
 

Student Recital Scheduling Procedures 

Updated 10/23/23 

 

All student degree-required recitals must be registered with the staff in the Conservatory Scheduling 

Office. This applies to recitals performed both on and off campus.  

Recital Scheduling Calendar: 

Fall Semester 2023: 

Currently and Ongoing:  Recitals within the first 30 days of the fall semester/All faculty bookings 

Beginning 7/24/23: Doctoral and Artist Certificate Student Recitals 

Beginning 8/14/23: Master’s and Performer’s Certificate Student Recitals 

Beginning 8/21/23: Chamber Music Performances/Weekly Rehearsals only. No Recital Bookings 

Beginning 8/28/23: Undergraduate Recitals and all other Conservatory performances 

*No recitals will be scheduled during the week of finals or during academic breaks. 

Spring Semester 2024:   

Beginning 11/27/23: Recitals within the first 30 days of the spring semester/All faculty bookings 

Beginning 1/2/24: Doctoral and Artist Certificate Student Recitals 

Beginning 1/8/24: Master’s and Performer’s Certificate Student Recitals 

Beginning 1/16/24: Chamber Music Performances/Weekly Rehearsals only. No Recital Bookings 

Beginning 1/22/24: Undergraduate Recitals and all other Conservatory performances 

*No recitals will be scheduled during the week of finals or over the summer break. 

 

 

 

 

 



 

Recital Scheduling Process: 

Recitals must be scheduled at least 30 days prior to the requested performance date. Students may 

secure a recital date, time, and location with the Conservatory Scheduling Office by following these 

steps. No more than three simultaneous recitals may take place at any given time and location. 

1) Students will schedule a Zoom meeting with the Conservatory Scheduling Office with this link:  

 https://calendly.com/umkcconservatoryscheduling 

2) Once a meeting is scheduled, students will select a range of recital dates that are approved by 
their appropriate applied faculty member. Dates may be selected using this link to our calendar: 
Grant Hall and White Hall 2023-24 .  This calendar is live. Students should note that chosen 
dates may get filled prior to your meeting. This is the reason we suggest students come with 
several possible dates from which to choose. 

3) Students will select a Recital Production Level. Note: As required by NASM, all graduate degree 
recitals must be recorded by Conservatory Sound Engineers for archive purposes.  

Level 1: Noon, 2:30, 5:00, & 7:30 recital times (Including all off-campus recitals) 

• No stage manager 

• Conservatory Recording (required for all degree recitals) 

• Streaming if selected by student - Additional fees will apply 

• Basic lighting control 

• Electronic program only 

• Recital Fees - $95  

  

Level 2: only offered for 5:00 & 7:30 On campus recitals 

• Stage Manager 

• Standard Recital Lighting Control from SM position 

• Conservatory Sound Engineering and Streaming 

• Electronic and printed programs 

• Recital Fees - $195 

 

4) Students will complete the scheduling process and be notified of recital fees during this Zoom 

meeting. A confirmation email will be sent to the student. 

5) Any changes to the confirmed date, time, and/or location, will result in an additional fee of $25 

charged to the student. 

6) No recitals will be scheduled within 30 days of the requested performance date.  

7) Recitals are limited to 90 minutes in duration, inclusive of an intermission.  

8) Students performing off campus recitals will be provided with a QR code for electronic 

programs. Off campus recitals will be staffed by an audio engineer when selected.  

9) Students will have 2 hours of rehearsal time, which may be non-contiguous, and are inclusive of 

a “dress rehearsal”, in the chosen hall for all on campus recitals. Scheduling of rehearsal date(s) 

and time(s) will be instigated by the student via email to the Conservatory Scheduling Office 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fablink.send.calendly.com%2Fls%2Fclick%3Fupn%3Dc5OwkUgJwe619-2FtJe2HuaWfttHzTG-2F2Rsyqk8j-2FisS5K-2FQSZEjP62aI8lhNb5DrEjxetwpvq87INF61ukgHRfbaMQ3-2FO9io7L6WHSfN3lKzcZVM90AUsM4DkojaYdOuh79apI-2Bsuc52YYbz1yZ-2FoyAxLecjtnFV1b5ezxyAmmBLHzuvgJyYba-2BvOj5QPlD2MgkmIeY1GhhK6A-2BbqnVLJJXkqsdFlvPir6icUkjVHZwIXk0fHmL2Uwnx3PSmCl1HxFnBH_A3MRiDUKmRK5Zqo9TcEnf873UDXEwBdwqwh4lR1r8eJqjr-2B1Mu5wRGII9VkAP0oA28Lwo3ag40hEkgCVi9tl0nQQJG96k1zoOcmbC0dPrvqeajPJsKahS4bkvjHcWauMmD2YT8l3mI9WQo8ILNzM5k0EwrdjSQnqERnXZDSgxiOGfcZMwVA3aP1sNfvFC-2B-2FP19B8z-2B1R99w1M1zmmWVZnH77Pdxb12HwentlEGFN-2Ftvu87MmtdUpoFpGKHw5WRyKS3L-2FjHgQCD4kPKJJOoEDJrUeTsMmMw0lIfTQsp69NJ8P8ywgNodfoVCgbeXgLdprMTeKsDxJ7Sk9xAy-2BmKUOgoDWIqBdY6Gtbp4sdJcjLWXVQsp7zW9JuGk-2BQt3MIBsFuJBb87Acvo-2BykUM9v-2FHtfZNstG6e-2BAogvzOHm5FGWMRe91LieNE3aPuQWsTV-2BDynEg1p703FZcOxJoHbXXi3IJjPXu-2FAnYPLcbrYk41l0UE7os8dRXRIRT-2FSZuB7BPX3nBMm5JyFiXFQ8VVuaYp3rMNJ66r-2BVjA7TdhnGP7XgPiq3-2FlJY5hdnNS0JwJ8lPocuVn1NpZ-2Bkgoq3b-2BFEMXrHNV-2FEYoSAdZvxenp5RZrG79-2BLxtDxWCrEY7YhSl-2BieP1-2BLhuiUxD9qqaeZx1Zd8I62yCpm-2BW6qerOC04178p9btodhmue5UXSE1OA1cB-2B-2F2PZBfyrgHD-2ByzVrgXWYDlzFO9EDliycwvUa9O3m8l6NkwR-2FikPnnOYcTXxe-2F1Q6-2BZo&data=05%7C01%7Cumkcconservatoryscheduling%40umkc.edu%7C9fab02c416d5432ce0a608db93abf1ec%7Ce3fefdbef7e9401ba51a355e01b05a89%7C0%7C0%7C638266138966206026%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ENo4p%2BDWbvxSw9XVNyKtHsPem1sSGuRyiDVBsmbvRKM%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpages.propared.com%2Fp%2Ffilters%2F42137%2Fg3emTIcT1SMWJNIlE5tWl29GuQioBrWk569cn4gk&data=05%7C01%7Clandersonbongers%40umkc.edu%7C97eccff95af24ee8332808db6790c4c3%7Ce3fefdbef7e9401ba51a355e01b05a89%7C0%7C0%7C638217643693885609%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=PjxUSuh5gQlD%2FtOEfFXdGTgm7pIasHfkUM4oHwWc7%2Fs%3D&reserved=0


using this link umkcconservatoryscheduling@umkc.edu  30 days before the scheduled recital 

date. 

10) The Conservatory Scheduling Office is not responsible for rehearsals in off campus recital 

locations. Stage crew will not be available to staff dress rehearsals, and any sound 

reinforcement/playback needs must be addressed with the sound/recording personnel 14 days 

prior to your dress rehearsal. Standard studio fees of $60/hour will apply.  

11) Students with on-campus recitals will have access to the performance hall one hour before the 

event's scheduled start for setup, rehearsal, and sound check. This time can also be used to 

meet with your stage manager (Level 2 recitals only), and sound engineer to review your 

performance needs. 

 

Recital Cancellation or Rescheduling: 

Student recitals canceled or rescheduled 30 days or more prior to the performance date will be charged 

a $25 fee. Recitals cancelled within a window of 30 to 14 days prior to the performance date may be 

eligible for a refund of up to 50% of their total recital charges. Any recitals cancelled within 14 days of 

the performance date will not be eligible for a refund. In the case of cancellation due to an emergency 

medical situation, a doctor’s  note will be required for consideration of any amount of refund. Students 

will be charged a $25 fee anytime they reschedule a confirmed recital date and time.  

 

Recital and Equipment: 

Standard recital equipment includes one grand piano, 10 music stands, and 10 chairs. Any additional 

equipment requests must be listed on your Student Recital Tracking Form at the time of booking. Late 

requests will not be considered. 

 

Audio/Video Recording: 

The University of Missouri System holds licenses with both ASCAP and BMI. To comply with those 

licenses, and to meet NASM standards required for all degree recitals, the UMKC Conservatory 

maintains an archive of all student recital audio recordings. Student recital fees cover all required 

archive materials. If you have been given permission to self-record the performance, you must submit a 

sound file for archive purposes. Click here for sound file submission requirements. Failure to do so may 

result in an incomplete file, which may delay graduation, or may require that the recital performance be 

repeated 

 

Programs: 

Student recital program information must be submitted 30 days prior to the confirmed recital date. 

Conservatory produced programs are required for all degree recitals whether performed on or off 

campus. Only non-degree, off campus recitals are exempt from this requirement. Program fees provide 

the student with 25 printed copies of their program, and/or a QR code for electronic download. This fee 

mailto:umkcconservatoryscheduling@umkc.edu
https://mailmissouri-my.sharepoint.com/:w:/g/personal/snellja_umsystem_edu/EWAf_QlSQ95FpFsfbrvA1ocBYAg616ucmDAI4CZcHQTAaQ?e=DOPIXO


also includes listing of your recital on the Conservatory website, online calendar, and mobile 

applications. Click this link for Recital Program Submission Form and requirements for recital program 

information.  Late submission of materials will result in a student having to produce their own program, 

providing the Programs Office with 10 copies of your program no more than 5 days following your 

performance. 

Receptions: 

The lobby area outside of White Hall, and the student lounge on the second floor of Grant Hall are 

available for receptions following recital performances. Students are solely responsible for set up and 

clean up. Alcohol is prohibited at student receptions.  

 

https://forms.office.com/Pages/ResponsePage.aspx?id=vv3-4-n3G0ClGjVeAbBaiX0ZdODi7atLikj-UrG1zrZUME5ONlFPMEE3SVVDQk9YVzE1RUpGS0dOWSQlQCN0PWcu

