SHSU School of Music

Concert and Recital

Program Materials Form

Instructions

These documents may be downloaded from “Current Students”

section of School of Music website.

Email the completed form to Kathy Daniel (mus_kld@shsu.edu)

1) Fill in the concert info on page 1.

2) Fill out the actual program information:

 (See Style Guide for examples)

(The following section gives instructions on how to type the program into Word.)

Each piece should include title (with date, opus number, or other appropriate designation), movement names, composer name (no abbreviations), composer dates,  musician names (if needed), and instrument name (if needed, using lowercase letters).

Piece (include opus number or date of composition)
Composer Name

     Movement I
(birthdate-deathdate)

     Movement II

Musician, instrument

Include the intermission, if appropriate.

3) Include any performer biographies and/or program notes, if desired.

Please be aware that program notes (when desired) are required to be submitted with the program and will be reformatted and included in the official printed program.

EXCEPTION: student voice recitals do not follow the above rule. Since student voice recitals have strict requirements and are under the direction of the individual voice faculty members, we will not be reformatting them to fit in the program. They will be printed and copied on 8.5x11 paper by the faculty member and brought to the recital separately from the regular programs
4) Send to Scott Phillips.

After proofing and printing, your programs will go to either 

1) the faculty lounge for all student and studio recitals (to be brought by the faculty member to the concert) or

2)  the box office for all ensemble, guest, and faculty concerts. The student workers will take care of getting them from the box office and distributing them at the concert.

How to type programs into Microsoft Word.

Type the bold items and follow the directions:


Turn on the ruler (View Ruler) and add a Right Tab Stop ([image: image1.jpg]


or[image: image2.jpg]


) at end of line.•

Piece Name (press the tab key ONCE)
Composer Name (return)

always 5 spaces here:     Movement name (tab again, ONCE)
(date-date) (return)

5 more spaces:     Another movement (return)

Press the Paragraph Center button ([image: image3.jpg]


), then Performer Name, instrument (return)

Press the Paragraph Left button ([image: image4.jpg]


) and another return for the next piece

(Note: You may copy and paste the following example into your own document! It’s optimized for 5.5-inch wide pages.)

Looks like this (with Paragraph Marks turned off):

Piece Name (Year or opus)
Composer Name

     Movement name
(birthdate-deathdate)

     Another movement

Performer, instrument

Next piece (etc.)

Picture of screen with Ruler on and Paragraph Marks button ([image: image5.jpg]


) turned on:

[image: image6.jpg]SR T = T i T

Piece Name % Composer Name
Movement name - (date-date)
Another movement

Performer, instrument




[image: image7.jpg]PieceName - Composer-Namef
Movement-name - (date-date)|
----- Another-movement]

Performer,-instrumenty




For the picky out there, the following rules will help us a lot!

General guides:

A full work is italicized, unless it’s a generic name (like concerto, symphony, etc). What is the “full work?” Sometimes it’s a judgment call. If the composer called it that title, then it’s probably a full work. If the name was given by other people because it fits a certain category, then it’s probably not in italics.

Do not list the instruments in the title, unless required to avoid confusion. (e. g. use “Sonata” not “Sonata for piano”)

List an opus number, catalogue number, or year of composition after every piece name. (Except individual songs.)

Movements include movement numbers ONLY when they are NOT all being performed. (If  ALL movements are being performed, do not use numbers.) In any case, they are indented (5 spaces) and in Roman type when in English or italic when in foreign languages.

Single song titles are in Roman type, with no italics or quotes, even in a foreign language (but name of a song cycle is just like a full work, above).

Jazz pieces are roughly equivalent to songs. Therefore, no quotes or Italics, even in a foreign language.

Opera arias are in quotes and in Roman type (even in a foreign language), followed by “from Opera Title.”

