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Enclosed is a packet of information about the scheduled program. Please review all of the documents
carefully, as they are the materials you will need to host a successful program.

THE DAILY SCHEDULE

It is important that the daily schedule be maintained as specified on the confirmation document. If spe-
cial circumstances occur, notify The Music Center staff as soon as possible. Changes may be accommo-
dated pending artist availability (which can be limited). We request that all participants be seated in
the performance area and ready to begin at the scheduled times.

STUDENT SUPERVISION AT SCHOOL SITES

In accordance with California law, The Music Center requires that a classroom teacher be present with
students at all times. It is expected that teachers will attend events with their class and actively partici-
pate in the learning experience.

YOUR FINANCIAL ARRANGEMENTS

About a week after the performance, you'll receive an invoice in the mail. You have 30 days to pay upon
receipt of the invoice. We do ask that you wait until you receive the invoice before sending payment.

ARTIST INTRODUCTION & STAGING REQUIREMENTS

Please introduce the artist with the enclosed introduction. There is also specific information you will
need to prepare for the arrival of each artist. Please give the tech sheet to the school personnel in
charge of setting up the performance area well in advance of the scheduled dates. Be sure to have
ready any equipment which may be required.

CURRICULUM CONNECTION FOR CLASSROOM TEACHERS

These pre- and post-event classroom activities are designed to deepen the understanding and engage-
ment of the program. Please duplicate this preparation material and distribute to all teachers whose
students will be attending the event to allow them to fully prepare the students.

PRESS RELEASE AND POSTER

A template press release is included should you wish to publicize the event. If you wish to use it, simply
copy the below text into a word document and fill in the blanks with the appropriate information. A
premade poster is also included to let your school community know about the upcoming event.

We applaud your commitment to arts education and look forward to working with you. If you have any
questions, please don't hesitate to call us at 213-972-4310.
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"I would like to introduce today's performance which

is presented by The Music Center of Los Angeles



