Music Coordinator

Sets up concerts for the co-op. 

1. Create a budget outlining all of the concerts you would like to have.  Creating this budget can be difficult if you have not talked to any outside artists to get an idea of how their price range is.  Generally a touring singer-songwriter can cost anywhere from $200-$400.  Local bands you can sometimes get to play for free, but usually those will cost at least $200 as well.   DJ’s you can either find at the school through KLC or search out.  There are some LC Alumni who are DJs and would probably charge $75-$100 for a show.  You can always negotiate.  

2. Event planning 

A. Set up a time to meet with the events coordinator for the college every week. 

B. At the meetings discuss potential dates of shows you are working on. 

C. Be in contact with performers about the available dates to make sure it will work. 

D. Reserve your event at the meetings. 

E. Fill out necessary paper work.  

· when performers are being paid you need a performance agreement form and a W-9 tax agreement form that must be signed with the appropriate information.  

· Fill out a check request with the performers name and address and amount they are being paid.  If you turn this in more than a week in advance to the activities congress budget coordinator, you can pick up the check at the cashiers office the night of the show to give to the performer.  Otherwise you can have the check mailed to the performer.  (you designate on the form which you’d like to do).  

F. Reserve sound equipment.   Ideally Robbie Fung (rfung@lclark.edu) will be present at the events meetings each week and you can tell him at the meeting that you will need sound for the date and he will contact students who work for him to set up sound.  

3. Publicity 

Communicate with the publicity coordinator on a regular basis to make sure your shows will be properly and adequately publicized so people will come!  ALSO utilize the website (lccoop.org), add events to the website as you reserve them.  

      4. 
Attend the shows in the co-op or arrange for another coordinator to be

present. Make sure there is plenty of water for the performers!  Do a bit

of space cleanup after the show...vaccum, pick up trash, put furniture back

etc. Enlist the help of other coordinators/members!

