GUIDELINES FOR OUTSIDE PERFORMANCES

There are several ways an outside performance can come to our
attention:

1. You solicit an organization to sing for and they are interested.

2. We are performing somewhere and an audience member shows an
interest in our performance. You chat with them about the possibility of
singing for this group again or for another organization they think would
enjoy our performance.

3. Someone contacts our Director asking for us to perform. We have a
team of members who have performed the role of Chorus Contact
Person (CCP) that she can ask to take charge of this request. The CCP
will oversee all communication between the Chorus and the client.
NOTE TO BOARD: Currently the team would include Nancy Hodgkiss,
Sandy Behrens, Sue Brennan, Susie Cox, and Donna Day.

STEP 1 - Gather basic information about the requested performance to
see if it meets our criteria.

The initial conversation could include topics as follows:
1. Organization name, contact name, phone, and email. Option: You

might check to see if they have a website as a way to get to see what
they are about.

2. Location of performance must be in the South Bay area.

3. Timeframe or exact date of desired performance and length of
performance.

4. Purpose of performance; a specific theme; any special kinds of songs;

type of audience. Is our performance included as part of a program and
where would we be in that program? We prefer not to sing during the
main meal service.
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5. Size of the performance area; approximate number of performers who
can fitinthe space.

6. Parking Availability and mobility access that willaccommodate
members who might need an elevator.

7. Availability of a warm-up room for us to gather and warm up prior to
performing.
8. Do they have a budget for entertainment? We usually receive $300 for

a 30-40-minute show. If thatis a concern, we could consider doing a
shorter show for $250. Anything else would have to be referred to
and discussed by our Board of Directors.

9. Financial form required: Does the client require a W9 tax form or an
invoice from L.A. South Towns? These forms can be downloaded from
the L.A. South Towns website. The Treasurer must sign both forms,
however, in her absence any Board of Directors member may sign.

STEP 2 - Find out if we can gather the singers needed to give a great
performance.

1. Check performance date with the Director to see if she is available.

2. A sign-up sheet must be started. Contact Donna Lawrence for a sign-
up sheet. Give her the basic information to create, and make available
to you, a sign-up sheet for the performance.

3. Announce the possible performance at the next Monday night meeting
and ask everyone in attendance to mark YES or NO on the sign-up sheet
that night or as soon as possible.

4. Follow up with an email to all about the event and ask for all our

members to respond quickly about their availability. Send the email
through Donna Lawrence. Monitor the sign-up process.
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5. There is a minimum number of singers and a minimum number of
each voice part that must be met before you ask the Director if a
commitment can be made.

6. The minimum number of performers is 12 (not counting the Director),
which includes a minimum of 4 basses, 3 leads, 3 baris, and 2 tenors.

7. Let the client know that we will poll our members to determine if we
can assemble the right number of voice parts on that date and time. As soon
as we know we can do that, we will let the client know we can commit to
performing for them.

8. Once that minimum is reached, show the list of performers to the
Director and see if we can make the commitment. Once you have her
agreement, confirm the CALL TIME with her. Itis generally 30 minutes before
the performance time.

STEP 3 - Make the commitment and finalize details.

Contact the client and let them know that we are indeed able to provide the
performance for them. This conversation could include additional topics as

follows:

1. Any questions in Step 1 that were not answered before should be
answered now.

2. Let the client know the time we plan to arrive.

3. Does the room have a stage/raised area where we will sing? If so,
approximately how large is the space?

4. Will there be a desighated area/space for us to leave purses, coats, or
umbrellas as needed?

5. For larger venues, will there be a microphone available for an emcee or
quartet?
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6. Would you want a Question-and-Answer segment at the end and/or a
meet-and-greet (photos) with the Chorus?

7. Are there any security procedures for entering the building? What would
be the best way to make that process speedy and easy for all? If
individual sign-ins are usually required, ask if we could instead provide a
list of all arriving and check them off the list upon arrival.

8. Are there any special procedures for financial arrangements? Special
forms? Invoice? We prefer to receive payment on the day of the
performance if possible.

Checks are be payable to L.A. South Towns.

9. Will you (your contact person) be present that day? If not, who should
be my contact person on that day?

It can also be a good idea to go meet your client contact and have a tour of the
performance room and warm-up room so you are sure there will not be any
unwelcome surprises on the event day. If thatis not possible, you might
request some photos of the performing area.

STEP 4 - Inform the Chorus about the commitment and the details for that

day.

1. Continue to fine-tune the list of performers as needed.

2. Create instructions regarding costume, locating the venue, parking, the
location of the warm-up room and the CALL TIME. Optionally, Include a
map of the area when possible. Email these instructions to Donna

Lawrence to distribute to the Chorus.

3. Ask the Director for a set list of songs to be sent out to the Chorusina
timely manner.
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4. If you like, you could consider planning an afterglow gathering at a
close by restaurant for all to gather and dine. Separate checks are preferred.

STEP 5 - Performance Day

1. Arrive 15 minutes before the CALL TIME. Connect with your client
contact person. If you have not been there physically ahead of time,
have them show you the warm-up room and the performance room as
well as where we can leave belongings.

2. If a check-in list must be checked off as people arrive, consider asking
another Chorus member to help you do the check-ins so you can be free
to oversee any other concerns that come up.

3. Coordinate with your contact person as to exactly when they want us to
come on stage.

4. After the performance, contact the client to get feedback. Then,
consider sending a Thank-You note or card. Include our business card
with your name so they can easily contact you if/when they might like us
to return for a future performance.
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