is responsible for holding a Director’s meeting. Sample agenda for both meetings can be found below. 

· Chair will be responsible for holding a divisional meeting during the festival. Time to be set by festival coordinator. 

· Chair will be responsible for distributing division awards during Awards Ceremony.

· Chair will be responsible for reporting at the General Business Meeting items discussed during divisional meeting.

General Information

· AACT fee is assessed for AACT Festival years only (years ending in an odd number)

· AACT Fee is waived for any theatre that is an organizational member of AACT.

· Once MTA collects AACT fee, the Executive Director should instruct MTA Treasurer to send AACT appropriate amount of money.

· Prior to sending out information to the Community Theatre’s, the Executive Director will check with AACT to find out the current AACT fees that should be assessed. 

· The Executive Director will clearly state that a community theatre that is already a member of AACT does not need to pay the AACT fee during an ACTFEST year.

· The Executive Director will communicate with AACT regarding theatres that are participating in the festival. AACT provides certificates to those participating. The Chair will need provide AACT with the necessary information to complete these forms.

· Chair will have to provide AACT with the following information:

· List of theatres participating in the festival

· Names of Adjudicators along with their bio, contact information (including mailing address, phone number and email address)

AACT Information:  Julie Angelo will send an AACT Fest Form packet to the Executive Director that includes all deadlines and forms that need to be filled out and sent to her. Her contact info is listed below:

Julie Angelo, Executive Director, AACT
8402 BriarWood Circle
Lago Vista, TX 78645
1.866.OURAACT  Fax 1.512.267.0712
email:  info@aact.org   web site:  http://www.aact.org 
Community Theatre Festival Rules/Guidelines

Who May Enter 
1. Any amateur community theatre company
 is eligible to participate if it meets the following criteria: 
a. Has been organized
 in its state for at least one year prior to their state festival and has produced at least two (2) shows prior to their state entry; and

b. It has a decision‑making Board from their community; or, in the case of a community theatre, which is run by city/county recreational departments, 

c. It has an advisory board from their community. A community theatre connected with a university, college, or military theatre must have a governing board from the community.

Not Permitted To Perform

1. Actors that are active members of Actors Equity and receive more than one quarter of their annual income from work as actors.

2. Persons who receive more than half their annual income from work as actors.

3. The National host theatre or any group affiliated therewith.

4. Once a play is in rehearsal for the state festival competition, actors and technicians may not be paid, directly or indirectly, to rehearse or perform in that production. This does not preclude members of the “production staff", such as directors, designers, costumers, technical directors, etc. from receiving normal remuneration so long as no part is paid specifically for their “hands on” production efforts. Musicians who only provide accompaniment for a production, and do not perform, directly or indirectly, are exempt from this requirement (i.e. they may be paid).

What May Be Presented

1. Productions entered in a Festival may be a cutting of a full-length play or musical, a one‑act play, or any other performance of a theatrical nature which are subject to additional rules listed in Section C, below.

2. The total length of each individual production, including Introductions and time lapses between scenes, may not exceed 60 minutes.

a. If a performing company elects to have a curtain call, it must be included within the 60 minutes performance time. In addition, each production is allowed a maximum of 10 minutes set‑up time and 10 minutes strike time. However, if a set‑up and/or strike is intended to set mood, establish character, or entertain the audience in any way, this time will be considered a part of the 60 minutes performance time. (Any lighting change; sound, whether recorded or live; movement {other than to a preset position on-stage} etc., will begin the 60 minutes. Similarly, only the complete cessation of such will complete this timing period.)

(CAUTION: DON'T PRESS YOUR LUCK. IT IS FOOLISH TO ENTER MATERIAL THAT MAY REQUIRE MORE THAN 55 MINUTES. REMEMBER TO CONSIDER HOLDING FOR AUDIENCE RESPONSE)
b. The “Production Process” (Set-up/Production/Strike) should continue without significant delay until complete, however the individual production must “hold” for any unused set-up time.

c. Should a production exceed any time limits, the performance will not be stopped. Neither adjudicators nor the performing group will be informed of the “overtime”. Productions exceeding any of the established time limits will be ineligible for selection as the winning production 

3. The winning production at MTA must be performed in the same form at Regional and National levels. No actor, production staff, or technicians may be substituted, nor may material be added or withdrawn without written consent from the Festival Commission Chair. For personnel change, request must be because of relocation, disability or similar hardship and must be legitimate, not for purposes of changing the show. Adjustments in staging may be made to allow for differences in stage facilities.

Other Production Rules

1. Any announcements or introductions must be made prior to set‑up or after strike; the overall continuity of production must not be interrupted.

2. Once production has begun, the house must be closed, but should remain open during set‑up and strike.

3. Once in progress, a production may not be stopped or interrupted except for reasons of:

a. Public Safety - such as electrical outages, weather alert (tornado, flood, etc.) Or other “Acts of God”; or

b. Problems with Host Facility - such as equipment malfunction, working from wrong cue-book or disk, etc., which are temporary in nature and particularly affect the overall quality of the production.

Only the Host Facility Coordinator (This may be the Festival Chair) may determine and declare a Public Safety Problem. The designated representative of the production company may also declare a problem with the Host Facility.  In such a case, the Festival Representative will immediately investigate the seriousness of the problem and its likely impact on the production. If this declaration is denied, the production will be tallied last, similar to going “over” time. In any case, the production may begin again from the point of interruption or the beginning, at the choice of the production’s representative (subject to local conditions & time restraints.) (NOTE: Problems with the Host Facility should be invoked in only the most outrageous of circumstances. A missed lighting cue, noisy audience member, etc., are not grounds to declare a problem. 

Requirement To Participate


Before performing at the MTA Festival each participating theatre is required to submit to the Community Division Chair:

1. Proof of permission from leasing agent and/or author to perform the play of its choice as it will be performed (i.e. as cut if relevant);

2. Proof of payment of royalty for this specific Festival;

3. Three copies of its script as it is to be performed;

PHOTOCOPIES ARE UNACCEPTABLE UNLESS IT IS AN ORIGINAL SCRIPT and/or not available in any other form (i.e. out of print, or rented materials) but the permission must then so state; and

4. Such non-refundable entry fee as may be required when the contest notice is published. (If a theatre registers and then removes itself from the competition, the entry fees will not be returned. If however, a larger number of theatres register than slots are allotted, a refund will be made.)

5. The Entry/Information sheet, attached hereto. (Exhibit A)

6. Must have a Director or designated person at the Director’s meeting and/or orientation.
Facilities Of The Host Theatre

1. The host must provide a proper theatre facility; one that is primarily intended for theatrical performances. The stage of the theatre is required to be in working order and fitted to mount a production with basic area lighting which may be used by all participating groups, but which may not be altered. The MTA Host theatre shall provide or make
 available

a. A minimum, basic lighting plot (Festival “lighting hang”) that will include individually controlled cool and warm wash areas of eight (8) to ten (10) feet in dimension and such other instrumentation as necessary to completely illuminate the stage.

b. Two (2) follow spots for the use of production companies.

c. Six (6) dimmers or circuits for special lighting requirements for each performing group.

Special lighting and special effects (“specials”) are the responsibility of the entrant and permission for their use must be obtained from the host theatre. If the host provides lighting specials, they must be made available to all participants.

Lighting specials may NOT exceed six (6) instruments in total whether furnished by the entrant and/or the host. These specials may be set up during the company's scheduled rehearsal period with instrument placement coordinated by the host theatre.

Any instrumentation, i.e. ellipsoidal, strobe, scene machine, scoop, strip lights, etc., plugged in one circuit shall be construed as one (1) special. In the case of scoops or strip lighting instrumentation, each grouping shall be considered as one (1) special, even though several color changes may be used.

It is the responsibility of the host technical director to strike and replug light specials as necessary between productions.

Non‑lighting specials such as flash pot, fog machine, sound, etc., are not 
limited by any specific number, but must be provided by the entrant, and like all scenic units must be set up and struck within the allotted ten (10) minutes set‑up and strike time.

If non‑lighting specials require set‑up in the “House” of the performing center, these specials may be allowed by the Host Theatre and placed during the rehearsal period subject to the requirements of the next paragraph. Any special sound effects, beyond the standard sound set‑up (Festival Sound Set‑up) provided by the Host Theatre, are the sole
responsibility of the entrant.

If the entrant elects to supplement existing equipment, the Host Theatre will determine whether the placement of cables, microphones, speakers, etc., are detrimental to other performing groups. If it is deemed to be detrimental, then this equipment must be set‑up and struck within the standard set‑up and strike time.

Each participating theatre is responsible for furnishing any sets, props or furniture needed for its production. The Host Theatre may provide standard articles of furniture if requested to do so in advance.

The Host Theatre will allot each entrant off stage storage (the amount of space ‑ a minimum of 10' x 10'
, and the entrant will be permitted to pre‑assemble any portion of his set provided that this assembly never exceeds the allotted space. The participating group will schedule assembly time at the convenience of the host personnel. Two similar “on deck” spaces will also be provided, but may vary in location from festival to festival, as the Host Theatre conditions dictate. These spaces adjoin the performance area; it is from this location that productions “set‑up" to the performance area and "strike” there from.

No scenic devices (with the exception of light and allowed house
specials) sound effects or other items related to the production may be hung, placed or positioned in the playing areas prior to the 10 minute set‑up time. Participating groups must plan their set storage according to l specifications.



Equipment operation by performing groups is at the Host’s option.

Rehearsal Time And Performance Order

1. Dates and performance times for MTA festival participants will be scheduled by random drawing by the Division Chair immediately after the entry deadline. {NOTE: If two productions of the same play are scheduled back to back by luck of the draw, the division chair may change the schedule.}
2. The allotment of 30 minutes of rehearsal/technical time must be scheduled for each group in the performance space. Said time must include set‑up from the “on deck space” and strike time back to the “on deck space” (all personnel will begin and end in or directly adjacent to - if necessary - this space).  All rehearsals will be closed except for the entrant and the festival production staff. Alternate rehearsal times may be allowed at the discretion of the festival chair.

Disqualification

1. Failure to comply with festival rules will be grounds for disqualification. The decision of the Board of Directors is final.

Censorship

1. MTA supports a policy permitting the widest possible range of dramatic material to be performed in the festival. Performing companies are expected to exercise taste, good judgment, and  respect for the values of their Host Theatres.

2. Host theatres may notify their season patrons in advance if they have reason to believe a festival performance may be locally unacceptable, or publish a disclaimer
, but in NO CASE may they refuse to allow the company to perform. 

Waiver Procedure

1. In any case where a waiver of rules or requirements may be sought, such must be in writing (to the Division Chair) and contain adequate detail as to the reason thereof.  This may be as to participation, facilities, scheduling difficulties, adjudication or any other, but must always meet the general test of a “level playing field.”

Goals

1. To provide an optimum learning experience through festival participation at state, regional and national levels, which will affirm, support and nurture participating community theatre companies as they strive toward excellence in theatrical production.

2. To stimulate and inspire community theatre companies to do their best work and to recognize them for their achievement through appropriate adjudication process.

3. To provide learning experience in artistic and technical areas for community theatre people in attendance through performance, adjudication and workshops.

4. To develop enlightened and discerning audiences for community theatre.

5. MTA’s primary concern is focused upon the Festival Cycle entrants. MTA’s intent is that the rules, guidelines and decisions are made for the benefit of the participating companies.

Policies

The following policies have been established to assist in the accomplishment of the above goals.

1. The house rules of the Host Theatre will apply as pertains to smoking areas, food and beverages, admission of children, etc.

2. No cameras will be allowed in the auditorium except those officially designated by the host group. The official photographer may not use any kind of flash or distracting light and will be asked to be as unobtrusive as possible. If the performing group feels that the photography will be detrimental to the performance, the group may request an alternate solution from the Festival Chair.


Community Theatre Organizational Pre-Registration Form

You must submit this form and your organizational festival fees by  (date specified)  to be eligible to enter this years festival.

Theatre Name:_______________________________________________________________

Mailing Address:_____________________________________________________________

City: 
                                                   State                      Zip

Theatre Phone: ____________   Theatre Website:_____________________________________

Production Director:_____________ Director’s Daytime Phone: _________________________    

Director’s Evening Phone:_______________      Director’s E-Mail  Address:______________________

Director’s Mailing Address:_________________________ City:_____________ State:_____Zip:_______

Approximate Number of People in Cast and Crew? ______

Please supply the following information about your production:
Title of Presentation:________________________________________________________________

Author:________________________   Publisher/Royalty Agent:_______________________

1.
If your production must be edited to conform to festival production length requirements, you must obtain written permission from the publisher/royalty agent to perform in the festival.  Attach proof of permission to this form.

2.
In order to perform in the festival you must attach a copy of the paid royalty to this form.

3. In addition to the above information, 3 scripts of your production as it is to be performed must be submitted.  PHOTOCOPIES ARE UNACCEPTABLE UNLESS IT IS AN ORIGINAL SCRIPT

and/or not available in any other form (i.e., out of print, or rented materials) but the permission must then so state.

      The Pre-registration form and fees must be received by ( deadline specified )  If you do not have the above  items (1-3), please send the information no later than (date established for materials submission)  

	Organizational Registration Fees Include:
MTA Annual Dues

      25.00

MTA Festival Registration

      25.00

AACT  fee 
  ( or AACT member #)     xx.xx   

Total Due for Organizational Fees:       ($)


	Please make check payable to MTA Festival (year).  Mail the check along with this form to:

MTA FESTIVAL {applicable year}

(Address specified for festival year)



This must be the one person who can speak for the company. This person must also serve in this capacity at the festival(s).

Contact Person___________________________________________________________________________

Mailing Address___________________________________________________________________________

City____________________________________________   State_____________  Zip Code_____________

Telephone (home)_____________________________  Telephone (office) ____________________________

Fax___________________________________  E-mail Address_____________________________________


Production Name____________________________________________________________________________

Estimated Set Up Time___________   Estimated Run Time_____________  Estimated Strike Time___________

Number of headsets needed and their location_____________________________________________________

Dressing Room Requirements            Male_________________________    Female_______________________


Please feel free to attach any documents that could be helpful

Lighting Needs  -- Refer to the list of available lighting on the “Host Site Technical Information Sheet”. Please 

detail any specials you intend to use including instrument type, preferred hang location, approximate focus location and whether you will be providing all needed for the special. Please list any equipment you plan to bring on the reverse side under a heading  “Special Equipment and/or Needs.”

Follow spot needed?    Yes_____   No_____

Sound Needs  -- Refer to the list of available sound equipment on the “Host Site Technical Information

Sheet”.  List any any sound equipment you plan to bring on the reverse side under a heading of “Special 

Equipment and/or Needs.”

After reviewing the “Host Site Technical Information Sheet”, please indicate below if you feel “host” assistance will be needed for operation of any of the available equipment.

Host Site Technical Information Sheet

PRIVATE 


tc  \l 1 "ELECTRO CONTROLS DIMMER AND CONTROL SYSTEM"
4-wire 3-phase Feed/230 amps per phase

12 Quad 40 amp dimmers

44 available Dimmer Circuits (Edison connectors)

36 Preset Channel Memory Control Board and 12 Scene Master Controls


PRIVATE 
 tc  \l 1 "LIGHTING INSTRUMENT INVENTORY"
(18)       6 x 9  Ellipsoids (750 watt) FOH-Warm/Cool Wash

(  8)       6 x 9 Ellipsoids (1 K) Balcony Rail-For Wash or Specials

(12)       6 Fresnels (500 watt) on First Electric Overhead on Stage---Warm/Cool Wash

( 8)        3 x 8 Ellipsoids (500 watt) on First Electric Overhead on Stage---Warm/Cool Wash

( 6)        Scoops (Cyc Lights) (750 watt) on Second Electric Overhead on Stage---Blue Gels


  PRIVATE 
24 Channel Sound Mixer with tape and CD player


tc  \l 3 "24 Channel Sound Mixer with tape and CD player"
 PRIVATE 
Radio Shack Wireless Headsets


Stage Legs and Travel Curtains are used for masking Stage Right and Stage Left

 PRIVATE 
Electrics are Dead Hung at 16tc  \l 4 "Electrics are Dead Hung at 16"
 One free batten downstage of Rear Curtain for use

 No orchestra pit


Ronnie Miller, Local and Technical Host

Meridian Community College

910 Highway 19 North, Meridian, Mississippi 39307

E-mail: rmiller@mcc.cc.ms.us
Festival Adjudicator’s Meeting

(To be used by both secondary and community theatre divisions.)

· Provide copy of the Program and review it with them.

· Introduce them to the person who will be their escort. The escort will stay with them all day and make sure they are where they are suppose to be.

· Introduce them to the Festival Coordinators and other MTA Board Members.

· Let them know that we will try to go to lunches/dinners as a group IF they are interested. They don’t have to do this but would like to entertain them for meals when possible.

· Show them the Adjudicators Room / Restrooms, etc.

· Let them decide where they want to sit in the auditorium and allow two seats on both sides in front of and behind for "breathing room".

· Find out if they have any special requests or needs while they are with us.

· Provide them with a copy of the Guidelines for Adjudication & review with them these said Guidelines

· Provide them with a list of Awards that will be given.

· Provide them with their clipboard, notepad, pen and light pen.

· Provide them a copy of the Adjudicator Festival Evaluation form (being developed).

· Provide them with a copy of the Adjudicator’s Ballot sheet

· Review the procedure following a production – 

· High school: all three adjudicators share a 15-minute response.

· Community:    the adjudicators cannot listen to each other’s response. The escort will let them know when they are ready for the next adjudicators. Each adjudicator is allowed 5 minutes to respond to the production.  The Community Theatre Divisional Chair will time the responses.

· Explain to them about their receipts:

· I would like to receive all receipts (if possible) before they leave on Sunday.  MTA will pay for their room upon checkout.  They do not need to pay any of these fees. 

· Ask them to provide us with all receipts as soon as the festival is over. This includes travel and food receipts.  

· As for mileage, MTA can calculate that based on the State of Mississippi handbook.  If you have any other expenses, don't hesitate turn those in as well.

· There will be an informal "social" Friday and Saturday night after the last production.  Invite them to join us for the party.  

· Reinforce the fact that adjudicators should not discuss any production within their group or with anyone else before the awards ceremony.

· Ask for questions

Guidelines for Adjudication

Three out‑of‑state adjudicators will judge community theatre entries.

Judges will adhere to the following criteria:

1.
Plays are to be judged on the overall production-- the major elements of which are ACTING and DIRECTING. The choice of material is to be as unlimited as possible. To overcome the seeming difficulty of comparing musicals, revues, avant garde, “controversial” and dramatic material, entries should be judged on how fully ALL production values and criteria below are realized. Because of the difficulties of touring, such as an unfamiliar stage, the host technical crew, minimal rehearsal time and potentially long distance travel, participating groups should consider the technical aspects of performing "on the road" when choosing a selection. It should be noted that a blank stage or a complex set can be equally effective, if appropriate to the material attempted. Technical competence is to be given consideration as to its effectiveness as an integral part of the total production experience

2.
Among the criteria to be considered are:

a.
Is the acting believable?

b.
Is the acting technically skillful?

            
3.
Are the characters well interpreted?

d.
Does the company display ensemble work?



e.
Is the material appropriate for the company?



f.
Is the concept appropriate for the material?



g.
How well is the concept realized by the company?



h.
Do the actors display effective timing?



i.
How well has the structure of the play been controlled?



j.
How effective are movement and stage pictures?



k.
Is the play well paced?

           
4.
Do the technical elements support the overall production?



m.
How effective was the total impact?

Awards Presented During MTA

All Star Cast (10 members)

Include Actor Name and Production

	
	

	
	

	
	

	
	

	
	


Best Actor_____________________________________________________________________________

Best Actress___________________________________________________________________________
Best Supporting Actor___________________________________________________________________

Best Supporting Actress_________________________________________________________________

Best Costume Design____________________________________________________________________

Best Scenic Design______________________________________________________________________

Overall Technical Excellence_____________________________________________________________

Best Director___________________________________________________________________________

Runner – Up Best Production_____________________________________________________________

Best Production_________________________________________________________________________
Director’s Meeting Information

The following people should attend the Director’s Meeting:

· Division Chair and Co-Chair

· The Director/Sponsor or one person designated by the Director/Sponsor from each school or theatre in the performance block

· Host Technical Advisor

· Local Technical Personnel

· Time Keepers

Items to be Covered During Meeting

· Introduction of Participants

· Introduction of Technical Personnel

· Explanation of duties

· Explanation of technical capabilities

· Collect three copies of their programs for adjudicators. (Chairs need to provide adjudicators copy of program prior to the production.)

· Confirm familiarity with guidelines

· Confirm method of timekeeping

· Explanation and tour of physical production space

· Review 10 x 10 blocks

· Review Load-In areas

· Tour dressing rooms and restrooms

·  Confirm that all of the required materials have been received prior to production beginning.

Explain to the director/sponsor/representative about the awards ceremony and encourage participation in the Workshops AND Divisional Meetings.

Questions / Answers

Sample Community Theatre Letters

September 9, 2002

Dear Community Theatre:

On behalf of the Mississippi Theatre Association, I am delighted to let you know that the Community Theatre Division for MTA is going to be very exciting this year.  With your continued support of MTA, we will be able to provide quality entertainment in Tupelo in January. Please find enclosed the following: The individual Pre-Registration Form, The Organizational Pre-Registration Form, The MTA Festival Technical Questionnaire, Guidelines for Adjudication and the MTA Community Theatre Festival Rules. Please note the deadline dates at the top of the Individual and Organizational Pre-Registration Forms. 

Order of performance will be determined on the order in which the forms come back to me. I will be sending you information about rehearsal and performance times later.  PLEASE read the rules booklet thoroughly due to some changes that were made at the Summer Board Meeting. We want you to have all your paperwork in order in the event that your show advances to the next level of competition. One major change comes under article A Sections 1 & 2 Who May Enter. Give this area extra attention. 

The Community Theatre Division is continuing to grow and become one of the best divisions in the organization. We want to encourage each of you to participate in the Mississippi Theatre Association’s annual festival either by bringing an entry or attending as a viewer. The weekend slated for the annual festival is January 17-19, 2003. This will be a fun filled weekend with performances from community theatres, high schools and children’s theatre. 

Attached please find the list of hotels that have been made available to the Mississippi Theatre Association Annual Festival. Go ahead and make your reservations for the festival so that you will have a place to stay in beautiful Tupelo, MS. 

I look forward to seeing you in Tupelo in January and if you need to contact me, please feel free to do so via one of the many ways listed below.

Hotel Information

Thanks,

	Executive Inn (Festival Hotel)
1011 North Gloster
Tupelo, MS  38801
662-841-2222
1-800-533-3220
$49 a night for single or double occupancy
they will hold this rate until 12/31.



	Comfort Inn (Alternate Hotel)
1190 N. Gloster
662-842-5100

	Days Inn (Alternate Hotel)
1015 N. Gloster
662-842-0088


Robby Scucchi, Divisional Chair- Community Theatre

P.O. Box 1882 







Greenville, MS 38702

rscucchi@deltaregional.com
skooke@tecinfo.com
662.335.6839 home

662.334.2321 office

September 9, 2002


Dear Community Theatre:

On behalf of the Mississippi Theatre Association, I am delighted to let you know that the Community Theatre Division for MTA is going to be very exciting this year.  With your continued support of MTA, we will be able to provide quality entertainment in Tupelo in January. Please find enclosed the following: The individual Pre-Registration Form, The Organizational Pre-Registration Form, The MTA Festival Technical Questionnaire, Guidelines for Adjudication and the MTA Community Theatre Festival Rules. Please note the deadline dates at the top of the Individual and Organizational Pre-Registration Forms. 

Order of performance will be determined on the order in which the forms come back to me. I will be sending you information about rehearsal and performance times later.  PLEASE read the rules booklet thoroughly due to
some changes that were made at the Summer Board Meeting. We want you to have all your paperwork in order in the event that your show advances to the next level of competition. One major change comes under article A Sections 1 & 2 Who May Enter. Give this area extra attention. 

The Community Theatre Division is continuing to grow and become one of the best divisions in the organization. We want to encourage each of you to participate in the Mississippi Theatre Association's annual festival either by bringing an entry or attending as a viewer. The weekend slated for the annual festival is January 17-19, 2003. This will be a fun filled weekend with performances from community theatres, high schools and children's theatre. 

Attached please find the list of hotels that have been made available to the Mississippi Theatre Association Annual Festival. Go ahead and make your reservations for the festival so that you will have a place to stay in
beautiful Tupelo, MS.  

I look forward to seeing you in Tupelo in January and if you need to contact me, please feel free to do so via one of the many ways listed below.

Thanks,

Robby Scucchi, Divisional Chair- Community Theatre
P.O. Box 1882 
Greenville, MS 38702
rscucchi@deltaregional.com
skooke@tecinfo.com
662.335.6839 home
 
This packet included:

Cover letter (above)
rules for Community Theatre Participation
Organizational Pre-Registration Form
Individual Pre-Registration Form
MTA Festival Technical Questionnaire
AACT Guidelines for Adjudication


1553 Genie Fairway

Greenville, Mississippi 38701

January 3, 2001

Mr. Bennett Wood

2125 Washington Avenue

Memphis, Tennessee  38104

Dear Bennett,

On behalf of the Mississippi Theatre Association, I am delighted to hear that you have agreed to serve as an adjudicator in our upcoming theatre festival. You come highly recommended by one of MTA’s past Presidents, as well as a dear friend of mine, Tim Bixler.

The other adjudicators slated for our community division competition are Laura Paulsen of Tuscaloosa, Alabama and Ray Vrazel of New Orleans, Louisiana.  A meeting of all adjudicators has been scheduled for Friday, January 12, at 3:30 p.m. at Meridian Community College’s Theatre Arts complex. Attached is a copy of the AACT Guidelines for Adjudication, which will be discussed at the meeting. I have also attached a “mini-map” of Meridian to assist you in finding the Community College, as well as the Howard Johnson’s Inn, where a room has been reserved for you.

The six plays scheduled to be presented in our community competition are ‘Zoo Story”, “Ahkmatova”, “Twelfth Night”, “Personal Effects”, “Beauty Queen of Leenane”, and “Having Our Say”. Scripts of all the plays except “Zoo Story” are enclosed.  The script of “Zoo Story” is either being held “hostage” by the U. S. Postal Service or it has been routed to the incorrect address. I will see that a copy is forwarded to you as soon as possible.

If you have any questions prior to our meeting on the 12th, please feel free to email me (mfmaxey@tecinfo.com) or call me at 662-378-3698.  Ronnie Miller is the local host at Meridian Community College and can be contacted by email (rmiller@mcc.cc.ms.us) or fax (601-482-3639) or phone (601-484-8666).

I look forward to meeting you. 

Sincerely,

Mary Frances Maxey

Community Theatre Division Chair

Mississippi Theatre Association

Enclosures: AACT Guidelines for Adjudication

                    Meridian map

                    Scripts - “Ahkmatova”, “Twelfth Night”, “Beauty Queen of Leenane”,  “Having Our Say”,

                                    “Personal Effects”

Community Check List

_______
Organizational Registration Form

_______
Proof of paid royalties

_______
Permission to Cut

________
T-Shirt Count

________
Paid Festival Fees $70.00

________
Paid Individual Registration Fees

________
Technical Questionaire

________
Individual Registration Form

_______
Data Entered into Database

______
Scripts

Festival Awards

SEE LIST ON \\jupiter\e$\home\scunetto\mta\awards for list used to order awards.

 

For MTA – Secondary and Community Theatre Awards:

· Need 20 Medals as listed under number 1. 

· Need two of each of the awards 2-9 

· Need one of awards 11 and 12

 

For MTA 10 Minute Play Festival:

· 18 Medals with Ribbons

· Engrave as:

10-Minute Play Festival

Mississippi Theatre Association

Need Medals for Children’s Festival.

 

​------------------------------------------------------------------------------------------------

1.                  10 Medals with Ribbons

Engrave as:

 

All Star Cast                                      

Mississippi Theatre Association 

 

2.                  Best Costume Design 

a.       Small wooden plaque

b.      Engrave as:

 

Best Costume Design

Mississippi Theatre Association

January 2003

 3.     Best Scenic Design

 

a.       Small wooden plaque

b.      Engrave as:

 

Best Scenic Design

Mississippi Theatre Association

January 2003

 

4.     Overall Technical Excellence            + Gift Certificate 

 

c.       Small wooden plaque

d.      Engrave as:

 

Overall Technical Excellence

Mississippi Theatre Association

January 2003

 

5.          Best Supporting Actor

a.                  Small Ice award

b.                  Engrave as:

Best Supporting Actor

Mississippi Theatre Association

January 2003

 

6.          Best Supporting Actress

a.                  Small Ice award

b.                  Engrave as:

c.                   

Best Supporting Actress

Mississippi Theatre Association



January 2003

 

7.     Best Actor

 

a.                  Large Ice award

b.                  Engrave as:

 

Best Actor

Mississippi Theatre Association

           January 2003 

8. Best Actress

 

a. Large Ice Award

b. Engrave as:

Best Actress



Mississippi Theatre Association



January 2003

9.     Best Director

 

a.                  Small Plaque

b.                  Engrave as:

 

Best Director

Mississippi Theatre Association

          
January 2003

 

10.     Runner Up Best Play

a.                  Small Plaque

b.                  Engrave as:

 

Runner Up Best Play

Mississippi Theatre Association

            January 2003

 

11. The Warren McDaniel Award For The Best Production

 

a.                  Large Plaque

b.                  Engrave as:

 

The Warren McDaniel Award For The Best Production

Mississippi Theatre Association

January 2003

 

11.            The Dominic J. Cunetto Award for the Best Production

 

a.                Large Plaque

b.                Engrave as:

 

The Dominic J. Cunetto Award for the Best Production

 Mississippi Theatre Association

January 2003

 

Host Awards:  3

 

The Spotlight Shines on Tupelo Community Theatre for its tireless efforts in planning, organizing, and co-hosting the Mississippi Theatre Association Convention.  January 17-19, 2003

Cowboy Maloney Award   (Take care of by the Executive Director)

 

Mississippi Theatre Association

Children’s Theatre Festival Rules

Who May Enter

Any amateur group is eligible to participate.

Festival Fees
· As of 2006, any theatre performing in the Children’s Festival (Theatre for Youth) will be responsible for paying the theatre festival fee of $50 per theatre/production.

· Anyone planning to stay for the entire festival or remaining portion of the festival will need to either pay the applicable weekend pass or the festival fee + MTA membership fee. In 2006, the weekend pass was $25. 
What May Be Presented
· Productions entered in festival may be of any type provided the material presented is appropriate for children.  It is up to each participating group to inform the Chair of the Children’s Theatre Division if their show contains material that makes it unsuitable for younger audiences.  Care will be taken to match each show with an appropriate audience.

· The total length allotted for each individual production will be determined each fall.  (Will always fall in the range of 30 to 60 minutes)

· The time allotments are not ironclad.  Inform the Chair of the Children’s Theatre Division if you need more time than the allotment.  All effort will be made to accommodate your group.

· The performances are NOT timed.  However, please stick as closely as possible to the time listed on your Entry/Information sheet.

Other Production Rules
· Each group needs to come prepared to set-up and strike their own set.  

· The house will remain open during set-up. However, the doors will close and remain closed during the production.

· Any special requirements (time slots, technical requirements, use of special effects, etc.) need to be approved by the Chair of the Children’s Theatre Division.

Requirement To Participate
· Before at the MTA Festival each group is required to submit the following to the Chair of the Children’s Theatre Festival

· Proof of payment of Royalty (if applicable)

· Entry fee for Children’s Festival

· Entry/Information sheet

Facilities Of Host Theatre
· The host community will provide a facility in which to perform.  

· The host facility will provide basic lighting and sound as needed.

· Each participating group is responsible for furnishing sets, props, and furniture needed for its production.

· Off stage storage will be provided for sets, etc.

Performance Order
The order of performance of the Children’s Festival is at the discretion of the Chair of the Children’s Theatre Festival.  Care is taken to match show appropriateness to age of audience.  For example: Shows intended for very young children will be placed at the time in which audiences of that age are available.

Service To Host Community

The Mississippi Theatre Association Children’s Festival strongly supports the idea of providing theatre experiences to Mississippi’s children at no cost.  To this end, The host city of the Children’s Festival will bus children in to the festival to see the shows. 

Response
A qualified respondent will be chosen by the Vice President of the Mississippi Theatre Association to evaluate each show.  The children’s festival is NON-competitive in nature.  The shows will not be ranked in any way.  The respondent’s job is to give relevant feedback and advice to casts.  The response periods are not timed and are open to all.  Respondents are chosen on their ability to communicate feedback to young people in a tactful and sensitive way.

Survey for Mississippi Theatre Association Annual Meeting

Registered Participants

Please rank the following with 5 being the most favorable response and 1 being the least favorable.

Please circle which division of the conference you are registered in

Community Theatre, High School Theatre, Children’s Theatre 

1. 
Theatre facility




1 2 3 4 5

2. 
Hotel Accommodations



1 2 3 4 5

3. 
Workshop Quality 




1 2 3 4 5

4. 
Adjudicators





1 2 3 4 5

5. 
Meals 






1 2 3 4 5

6. 
Concession





1 2 3 4 5

7. 
Social Events





1 2 3 4 5

8. 
Written Materials (programs, newsletter) 

1 2 3 4 5

9.
Business Meeting




1 2 3 4 5

10.    
Awards Celebration




1 2 3 4 5

Additional Information

1. What were the strengths of this conference?

2. What were the weaknesses of this conference?

3.  Did you participate in the 10-minute play festival? Yes   No

1.  If yes, please comment on your involvement in it and any suggestions you

would like to make.

2. Please share with us any comments regarding ways we could improve this festival.

Adjudicator Evaluation

Please rank the following with 5 being the most favorable response and 1 being the least favorable.

Please indicate which part of the conference you served as an adjudicator for, community, high school, children’s (circle one).

1. Was information received prior to festival adequate? 

1 2 3 4 5 

2.  Hotel Accommodations





1 2 3 4 5

3. Written materials 






1 2 3 4 5

4.  Theatre facility






1 2 3 4 5

5.  Food







1 2 3 4 5

6. Concessions






1 2 3 4 5

7. Adjudicators Accommodations (at theatres)


1 2 3 4 5

8. Adjudicators Briefing





1 2 3 4 5

9. Social Events






1 2 3 4 5

10. Overall conference rating





1 2 3 4 5 

Strengths of this conference:

Weakness of this conference:

What could we do to improve this conference?

Manual of Operations for State Auditions Coordinator
1. The State Coordinator shall assume responsibility for approval of location of auditions.  The audition room should be no smaller than 900 square feet and allow for adjudicators to be a comfortable distance from the students during auditions.  The room should be as acoustically operative as possible to enhance the auditioning experience as much as possible.  The room should also be properly ventilated for comfort of both auditionees and auditioners.  Separate space from the audition room should be provided for auditionees' warm-ups.

2. The State Coordinator shall select one adjudicator from within that state.  The SETC Auditions Committee Chair and the Chair of the Professional Division shall each select one adjudicator from outside the state, when possible.  State organizations are responsible for transportation and housing costs of SETC appointed adjudicators, so state audition fees should be set with this in mind.  Every effort will be made by the SETC chairs to assign adjudicators who are relatively near the state audition site.  Upon notification of your state's assigned adjudicators, you are to provide each of them with a copy of the Adjudicator's Manual.

3. Whenever appropriate, the Adjudicators should be involved in the state convention program in some capacity (panel participant, workshop, presentation, etc.) thereby helping the state to defray the cost.

4. State Coordinators will receive the names of the appointed adjudicators as soon as possible, and should contact them early enough to make the most economical travel arrangements.

5. The State Coordinator (ore his/her committee) is to provide the following: plastic name badges; a timekeeper; a competent accompanist; an individual to tabulate scores of the three adjudicators as they complete the Evaluation Form for each auditionee [These forms are then given to the auditionees upon completion of the selection process]; an individual to record the name, address, school and total score of each auditionee, to be retained by the State Coordinator.  a warm-up room, preferably with a piano, for the use of the auditionees.

6. An auditionee must be an enrolled college student or a non-professional, non-student, eighteen (18) years of age or older at the time of applying for the state audition.  No one under the age of 18 will be allowed to audition.

7. There must be a mandatory audition briefing prior to each state’s audition process.

8. In the event that an out-of-state adjudicator is late or a "no show" an SETC Executive Committee or Central Office Representative may fill the vacancy if necessary.

9. The State Coordinator will send to the SETC Central Office:

1) A list of the approved auditionees, not ranked 

2) Forms of all approved auditionees (With attachments, payment, etc.).

All forms of approved auditionees and alternates must be signed by a minimum of two Adjudicators.

3) A list of alternates, ranked (1st alternate, 2nd alternate, etc.) 

4) Forms of all selected alternates (With attachments, payment, etc.).

5) IMPORTANT:  The State Coordinator must send a list to Central Office, also, of all auditionees who were not approved, their college and state and email address, as a means of identifying those who may try to go through the SETC Spring Auditions as a "professional".  SETC will also be encouraging these students/non-professionals to attend the convention for workshop and other networking opportunities.

10. The SETC State auditions quota has been established as follows:  A maximum of 45% of the auditionees in a given year may be passed on to the SETC final auditions.  This 45% is a maximum rate.  Adjudicators’ evaluations of auditions may reflect a smaller percentage and applies to both in-region and out of region auditionees.  

Schedule
At March SETC Convention - 
The State Coordinator from the previous state convention and/or the new coordinator should attend any meetings during the convention that relate to the state auditions process.

April/May - Send date and location of next state auditions, a schedule of state fees and the list of possible adjudicators (if completed) to the SETC Central Office. SETC NEWS will publish a schedule of all state audition schedules and coordinators.  Deadline for receiving this information is May 1.

June/July – All State Coordinators will receive revised rules, application forms and other information from the                                                                                  SETC  Central Office.  SETC Central Office will also provide to you an excel file (or labels upon request for those who cannot use excel) of names from the SETC Database to compile with your own mailing list(s).  

August - Prepare your statewide mailings with schedule(s) and any additional information to be mailed before September 1.  Be sure to include the state deadline for the receipt of auditionee applications.   Pre-registration seems to work best for most states.  You will receive your state's auditionee allocation in August.  If you are a coordinator in a perimeter state, be prepared to send complete packets to out of region schools or auditionees on request.

September - Be prepared to send out additional auditionee application forms, general information and rules on request.  The forms, etc., can be photocopied full size.  Auditionees may email the SETC Central Office (april@setconline.com) to request application, etc., or send a self-addressed, stamped #10 (business size) envelope with a written request to SETC, PO Box 9868, Greensboro, NC  27429-0868.  Send the name of the state appointed adjudicator to SETC Central Office as soon as possible.

At State Auditions


1.
All applications must be complete with signatures, photo, payment, and self-addressed, stamped #10 (business size) envelope at the time of the state screening audition registration or the applicant will not be allowed to audition.

2.
Do not accept personal checks or cash.  A money order or certified check made payable to SETC must be paper clipped to each SETC auditionees application form.  SETC will not accept a check from the state organization to cover auditionee fees.

3. 
Do not staple anything to auditionee forms.  Please use paper clips.


4.
All forms must be typed or filled out with black ink for duplication purposes.  All signatures must be in black ink.

5.
Do not write on front of completed forms.  Only the Adjudicator's signatures can be added.  NO state screening numbers on front but may be penciled in lightly on back with score if needed.

6.
Adjudicators should NOT have access to SETC auditionee application forms at the state Auditions until they sign the forms of the auditionees approved for the Spring Auditions and any alternates' forms.  At no time should the adjudicators be told the State's allocation, unless a tie situation occurs and ranking is necessary to determine the finalists or alternates.  The Evaluation Forms should be given to the auditionees after the selection and tabulation process is completed. 

 7.
The Adjudicators should meet with all of the auditionees following the selection process for a general critique. 

 8.
Sixty (60) seconds are allowed for acting only or singing only audition.  Ninety (90) seconds are allowed for the combination of an acting and singing audition.  Time starts with the name of the auditionee.  Auditionees will be given the amount of time based on the option checked on the application unless the auditionee informs the auditions committee in charge beforehand of any changes.

 9.
No recording devices or a capella singing is allowed during an audition. Auditionees cannot accompany themselves on a musical instrument.

10.
All approved applications, including alternates', must be signed by at least two (2) of the adjudicators.  If one of the adjudicators disagrees with a selection, that adjudicator has the option not to sign, but no application will be accepted by the SETC Central Office without the signatures of two adjudicators.  The final list of unranked approved auditionees and ranked alternates must be posted as soon as possible following the selection process.  If the majority of the adjudicators agree that an auditionee should not sing, they must indicate on the Evaluation Form "acting only".  The State Coordinator will so note on the auditionee's application form.

11.
The State Coordinator must send each completed signed form, with the proper attachments (payment, stamped #10 business-size envelope and SETC audition application form), to the SETC Central Office in one package within two (2) weeks after the state auditions. .  Do not allow the individual auditionees to send materials to the SETC Central Office.


12.
A written report regarding the state screening process must be sent to the SETC Central Office, the SETC Auditions Committee Chair and the SETC Professional Division Chair within two (2) weeks after the state auditions.  The report should include the name(s) of any inadequate adjudicators.

Any state that violates the guidelines and rules set forth in the State Coordinator and Adjudicator Manuals may be disqualified and auditionees from that state may not be permitted to audition at the SETC Spring Auditions.

See attachment for judging ACTING ONLY, ACTING and SINGING, or SINGING ONLY.

Host Site Letter

Thank you for agreeing to host the 2003 Mississippi Theatre Association annual festival. We are very excited about Tupelo hosting this year’s festival.

As President, I will be working very closely with you to prepare and plan for this year’s festival. Having served as host coordinator, I strongly suggest that you line up a number of committees to handle the various tasks that will be required of you and the host site. 

Below is a list of items that you will need to be thinking about and preparing for the festival. This is certainly not an exhaustive list but a work in progress. I would like to work with you to further develop this list. This will be pasted on to the next MTA President and host coordinator to make it easier to prepare for the festival.

During our summer board meeting in Tupelo (June 22-23), we will be meeting to tour your facilities and to talk with you about the festival. We very much need you to meet with un on the 22nd to show us your facility including the Children’s theatre location, possible meeting spaces and locations for various events. We certainly don’t need to tour the locations for the social events unless you have particular questions or guidance. 

Since the entire board isn’t involved in all aspects of the planning, I was thinking about having the festival chairs meet at 10:00 a.m. to tour the theatres, meeting rooms, etc. and then meet after lunch or during lunch with the full board. You will need to be present for the full board meeting so that we can discuss budgets, logistics, etc.  

Please let me know if this is going to be a problem for you.

Again, I am very pleased that TCT will be hosting this year and even more excited that I will have an opportunity to work with you on this project.

Please let me know if you have any additional questions that I need to answer prior to our meeting. As I mentioned before, I will be your main contact throughout the planning phase for the festival.

Sincerely,

MTA Festival Checklist

Host Responsibilities

Hotels

· Need hotel accommodations for at least 100 rooms. Host site should secure block of room in at least 2 hotels and attempt to get group rates. Also, attempt to get free rooms for adjudicators. Generally, hotels will keep the block open until mid-end of December.

· Hotel should have a large meeting room or gathering space for party or informal get-together.

Productions

· Select location for Secondary and Community Theatre Productions henceforth referred to as main festival.

· Select location (separate from Secondary / Community) for the Children’s Theatre festival. Children’s theatre festival is held on Friday only. 

· Need at least 5 locations close to the main festival for workshops. Could vary each year.

· Select location for general business meeting and awards luncheon. Budget determined by the Board of MTA.

· Secure location for the big social for adults and a separate location for high school students. The social will most likely be on Saturday night.

· Would be good to have a place for people to gather Friday night after productions to talk and party.  Doesn’t need to be as large as the Saturday social.

· Need a room for the adjudicators and board members to use as their “base” during the festival. Will need to provide food and drinks throughout the day. To be paid out of MTA funds.

Registration Information:  Host Theatre Responsibilities

· Have packets with community promotional information including but not limited to maps, list of local restaurants and other entertainment ideas, attractions, etc. Generally, one packet has been created for each individual who registers for the conference. 

· Be sure that we have plenty of on site registration forms, extra city maps, restaurant guides, etc.

· For community theatres, it works to do the same as above or at least group them together as they might not all come at one time.

Production Facilities:

· In addition to the following, review the section in the MTA Handbook under Community Theatre Festival Rules/Guidelines – Facilities of the Host Theatre.
· Host site needs to secure volunteers to be hosts back stage. They will need to be on hand for all load-ins, load-outs, rehearsals and performances. It is crucial that we have enough people educated in how to run lights, sound and back stage equipment on-hand during the entire festival. 

· Prior to sending out letters to potential participants, we will need the name of the technical director(s) that can be contacted regarding stage, lighting and sound requirements. 

· Host site will need to provide a copy of their lighting plot and dimensions of their stage. Need to include a list of equipment that is available at the theatre. See copy of form in the MTA Handbook Community Theatre Festival Rules/Guidelines -- Host Site Technical Information Sheet
· Host site will need to provide at least 5 rooms for workshops.  The Board of Directors will identify the workshop presenters.

Social Events

· A large social will be held on Saturday night for the adults and for the high school age students but they will need to be at separate locations.  

· Someone from the host site will need to locate someone to either provide or cater the Sunday morning brunch. The price will be presented to the MTA board of directors for approval.

· A budget will be provided to the host theatre for these socials.

Publicity

· Host site should designate a local person to handle publicity. We need as much publicity as possible. 

Volunteers
Volunteers will be needed for the following areas:

· Man the registration booth

· Backstage and load-in/load-out crew

· Socials, brunch, etc.

· Time keepers for the secondary and the community theatre chairs

· Concessions can be provided and the host theatre may keep the profits

Awards Ceremony

Need a nice, professional looking setup for the awards ceremony.  Should be equipped with at least two large folding tables, tablecloths, plants, etc.  Will need a podium and microphone as well. 

The MTA board of directors will handle Awards/plaques.

Children’s Festival
The Children’s festival is a separate event from the Secondary and Community theatre festivals and is typically held at another location. The Children’s festival is generally on the Friday of the festival and requires that the host site work with the local schools to bus children into the productions. 

All arrangements for the Children’s festival should go through the Children’s Theatre division chair.
10-MINUTE PLAY FESTIVAL

To Be Inserted

Registration: -- handled by Executive Director

One of the biggest and most important aspects of the hosts responsibilities is the festival registration process. 

· Send MTA members welcome letter and copy of individual registration form.

· Community Theatre Division Chairs send letter to all community theatres encouraging them to become members of MTA and attend the festival.  Letter should include organizational and individual form.

· Secondary Division Chair attends regional festivals and presents winners with a packet of information which should include a welcome letter, organizational and individual registration form, code of conduct form, technical questionnaire, hotel information, etc.  

· Each Division chair will collect registration from their division and send copies of the forms to person handling registration.  

· Division chairs will keep a checklist to see what has/hasn’t been turned in by theatres. 

· Keep an accurate list of schools, theatres and individuals who have registered, who has/hasn’t paid, who has/hasn’t turned in the proper forms.

· Be able to produce nametags for each individual who has registered for the conference. Nametags should include Name, Theatre, Official Designation (office, host, volunteer, etc.)

· T-Shirts will be sold again this year. As registration forms are collected, host site will need to keep a list of how many t-shirts are needed and prior to festival group all t-shirts by school, theatre, and individual. (It has worked best in the past to have all of the high school t-shirts, community promotional information, enough programs for each individual and nametags grouped together, possibly in a box. Once the teacher registers, she can distribute the merchandise. )

· Most schools and theatres will need some type of receipt for the registration.

· Tickets purchase at the door:  $25 for weekend pass; $15 for a day pass and $5 for a block pass.

MTA Festival TimeLine

COMMUNITY THEATRE DIVISION

Division Chair:

Responsibilities:

· Also reference the Community Theatre Division section in the MTA Handbook

· Send letter to community theatre encouraging participation in festival.

· Acquire timekeeper for festival.

· Send confirmation of registration and production availability.


Registration

· Letter from community theatre chair.  Date to send this packet: 
_________

To include (pull this information from MTA Handbook):

· Community Theatre Festival Rules

· Map of Theatre with dimensions and light plot

· Theatre registration form

· Individual registration form

· Map to theatres

· Local and community festival contact information

· Deadline for registering production   



____________

· Deadline for individual registration  



____________

· Deadline for submission of production registration info. 
________

· Include housing options, rates, deadlines

· MTA Festival Technical Questionnaire

· Send registration and scripts to Chair not the host theatre.

Registration procedures:

· Send confirmation to director within two weeks of receipt of application letting them know they have a slot.

· Let director know by _________ when they will perform.

· Collect scripts from directors and send to adjudicators no later than:__________

· Confirm with director that they have the theatre rules, theatre map, light plot and necessary registration forms and who to contact should they have questions. 

· Collect the registration forms and send to Executive Director by _________

HIGH SCHOOL DIVISION

Division Chair:


Responsibilities:

· Send letters to high schools in August encouraging them to participate in the regional festivals.  Let them know the goals and objectives of both the regional and the state festival. Encourage non-participants to attend as observers.  Give dates and locations for the regional festivals and the state festival.

· Have MTA representative attend both regional festivals – HS Chair and Co-Chair if not conflict.  

· MTA representative present the divisional winners with a packet of information immediately following the regional festivals with the pertinent information for registration for the state festival since the deadline is so short.

· Have packet of information available for the state festival winner immediately following the award ceremony.  Meet with winning school’s director prior to leaving the conference and explain the deadlines and procedures for the SETC conference.

· Acquire timekeepers

Packet for Regional Winners to include:

· Letter congratulating them as winners.

· Registration forms for production and individuals.

· High School Festival Rules

· Map of Theatre with dimensions and light plot

· Theatre registration form

· Individual registration form

· Map to theatres

· Local and high school festival contact information

· Deadline for registering production   


____________

· Deadline for individual registration  


____________

· Deadline for submission of production registration info. ________

· Include housing options, rates, deadlines

· MTA Festival Technical Questionnaire

· Send registration and scripts to Chair not the host theatre. 

· Alcohol and Other Drug Policy – is this needed?

· Consent Form Agreement – Student code of Conduct – Is this needed?

· Registration procedures:

· Let director know by _________ when they will perform.

· Confirm with director that they have the theatre rules, theatre map, light plot and necessary registration forms and who to contact should they have questions.

· Reminder to bring programs, info about the workshops and socials.

· Collect the registration forms and send to ____________ by __________

· Assist in getting registration materials from schools. 

INDIVIDUAL REGISTRATION MAIL OUT

Responsibility:  
Executive Director & President

· Deadline for Mail out


____________

· First Mail out:

· Letter from President about the festival

· Location of festivals, dates and housing options

· Map to theatre

· Second Mail out:


____________

· Send confirmation of registration to individuals within two weeks of receipt.

· Send tentative schedule to individuals by ____________

Send registration information to Executive Director by ___________.

 (name tags, count for programs, etc.)

Adjudicators 
Coordinator

Vice President


Suggested names


Other Responsibilities:


Housing


Transportation (work with Executive Director)


Gift


Hosts


Lounge


Get Bios and pictures from adjudicators

Social functions

Adult Social

$_________


Location:


Food:



Youth Social

$_________



Location:



Food:





Total Budget:
$____________

Registration 

Coordinator:

Executive Director and Host


Host:

· Get packets

· City map

· Restaurant guide

· Local information


Schedule someone to be at the registration desk

Assemble packets for each group (along with Executive Director)

· City packets

· Separate T-Shirts

· Receipts

· Programs

· Director’s schedule

Other things needed at the registration table:

· Provide on site registration forms

· Receipt pad

· Table, cloth, arrangements

· Extra city guides, maps, restaurant guides

Workshops


Adult


Youth

Publicity

Secure Awards



Executive Director

Historian/Program Information

D. Cunetto

Program compilation and production
President / Executive Director

Technical Coordinator





MTA FESTIVAL TECHNICAL QUESTIONNAIRE





Production Information





Technical Requirements





Personnel Requirements





MISSISSIPPI THEATRE


ASSOCIATION


ANNUAL FESTIVAL





Deadline








Technical Coordinator





MTA FESTIVAL TECHNICAL QUESTIONNAIRE





Production Information





Technical Requirements





Personnel Requirements
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SOUND
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QUESTIONS ABOUT THE FACILITY/EQUIPMENT SHOULD BE DIRECTED TO








� Guidelines for adjudicators taken from American Association of Community Theatre’s





�For competition at the Regional and National levels, amateur community theatre is characterized by its operation as a “non-profit organization.” Any theatre advancing from MTA risks disqualification if they do not meet the “not for profit” standard established by AACT. 


�For establishing the date a community theatre was organized, documents acceptable by AACT include the organization’s charter and/or the organization’s bylaws. These documents must be sent to the Community Theatre Division Chair prior to competing in the MTA Festival. Any theatre advancing from MTA risks disqualification if their organizational structure was not in place twelve (12) months prior to their participation in the state festival. 


� Physical limitations of the MTA Host Theatre facility may necessitate an adjustment to the minimum storage space.


�Prior to attending the MTA festival, a “viewer discretion” statement must be made available to the Community Theatre Division Chair if the content is not acceptable for all age groups.


� AACT fee is assessed for AACT Festival years only (years ending in an odd number)


AACT Fee is waived for any theatre that is an organizational member of AACT.


� Guidelines for adjudicators taken from American Association of Community Theatre’s
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