
DIRECTORS PLANNING CHECKLIST  
 

To help us make your trip less stressful and more enjoyable, use this checklist as a reference to 
ensure all necessary paperwork and decisions have been taken care of.  
 

6 Months Prior to Festival:  

◻​ Proper identification obtained or applied for groups travelling internationally   
 

60 Days Prior to Festival:  

Email the following information forms to your trip coordinator and Music USA Festivals  

◻​ Room Assignments (For those utilizing our travel services)   

◻​ Final Counts  

◻​ Awards Ceremony  

◻​ Motor Coach Driver’s Room Assignment  

◻​ Stage plot for each group performing  

◻​ Bus Driver’s Information  

◻​ Music Performance Selection (recommended three pieces maximum)  
 

45 Days Prior to Festival:  

◻​ Final balance paid in full  
 

2 Weeks Prior to Festival:  

◻​ Collect any permission slips and medical forms required by school  
◻​ If arranging your own transportation, submit the itinerary to the Bus Company. Make sure you 

are clear on their sleeping and driving requirements  
◻​ Get a 24-hour emergency number from the Bus Company  
◻​ Review the rules and regulations for all event(s) prior to departure  

 

3 Days Prior to Festival:   

◻​ Reconfirm itinerary and times of departure with Bus Company  
 

Day of Departure:  

◻​ Collate three (3) original scores of music, one for each adjudicator for every group and song 
you have entered. Please put each score in an envelope with the name of your school and 
performance group.   

◻​ Delegate a chaperone to deliver and collect music scores from a Music USA team member. 
 


