
DIVISION INSTRUCTIONS 
 

 
1. Divisions are instructed to obtain a letter of invitation to host the division competitions.  
 
The letter should include the following (check the handbook document titled MTNA Guidelines for Hosting 
Division Competitions): 
 
 1.  Dates reserved 
 2.  Cost of facilities, if any  
 3.  Cost for security, if any 
 4.  Piano technician needs: paid by the tuning, paid by the job, make sure tuner is available for 

emergencies, etc. 
 5.  Verify number of rooms needed 
 6.  Verify number of pianos needed 
 7.  Verify number of practice/warm-up rooms needed 
 8.  Hospitality—can food from outside the university be brought in (coffee, snacks, donuts, etc.)? If 

not, what is the cost of the university catering service? 
 9.  Name of local site coordinator (usually a faculty member of the college) 
 
It does not have to have all of the above items spelled out in the letter, but we do need to know if there will 
be a fee for use of the facilities and security. Also, it is better to have an agreement in writing with the piano 
technician.  
 
2. It is not necessary that divisions follow a strict state rotation schedule. Some divisions have not done this 

in the past. It is better to find an institution that is willing to host the competitions with the necessary 
rooms, pianos, etc. It is preferable to move around as much as possible, but it is not required. 

 
3. MTNA Website: the dates/locations of the division competitions need to be submitted to the National 

Office as soon as they are known. However, it will be necessary to add travel/lodging information no 
later than October 1. Follow directions e-mailed to you by National Headquarters. 

 
4. Timeline:  
 a. At the division competitions in January, Division Directors and Competitions Chairs need to discuss 

the location for the next year and start contacting various institutions. Include State Presidents of the 
prospective states in your discussions. Identify the person to serve as the Site Coordinator (usually 
from the host institution). 

 b. April 1 is the target date for setting the date/location for the next year. 
 c. Request that the letter of invitation be submitted no later than May 1. The letter of invitation 

should be copied to: Division Director, Division Competitions Chair, Director of Competitions 
(Linda Stump), and to Brian Shepard (national office). 

d. Send travel/lodging information to the National Office as directed no later than October 1. 


