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(  ITEMS HIGHLIGHTED WITH A RED STAR AND IN RED TEXT IN THIS HANDBOOK ARE OF PARTICULAR IMPORTANCE AND REQUIRES SPECIAL ATTENTION
1. REGIONAL CONVENTION - GENERAL
A. Welcome from the CRC 

Convention Season is upon us yet again!! It’s the most wonderful time of the year, isn’t it!? We are pleased to deliver the 2019 Lake Ontario Region 16 Convention Handbook.
This one-stop shop Handbook contains all the information you need but periodic bite-size e-Blast reminders will ensure no deadlines are missed. They will be directed to the CCLs, Directors, TL/Pres but we encourage you to share all e-Blast, and in fact this Handbook in its entirety, with your chorus members – and please don’t forget your quartets. Reading through will help them understand and reinforce the importance of making payments on time so that you in turn can meet your obligations! Visit the regional website at http://www.saregion16.com. The Handbook and all convention forms can be found under Events, then Convention. Happy reading!
In addition to this Handbook and periodic e-Blasts, a Competition Supplement will be issued by our Competition Coordinator, Shelley Snoulten, approximately 45-days prior to contest. The Supplement will include information pertaining to the Thursday night briefing as well as order of appearance and final schedules. Watch for it on the Regional website at http://www.saregion16.com in mid-February!!
Who should you call with your questions or concerns? Please refer to the 2019 Convention Team Directory on the next page.  A short description of each position has been included to help you direct your question. If still unsure, please contact me and I will hook you up!! 
In addition to working towards Convention 2019, a Site Search Task Force is diligently working to find us a new home starting with Convention 2020. As of December 31, 2018, we will be down in numbers with the transition of Buffalo Gateway and Lake Effect to Region 17. Using the knowledge gained during our site search four years ago and taking into consideration the International Guidelines that we must adhere to for a competition venue, we have our sights set on venues that potentially could see us all in one spot or in hotels connected to a contest venue. Wouldn’t it be great if we could eliminate busing! Don’t know that we will be able to deliver on that but it’s our pie in the sky and dream outcome! Exciting times isn’t it? We will keep you posted every step of the way! We’re in this together! 
Kudos to all of you for giving so freely and generously of your time!

“Volunteers do not necessarily have the TIME; they just have the HEART”

Elizabeth Andrew

Thanks for all that you do!
JD Crowe

Chair, Regional Convention (CRC)
B. 2019 Convention Team Directory & Summary of Duties

	Team Member / Contact Information
	Area of Responsibility

	Cathy Stovold, Registration and Facilities Coordinator
24 Willow Bay Drive Midhurst, ON, L9X 0R2
(705) 739-9213 / cathystovold@rogers.com

	Responsible for Registration and single event ticket sales.



	Jeanne d’Arc (JD) Crowe, Chair, Regional Convention
202 – 5 Frank Street, Ottawa ON K2P 0W8
((613) 857-0358 / arsenaj@rogers.com
	Oversees everything that has anything to do with convention activities and coordinates backstage hospitality. Liaises with Civic Center and hotels. Negotiates all contracts.

	Shelley Snoulten, Competition Coordinator
211 Kirkvalley Cres, Aurora ON L4G 7S3

(905) 727-7934 / shelleysnoulten@gmail.com

	Oversees everything that has anything to do with contest activities

	Colleen O’Dwyer, Finance Coordinator

6 James Park Square, Scarborough ON M1V 2E6

(416) 293-4660 / colleen.od1@gmail.com
	Assists with everything that has anything to do with money!!  Signs all contracts.
ALL checks and forms are to be sent to Colleen.


	Wendy Porteous, Official Panel Liaison

281 Harthill Way, Nepean ON K2J 0P2
(613) 853-8343 / waporteous@rogers.com 
	Takes care of the judges’ requirements. Coordinates their transportation.

	Kaeli Porteous, Assistant Panel Liaison

591 Meadowcreek Circle, Kanata ON K2M 3A6
(613) 219-8345 / kaelip15@gmail.com 

	Assists the OPL with all her responsibilities.

	Sue Heighway, Communications Manager

673 Berwick Crescent, Oshawa, ON L1J 3E6
(905) 409-8848 / sheighwayreg16@live.ca

	Responsible for the Convention Handbook, Contest Program and program advertisements.

	JD Crowe, Webcast Manager
202 – 5 Frank Street, Ottawa ON K2P 0W8

613-4857-0358 / crowej@navcanada.ca
	· Designs and secures the chorus and quartet surveys, 
· collates info for the International Judges’ bios, etc for the webcast binders
· Invites webcasters!

	Barb Jacobs, Transportation
  and Convention Services Manager
901 Birch Ave., Milton, ON L9T 3N3

(905) 693-9777 / btjacobs@sympatico.ca
	Transportation:

· Prepares the schedule for chorus and quartet pick-ups on contest day and coordinates the busing between hotels and the civic center the entire weekend.
Convention Services: 

· Coordinates details necessary for all meeting, rehearsal and private meal space in all convention hotels;
· Coordinates all details concerning Saturday Night Event if applicable.

	Liz Gibbs, Audio/Visual Manager

11, rue d’Aspen, Cantley, QC J8V 3B2

(819) 827-6302 / lizgibbs@xittel.ca 
	Coordinates all of our audio/visual requirements for contest


	Diane Seaward, Awards
  and Housing Manager
121 Glenashton, Oakville ON L6H 6V4

(905) 257-2521 / dgseaward83@gmail.com 
	Awards:

· Coordinates all regional awards – including getting the hardware!!
Housing 

· Responsible for all sleeping room bookings.


C. 2019 Hotel Assignments

	Genesee Grande Hotel
Barrie Huronia

Bay of Quinte
Bytown Beat
Durham Shores
Harmony North
Image City Sound
Northumberland
Orangeville
Scarborough

	Crowne Plaza Hotel
Acapella North

Canadian Showtime Chorus
Circle of Harmony

Eastside Harmony

Greater Kingston

Kawartha Music Co

Limestone City Voices

Ontario Heartland

Pineridge

York Harmony

	Parkview Hotel
North Metro

	IMPORTANT NOTE:

 
Hotel assignments are based on our annual rotation and estimated chorus requirements. Depending on the actual number of rooms requested by each chorus and the number of rooms available in each hotel block, changes in the announced rotation may be required. Affected choruses will be contacted directly by Diane Seaward, Awards and Housing Manager. Thank you for your understanding. 




D. HOTEL Directions and Parking Instructions

GETTING TO THE CROWNE PLAZA HOTEL
701 E. Genesee Street, Syracuse, New York   13210 Telephone: (315) 479-7000

From the East or West

· Take I 90 New York State Thruway east to Exit #39

· Take I 690 east to I 81 South

· Take I81 to Exit #18 – Adams/Harrison Street (under the bridge, you are on Almond Street, one-way, heading south)

· Stay in left lane – go to 2nd stop light (Adams Street)

· Make a sharp left U-turn onto Almond Street (one-way, heading north).

· The Crowne Plaza is the tall circular building on the right

· The parking garage is just past the hotel on Almond. Parking is FREE.

NOTE:

If arriving by bus, please be sure to indicate it on the Room List Summary sheet and contact the hotel for specific unloading and parking instructions.

*****

GETTING TO THE PARKVIEW HOTEL
713 E. Genesee Street, Syracuse, New York   13210 Telephone: (315) 701-2600

From the East or West

· Take I 90 New York State Thruway east to Exit #39

· Take I 690 east to I 81 South

· Take I81 to Exit #18 – Adams/Harrison Street (under the bridge, you are on Almond Street, one-way, heading south)

· Stay in left lane – go to 2nd stop light (Adams Street)

· Make a sharp left U-turn onto Almond Street (one-way, heading north).

· The Parkview is located two doors east of the Crowne Plaza (formerly The Renaissance) on East Genesee Street.

· Parking is located behind the hotel. Parking is FREE.

NOTE:

If arriving by bus, please be sure to indicate it on the Room List Summary sheet and contact the hotel for specific unloading and parking instructions.

GETTING TO THE GENESEE GRANDE HOTEL
1060 E. Genesee Street, Syracuse, New York 13210 Telephone: 1-800-365-HOME

From the East or West

· Take I90 New York State Thruway east to Exit #39

· Take I690 east to I81 south

· Take I81 to Exit #18 – Adams/Harrison Street (under the bridge, you are on Almond Street, one-way, heading south

· Stay in left lane – go to 2nd stop light (Adams Street)

· Make a sharp left U-turn onto Almond Street (one-way, heading north).

· Turn right at E. Genesee Street

· The Genesee Grande is three blocks up on the right-hand side.  Pull in the front entrance and proceed to parking in the rear. Parking is FREE.

From the South

· Take I81 North to Exit #18 – Adams/Harrison Street (under the bridge, Almond Street)

· Continue straight on Almond Street for 2 blocks.

· Turn right onto E. Genesee Street

· The Genesee Grande is three blocks up on the right-hand side.  Pull in the front entrance and proceed to parking in the rear. Parking is FREE.

From the North

· Take I81 South to Exit #18 – Adams/Harrison Street

· Take I81 to Exit #18 – Adams/Harrison Street (under the bridge, you are on Almond Street, one-way, heading south)

· Stay in left lane – go to 2nd stop light (Adams Street)

· Make a sharp left U-turn onto Almond Street (one-way, heading north)

· Turn right onto E. Genesee Street

· The Genesee Grande is three blocks up on the right-hand side.  Pull in the front entrance and proceed to parking in the rear. Parking is FREE.

NOTE:

If arriving by bus, please be sure to indicate it on the Room List Summary sheet and contact the hotel for specific unloading and parking instructions.

E. 2019 Judging Panel 



* Indicates Panel Chair



F. Contest Reminders – International Rules

· Total singing time of the two separate songs or medleys performed in any Sweet Adelines competition other than an entertainment package session shall be not less than three (3) and not more than seven (7) minutes.

· Riser Configuration:  The form for making the designation (Alternate – Smaller Configuration; or Standard – Larger Configuration) will be included in the e-mailing from International Headquarters on January 4, 2019. Each chorus must select the configuration they will use in competition.  Competitors choosing to change their riser selection after the 60-day deadline will be assessed a $50 riser change fee by International.

· Props:  A reminder, staging and lighting are uniform for all contestants.  No penalty is attached to the use of props or visual devices in any regional or international contest sessions.  The degree to which such use enhances or detracts from the performance is reflected in the showmanship score.  All props and visual devices must enter and leave the performance venue with the chorus or quartet.  Storage space for any props or equipment, other than riser chairs or medically necessary items, is not provided at the contest venue.  Props or visual devices requiring excessive set up time will be subject to delay of contest penalties.  All contestants are required to leave the stage in the condition they found it.  Anything discarded or dropped must be removed and exit the stage with the contestant.  In all sessions, penalty for violation is twenty-five (25) points.
· Evaluation by DVD/Video:  Choruses have the option of competing For Evaluation Only by DVD/videotape.  Choruses choosing this option will be required to pay the usual competition entry fee.  The official panel will evaluate the recordings prior to each regional competition.  This process does not replace the existing competition rule requiring choruses to compete every three years in order to maintain their charters. 
· Registration for Evaluation Only: A chorus or quartet that registers For Evaluation Only may revert back to competitor status at any time after registration. Chorus directors or Presidents/Team Leaders and Quartets must notify international headquarters in writing (by email is okay). It is recommended that this decision be made before the draw for order of appearance in order to be included in the draw. If notification is received after the draw for order of appearance, the order will not be changed to accommodate the chorus or quartet.

· Withdrawals:  Chorus directors or Presidents/Team Leaders and Quartets must withdraw in writing (email is okay) to international headquarters.  A phone call is not sufficient.
· Copyright Clearance:  All music must have cleared the copyright process.  Failure to use cleared arrangements may result in disqualification.  International Headquarters is responsible for administering the copyright policies and procedures.
· Quartets Qualifying for International Competition:  An additional invitation to compete will be offered should the first-place quartet withdraw or elect not to compete at International.  If the quartet placing first in regional competitions chooses to withdraw from international Competitions prior to July 1, the second-place quartet will be invited to compete.  If the second-place quartet has already qualified as a wildcard or withdraws, this invitation will not extend to any other placement.
G. Riser configurations


 

H. Convention Activities

General Membership Class: Friday, from 10:30 a.m. – 11:30 a.m. in the Carrier Theatre, Oncentre Complex.

 ( Additional Function Space, (Additional rehearsal, Private Meal Functions, etc):  Choruses must contact the Convention Services Manager, Barb Jacobs via e-mail any time prior to February 20, 2019, and she will schedule space with the hotel.  The request must be included on the Convention Registration, Housing and Single Event Tickets spreadsheet. This policy applies to choruses wishing to arrange for additional rehearsals, meeting space or private meal functions during the convention weekend. If you are planning a meal(s), it is best to have a predetermined budget for the meal and the hotel will work with you on menu options. See full details in the CCL Job Description on page 16 of this Handbook.
I. Convention Facts! 

      (Convention Registrations (All Events Badge or AEB)
	On or before February 20, 2019
	$60.00 USD members

$65.00 USD non-members

	After February 20, 2019
	$65.00 USD members

$70.00 USD non-members

	Important Note: A complimentary YWIH registration is provided to any member who on May 1st of contest year is 25 years of age or younger.


      ( Single Event Tickets 

	On or before February 20, 2019
	$35.00 USD members

	After February 20, 2019
	$40.00 USD members


· At Check-in, chorus CCL’s will receive room keys, AEB’s, Single Event Tickets and programs for her chorus. 
· For those purchasing AEB’s and Single Event Tickets on site, programs are to be picked up at the Outgoing Champs fundraising table in the Boutique.
· Chorus Rehearsal booking for Friday rehearsals will be booked with Barb Jacobs, Transportation and Convention Services Manager.  Further Rehearsal Booking details can be found on page 27 of this Handbook.
· Chorus Directors, Team Leaders/Presidents and competing quartets are expected to attend the briefing. Each chorus and quartet MUST send at least one representative to the briefing.
· Chorus photos will be taken ON STAGE. 
· Quartet photos will be POSED photos and will be taken in the Convention Centre of the Crowne Plaza Hotel.
· Candid contest photos will be available on Jon Petersen’s website 2-3 weeks after competition.
· Members with dual membership may compete with each chorus of which she is a member in good standing. The second costume must be brought to the theatre Friday between 11 and 11:30 AM to be placed in a dressing room downstairs used for that purpose.
· A curtain will not be used for the chorus contest.

· ( Choruses and Quartets are invited to place an ad in the Convention Program. Camera-ready art will be printed as received. Deadline for submission is February 20, 2019.
· No photography, video or audio recording is permitted in the auditorium during the contests, award presentations and champion performances by anyone other than the official photographer (Jon Peterson) and audio/video technologists (Visual Technologies).

J. Convention Etiquette & Protocol

We are guests in our Convention City of Syracuse and ambassadors of Sweet Adelines International. Please be courteous with all personnel in the hotels and restaurants, on the buses, in the Civic Center and, of course, with each other.

Both contests are, in large part, run by volunteers. Most of our backstage and front of house assistants are Lake Ontario Region 16 competitors, too, and are most likely preparing to go on stage after you. They are there to assist you and will do everything they can to ensure that you have the best competition experience possible. Please be kind to your volunteers! A wink or a grateful smile could make a difference for them on stage.

The theatre doors will open in accordance with the performance or contest schedules. When the doors open, please enter in an orderly fashion. A number of rows will be cordoned off for special guests and for the official photographer’s use. The first two rows immediately behind the judges are completely off limits except for the Official Panel Liaison and the Assistant Official Panel Liaison. Please observe all seat restrictions. We have the benefit of a grand auditorium and there isn’t a bad seat in the house. Saving a seat for a friend is acceptable but saving a row of seats for many friends is not. Sit next to a stranger – she may become your new best friend!

The traffic pattern for the quartet and chorus contest is timed to the last second. In order to minimize the risk of slipping off schedule, we ask you to observe the following basic rules. The main purpose of all rules is to afford every competitor on stage an equal opportunity to perform without distraction. 

· Ensure that all cell phones, pagers and watches have been turned off.  Any device with an ‘on or off’ switch, should be turned to ‘off’.
· If a young child is fussing, please leave the auditorium before the doors are closed for the performances.
· Cameras and recording devices of any kind are not allowed in the Theatre. If used, they will be confiscated.
· Food and beverage other than water is not allowed in the Theatre.
· Noisy candy wrappers will be heard from the stage and could distract the competitors. Refrain from unwrapping during performances!
· Backstage entry is for the competitors and coaches only! Please observe the “authorized entry only” signs.
· Coaches who accompany a contestant backstage may watch the performance from Stage Left or from the audience.  The coach may then join the contestant following the performance through the remainder of the pattern. 
· VIP seating is designated, and all those entitled to VIP seating will be readily identifiable to the front of the house personnel.

Thank you for your cooperation!

2. CONVENTION SERVICES

K.  Convention Schedule

Thursday, April 4, 2019 
3:00 p.m.


Hotel(s) Check-in @ Front Desk (see Check-in Procedure on page 23)

7:00 p.m. – 7:30 p.m.

Competing Chorus/Quartet Check in (hand in appropriate forms and information)





Fayetteville Room, Crowne Plaza Hotel

7:45 p.m. – 8:45 p.m. 

Chorus/Quartet Briefing 





Lafayette Room, Crowne Plaza Hotel

9:00 p.m. – 10:00 p.m.

Blue Ribbon Club Rehearsal





Lafayette Room, Crowne Plaza Hotel

Friday, April 5, 2019
9:00 a.m. – 11:00 p.m.

Chorus Rehearsals – As requested (Various Hotels)

9:15 a.m. 


Competition Facility Inspection (By Invitation Only)

10:00 a.m. – 7:00 p.m.

Boutique – Civic Center
10:30 a.m.


Quartet Walk-through, Crouse Hinds Theatre, Civic Center
10:30 a.m. – 11:30 a.m.

General Membership Education Class – Carrier Theatre, Civic Center



12:00 noon – 12:30 p.m.
Mass Sing - Onondaga County Court House Steps (Montgomery Street next to Civic Center). Rain Location: Lower Level, Civic Center.

3:00 p.m.


Hotel(s) Check-in @ Front Desk (see Check-in procedure on page 23)

2:45 p.m.


Quartet Competition – Crouse Hinds Theatre. Civic Center
Saturday, April 6, 2019
8:00 a.m. – 11:00 a.m.

Assigned Chorus Rehearsals (Various Hotels)

9:00 a.m. – 5:00 p.m.

Boutique – Civic Center
11:30 a.m.


Chorus Competition – Crouse Hinds Theatre, Civic Center
9:30 p.m.


Afterglow rooms in each hotel

This is a tentative schedule.  A final schedule will be published in the Competition Supplement approximately 45 days prior to contest.

L. Shuttle Bus Information and Schedule

Thursday, April 4, 2019
	4:00 p.m. – Midnight
	One (1) Shuttle bus running continuously between hotels


Friday, April 5 2019
	9:00 a.m. – 9:00 p.m.
	Three (3) buses dedicated from each hotel to Civic Center.  Buses will NOT run BETWEEN hotels.

	9:00 p.m. – Midnight
	Three (3) Buses WILL run BETWEEN hotels.


Saturday, April 6, 2019



	9:00 a.m. – 7:00 p.m.
	Three (3) buses dedicated from each hotel to Civic Center. Buses will NOT run BETWEEN hotels.

	7:00 p.m. – 2:00 a.m.
	Three (3 buses) WILL run BETWEEN hotels


NOTES:

1. Buses will be available to return everyone back to all hotels following the Quartet & Chorus competitions!

2. Bus schedules will be posted in the lobbies of each hotel and at the Civic Center.  Departure times on the schedules will be adhered to.

3. Quartets wishing to go to the “other hotels” to sing are encouraged to visit those first and finish the evening (morning?) at their home hotel.

This is a preliminary schedule and is subject to change. Final schedule will be published in the Competition Supplement due to be published approximately 45 days prior to contest. It will also be published in the Convention Program.

M. ( Chorus Convention Liaison (CCL) Job Description
All convention information is disseminated via the Communications Manager of the Convention Team, Sue Heighway who maintains a master group distribution list. Please ensure that your Chorus Convention Liaison (CCL) e-mail address has been submitted to Sue, at sheighwayreg16@live.ca. The CCL acts as the conduit for information between the Convention Team and the Choruses. She coordinates all regional activities associated with her chorus’ participation in the annual regional convention and ensures that all forms and payments are submitted by the specified deadline. Because all information is communicated by e-mail and posted on the regional website, chorus CCL’s must be on-line and fluent in using Microsoft Excel. Duties include:
Chapter Communication:

Distributes all regional convention information to chorus members, Presidents/Team Leaders and Directors. Ensures that the regional convention information is also distributed to Chapter quartets. 

Regional Communication:

Written and/or Verbal Communication with appropriate regional contacts on the RMT and the Convention Team.

Convention Registration:
Coordinates registration of members and guests and submits on-line registration forms to Registration Manager; submits registration fees to Regional Finance Coordinator; picks up and distributes registration badges to the chorus on site at the hotel. Important note: NO handwritten lists will be accepted. Please submit on line 

Single Ticket Purchase:
Coordinates purchase of single event tickets on behalf of the chorus; submits request using on-line form; submits payment to Regional Finance Coordinator; picks up and distributes tickets on site at hotel.

Housing: 
1. Room sign-up and submits on-line housing forms to Convention Services & Housing Manager; submits housing fees to Regional Finance Coordinator coordinates chorus check-in at hotel, signs out all room keys from hotel and distributes to the chorus members; 
2. Pays all chorus incidental charges on-site before leaving on Sunday. 
3. If the CCL is unable to be at the hotel for arrival of members, she must designate an alternate and advise the Convention Services Manager (Barb Jacobs) and the Housing Manager (Diane Seaward) and the CRC (JD Crowe) by email in advance of check-in day if possible. Refer to the Check-in Procedure on page 23 of this Handbook for further details.
( Rehearsal & Function Space:
Chorus CCL’s must contact the Convention Services Manager, Barb Jacobs via e-mail prior to February 20, 2019 to reserve function space for additional rehearsal time or function space, including private meals. Do not contact the hotel directly until instructed by Barb. Space is limited and will be assigned on a first come first served basis. Every effort will be made to accommodate your request. Full payment for contracted services is to be submitted to the Finance Coordinator Colleen O’Dwyer, 6 James Park Square, Scarborough, ON M1V 2E6 no later than March 22, 2019. 
Submits forms for:

Audio/DVD Recordings Order, Photography Order and Convention Program Ad Order
Coordinates the distribution of Ziploc Bags for chapter members’ individual belongings and arranges for riser row bag custodians.

N. Important Dates

( Regional Forms and Payments

	Deadline
	Form Name
	Action
	Submit Form To
	Mail Payment To

	Feb 20
	Registration and Hotel Spreadsheet
	Convention Registration, Advance Single Ticket Order, Housing Room List
	Cathy Stovold *
Diane Seaward

Barb Jacobs
Colleen O’Dwyer
	Colleen O’Dwyer (include one hard copy of lists)

	Feb 20
	4_Flash Drive Order

5_Chorus Photo Order

6_Quartet Photo Order
	Photo and DVD Order
	Liz Gibbs
	Liz Gibbs

	Feb 20
	7_Program Ad
	Program Ad Order
	Sue Heighwey
	Colleen O’Dwyer 

	Feb 20
	Banquet Orders from Hotels
	Meals and Rehearsal Spaces
	Barb Jacobs
Colleen O’Dwyer
	Colleen O’Dwyer 


( International Forms 

	Form
	Deadline
	Send To

	Competition Entry Form: Quartet
	February 4, 2019
	SAI

	Competition Entry Form: Chorus 
	February 5, 2019
	SAI

	Late Entry Deadline: Quartet
	February 19, 2019
	SAI

	Late Entry Deadline: Chorus
	February 20, 2019
	SAI


NOTES:

1. International will be e-mailing the competition packets on December 21, 2018. Return it promptly with your payment as instructed on the Competition Entry Form. Make sure to specify your riser configuration as this impacts the draw for order of appearance.  Please ensure International Headquarters has correct electronic communication addresses for your chorus or quartet.  All Competition Entry forms will be e-mailed by International.
2. In order to compete in the 2019 Regional Contests, the paperwork for new and renewing quartets must be submitted and processed before they may register for competition. New quartets or renewals received after January 15, 2019 will be charged additional registration fees. 
You will be required to bring a number of forms to the Chorus/Quartet Briefing. Full details will be available in the Competition Supplement scheduled to be published 45 days prior to contest.
O. ( Regional Assessment

In accordance with International By-laws, a member is deemed to be in good standing if her international dues and regional assessment is paid in full. If a member is not in good standing, she is ineligible to compete. Ensure that all competing members’ regional assessments ($40 USD) are paid in full by January 31, 2019. This rule also applies to Chapter-at-large members. For new members joining AFTER December 31, 2018, the regional assessment is due no later than March 31, 2019
P. Leadership Recognition

Immediately following the Outgoing Champion performance on Saturday, Directors and Presidents/Team Leaders will be invited to move to reserved seating located in Rows 2 and 3 of the Orchestra Level for Leadership Recognition.
Q. Boutique

Don’t miss Region 16’s Boutique in the lower lobby of the Civic Center.  Bargain hunters can pick up a gift for a secret pal and/or souvenir for themselves.

While you are at the Boutique, be sure to support the Fundraising Tables sponsored by our Regional Representatives.  They need and appreciate your assistance.  The Regional Fundraising table also appreciates your support as the RMT banks on the profits from this table to continue bringing you 1st class faculty at regional leadership events and music schools. Thanks in advance for your continued support!

R. Mass Sing

12 NOON, Friday, April 5, 2019
Onondaga County Court House

(Rain Location: Lower Level, Civic Center) 

Meet outside on the steps of the Onondaga County Court House. The Court House sits on Montgomery Street, next to the Civic Center. The Syracuse Convention Centre provides local media coverage for this activity. Choruses are encouraged to wear their chorus colors and to bring their chorus banners to display.

Regional Songs:
Can You Feel The Love

Power of The Dream
Dancing Queen


Send Your Love Out To The World
Harmonize The World


Thank You Dear Lord For Music
How We Sang 



That’s What Friends Are For
Kicking It Up A Notch


Time For You



S. Food Concessions at Civic Center
	Friday
	12:30 p.m. – 6:00 p.m.

	Saturday
	9:30 a.m. – 5:00 p.m.


T. Medical Information

Choruses are encouraged to make arrangements to cover any medical emergency that may arise.  Out of country medical insurance is highly recommended for Canadian members.  This insurance must be obtained prior to leaving for the convention.  Emergency medical phone numbers are available backstage at the Civic Center.  For immediate emergency issues call 911.
U. Tipping Information

We all remember to tip the bellman and the waiter but often forget the housekeeper. A clean hotel room is appreciated and expected by us all. Remember to leave $1.00 per person on your pillow before you leave your room each day.

Let Sweet Adelines be remembered as the group that appreciates and rewards the unsung heroes of hotel service.  Word travels from hotels in one city to another and we should be known as women who value the work of others.



V.  Convention Registration (AEB)

Policy
1. Each competing member must purchase a full Convention Registration.
2. Convention Registrations are transferable, but not refundable.
3. Each Convention Registration admits the holder to all Convention weekend events, including the Quartet and Chorus Competitions.
4. All individuals participating in the convention must have a registration badge.  Be certain to list everyone in your group on the appropriate form.  

( Price

	On or before February 20, 2019
	$60.00* USD members

$65.00 USD non-members

	After February 20, 2019
	$65.00* USD members

$70.00 USD non-members

	*Important Note: A complimentary YWIH registration is provided to any member who on May 1st of contest year is 25 years of age or younger.


( Deadline

The Registration Form (1A_Conv Reg) and the Registration Summary Form (1B Conv Reg Summary) are due February 20, 2019.
Form Submission and Method of Payment

1. Submit the Convention Registration, Housing and Single Event Tickets spreadsheet by email to:
· Cathy Stovold, Registration Manager at cathystovold@rogers.com and 
· Diane Seaward, Housing Manager at dgseaward83@gmail.com and
· Colleen O’Dwyer, Finance Coordinator at colleen.od1@gmail.com 
Mail payment and a printed copy of the Registration List and Payment Summary tabs to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough ON M1V 2E6 (416) 293-4660/. Allow 2-3 weeks for delivery. 
2. Checks or money order are made payable in U.S. funds to Lake Ontario Region 16 Sweet Adelines. 

On-Site Pickup

Convention Registrations (AEB) are to be picked up by the CCL at the hotel at Check-in. See the detailed Check-in Procedure on page 23 of this Handbook.
Complimentary Registration (AEB)

A list of Complimentary Registrations, as authorized by the Regional Management Team (RMT), will be forwarded to all choruses by the CRC. If notification has not been received from the CRC, the cost of the AEB must be submitted for all members.
W. Single Event Tickets

Policy

Non-competing members and guests may purchase tickets to any single event. Tickets are available for purchase in advance and can also be purchased on site at the Outgoing Champs fundraising table. The Single Ticket is valid for that single event only.

( Price

	On or before February 20, 2019
	$35.00 USD members

	After February 20, 2019
	$40.00 USD members


( Deadline

The Advance Single Ticket Form (2_Advance Single Ticket) is due February 20, 2019.

Form Submission and Method of Payment

1. This form is included in the Convention Registration, Housing and Single Event Ticket spreadsheet submitted with the Registrations above to Cathy Stovold, Diane Seaward and Colleen O’Dwyer. Payment is submitted with a printout of the Single Event Ticket and Payment Summary tabs to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough, ON M1V 2E6
2. Checks or money order are made payable in U.S. funds to Lake Ontario Region 16 Sweet Adelines.
On-Site Pickup

Single Event tickets are to be picked up by the CCL at the hotel at Check-in. See the detailed Check-in Procedure on page 23 of this Handbook.

X.  Housing Information

Convention Hotels

The Crowne Plaza Hotel, Genesee Grande and Parkview Hotels will be used to house choruses and quartets.  Choruses are housed on a rotating basis between these facilities.  Depending on the number of rooms required by each chorus and the number of rooms available in the hotel blocks, changes in the announced rotation might take place when final room blocking occurs. Every effort will be made to accommodate chorus requests; however, priority will be given first to competitors and second to guests when assigning rooms within rooming blocks. If we find ourselves in a situation where we are short of rooms due to circumstances beyond our control, non-competing members and guests will be moved to an alternate hotel. If you or your guests are asked to move, please know that it is because we have NO alternative.
( Rates

Quad $34.75 USD per person, per night

Triple $46.33 USD per person, per night

Double $69.50 USD per person, per night

Single $139.00 USD per person, per night
Room Lists 
Room Lists will automatically be broken down by night on the summary sheet (e.g. Thursday night:  3 doubles, 5 triples, 10 quads; Friday night:  2 doubles, 2 triples, 16 quads) including the housing total to remit (see change on the rooming list summary form).  A name must be assigned to each room requested.  Depending on room availability, hotels will make every effort to honor each request.
DO NOT MAIL Rooming lists or monies directly to the hotels.  They will be returned and will cause delays in the room blocking process.

Deadline

( The Rooming List and Rooming Summary portion of the spreadsheet are due before or on February 20, 2019.  Additional rooms may be reserved after the deadline date; however, inclusion in the original room block cannot be guaranteed.

( Because of contractual obligations with our hotels, we MUST release unsold rooms from our block no later than February 20, 2019. Please be sure to submit your rooming forms by the prescribed deadlines. We will do our best to make all requested changes to your rooming requirements but please note that we cannot guarantee that we will be able to accommodate your requested change if received after our hotel contracted date of February 20, 2019.
Cancellation Policy

Choruses are responsible for all rooms reserved. Hotel cancellation policies apply.
Y. Method of Payment

( In order to utilize the Region’s NYS Tax Exempt Certificate, the following guidelines apply:

1.  All checks for hotel rooms are in U.S. funds and payable to Lake Ontario Region 16 Sweet Adelines.
2. February 20, 2019:  The Convention Registration, Housing and Single Event Ticket spreadsheet is to be submitted by email to Cathy Stovold, Registration and Facilities Coordinator at cathystovold@rogers.com. 
3. February 20, 2019: Remit 100% of the estimated total room charges and a printed copy of the Payment Summary Sheet tab of the spreadsheet is mailed to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough, ON M1V 2E6
Z.   Check-In Procedures 

Check-in time at all Convention hotels is 3:00 p.m. (every day).  Should you arrive early and before your room is ready, designated secure areas for luggage are available until 7:00 p.m. at each hotel. Due to the size of our group, the Front Desks do not have the capacity to handle individual chorus member check-in. In order to expedite check-in, the following procedures have been established with each hotel.
All chorus members are to be made aware of these important check-in procedures. Front Desk Hotel Staff will be instructed to follow this procedure and will not deviate from it without authorization from Diane Seaward, Housing Manager. Please remind all members to be courteous and understanding.  If you require on-site assistance concerning housing arrangements, Diane and CRC, JD Crowe can be reached by cell phone. Contact details will be included in your check-in package. 

Wednesday Check-in

Members arriving on Wednesday will be able to check-in individually. Their Registration (AEB) badges and programs will need to be picked up from the Chorus CCL when she arrives at the hotel on Thursday.
Thursday Check-in

1. The Chorus Convention Liaison (CCL) is responsible for being available at all times during the check-in process.
2. Upon arrival at the hotel, the CCL is to check-in at the Front Desk and pick up room keys for the entire chorus. Her check-in package will include the keys, Registration (AEB) badges and Convention programs. There will be a message board near the Front Desk in each hotel. Please write your name and room number on the message board so that members will know how to reach you to collect their keys, etc. 
3. As the CCL is encouraged to attend the Briefing on Thursday evening (7:45 pm at the Crowne Plaza Hotel), keys not yet picked up by chorus members should be returned to the Front Desk no earlier than 7 p.m. for individual pick-up. Note that programs and AEB badges are NOT to be left at the Front Desk. Members must obtain them later from the CCL. Immediately after the Briefing, the CCL must return to the Front Desk to take back keys not yet picked up by members.
4. If a chorus is arriving by bus, please have members stay on the bus while the CCL or designate proceeds to the front desk to obtain keys. This will help with congestion in the lobby.

5. If the CCL is not arriving early enough to adhere to this procedure, an alternate must be appointed and her name must be emailed to the Convention Services Manager (Barb Jacobs) & Housing Manager (Diane Seaward) and the CRC (JD Crowe) PRIOR to arrival day. This information will be provided to the Hotel Front Desk staff to authorize pick-up by the alternate.
Friday Check-in
If there are fewer than 5 rooms remaining for check-in, CCLs are asked to return the keys to the Front Desk for individual check in. As late arriving members may want to proceed to the Quartet Contest, AEBs and programs should be left with the keys. If more than ten (10) rooms remain to be checked in, the CCL or her alternate must be available for the check-in process until 2:00 pm at which time she can return the keys, AEB and Programs to the Front Desk and proceed to the Quartet Contest!!
AA. ( Chapter/ Member-At-Large

The Registration (AEB) and Single Event Ticket Policies as described in Sections L (page 20) and M (page 21) also apply to Chapter/member-at-large members. CAL/MAL members can stay in one of our block hotels by following the instructions below.

Registration (AEB):

$60 USD on or before February 20, 2019
$65 USD after February 20, 2019  
Complete the on-line registration spreadsheet and e-mail it to:

· Cathy Stovold, EVC & Registration Manager,  cathystovold@rogers.com,

· Barb Jacobs, Convention Services Manager btjacobs@sympatico.ca & Diane Seaward, Housing Manager, dgseaward83@gmail.com, and

· Colleen O’Dwyer, Finance Coordinator, colleen.od1@gmail.com
Mail your US funds check or money order made payable to Lake Ontario Region 16 Sweet Adelines with a hard copy of the registration form to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough ON M1V 2E6
If you register with a chorus, the Registration (AEBs) will be included in the CCL packet at check-in. If you register independently, it will be left at hotel for you to pick up at check-in.
Housing: 
Quad $34.75 USD per person, per night

Triple $46.33 USD per person, per night
Double $69.50 USD per person, per night

Single $139.00 USD per person, per night
Email Diane Seaward, Housing Manager at dgseaward83@gmail.com to request a room stipulating:

· Name of persons in room

· Number of nights

Mail 100% of room cost to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough ON M1V 2E6
AB. ( Prospective Choruses

Members of a Prospective Chorus that are not yet members of Sweet Adelines International are subject to non-member rates for Convention Registration (AEB) and Single Event Tickets. Policies as described in Sections L (page 20) and M (page 21) apply.

Prospective Choruses registering together will need to appoint a CCL. 
Registration (AEB):

$65 USD on or before February 20, 2019

$70 USD after February 20, 2019 
Complete the Convention Registration, Housing and Single Event Ticket spreadsheet and e-mail it to Cathy Stovold, EVC & Registration Manager, cathystovold@rogers.com 
Mail your US funds cheque or money order made payable to Lake Ontario Region 16 Sweet Adelines to Colleen O’Dwyer, Finance Coordinator. Include a hard copy of the registration form with your payment. Mail to 6 James Park Square, Scarborough, ON M1V 2E6
Registration (AEB) will be included in the CCL packet at check-in.
Housing: 
Quad $34.75 USD per person, per night

Triple $46.33 USD per person, per night

Double $69.50 USD per person, per night

Single $139.00 USD per person, per night
Complete the Convention Registration, Housing and Single Event Ticket spreadsheet and email it to Diane Seaward, Housing Manager at dgseaward83@gmail.com to request a room stipulating:
· Name of persons in room

· Number of nights

Mail a hard copy of the forms and full room cost to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough, ON M1V 2E6
3. COMPETITION SERVICES

NOTE: The information contained in this section will be repeated or updated in the Competition Supplements due to be published approximately 45-days before contest.

AC.  Thursday Night Briefing

The combined Chorus/Quartet Briefing will be held from 7:45 p.m. – 8:45 p.m. on Thursday, April 4, 2019 in the LaFayette Room at the Crowne Plaza Hotel.  All competing Chorus Directors and Quartets, or their representatives are required to attend this briefing. Presidents and CCL’s are welcome and encouraged to attend. 

You will be required to bring the following forms to the briefing.

CHORUSES
· THREE (3) copies of the Chorus Contact Information Sheet (single sided)

· THREE (3) copies of the DVD/Photography Cue Sheet (single sided)

· THREE (3) copies of the List of Competing Members and Verification Form* (single sided). 

*The List of Competing Members and Verification Form will be included in your International e-mailing. It is also available on line at www.sweetadelineintl.org. Complete and attach it to the list of competing members (generated by the competing chorus). Important: We need THREE (3) copies of the form and the competing members list.

QUARTETS:

· THREE (3) copies of the Quartet Contact Information Sheet (single sided)

· THREE (3) copies of the Quartet Staging Form (single sided)


AD. Rehearsals 

Optional Rehearsal Time and Function Space 

Friday, April 5th  
9:00am – 11:00 pm

Chorus CCL’s must contact the Convention Services Manager, Barb Jacobs via e-mail prior to February 20, 2019 to reserve Friday rehearsal time or function space including private meals. The request can be made at any time and must be included on the Convention Registration, Housing and Single Event Ticket spreadsheet.  

Note that Friday rehearsal time will be assigned in blocks of no more than TWO (2) hours until all choruses have had the opportunity to request space. Any remaining time blocks will then be assigned on a first come, first serve basis. Outside food is not permitted in any of the hotel function spaces. Do not contact the hotel directly until instructed by Barb. 

( Space is limited and assigned on a first come first served basis and every effort will be made to accommodate your request. Choruses must send full payment for contracted services, payable to Lake Ontario Region 16 Sweet Adelines to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough, ON M1V 2E6 and must be received no later than March 22, 2019. 
Assigned Regional Rehearsal Time

Saturday, April 6 

8:00 a.m. – 11:00 a.m.

Saturday morning Regional rehearsals are assigned by the Competition Coordinator (CC) Shelley Snoulten based on the Draw For Order of Appearance.  The full schedule will be included in the Competition Supplement due to be published approximately 45 days prior to contest. Note that there is no cost to the choruses for this time.
IMPORTANT NOTE: All chorus rehearsals are on flat floor – risers are not available.

AE. Traffic Patterns 

Chorus Competition Traffic Pattern Information:

Gathering place:
Genesee Grande
Central Lobby Area



Crowne Plaza

Library Lounge, Main Floor




Parkview

Lounge area, Main Floor

· Chorus gathers at assigned space in each hotel adjacent to pick up point.

· You will not be called unless there is a significant change to the schedule.
· Row bags provided by the region must be filled prior to boarding the bus.
· DO NOT place water bottles in these bags.
· Chorus takes bags on bus

Point of Departure:
Genesee Grande
Side Entrance, Open Parking Lot




Crowne Plaza

Main Entrance, E. Genesee Street



Parkview

Main Entrance, E. Genesee Street

· Chorus loads onto buses at designated departure point at each hotel.
· Buses will depart promptly on-time and will not wait for singers who may be late.
· Chorus arrives at Civic Center Artist Entrance and will be greeted by a Convention Assistant. Row bags will be collected at this point.
· Chorus escorted to the Bevard Room (mirror room, singing permitted, water available).
Please note:
· Chorus shown to backstage area from Bevard Room and proceeds directly to the stage
· Chorus sets up necessary riser chairs at this time

· Chorus removes riser chairs immediately following performance

· Chorus MUST remove riser chairs from the Civic Center immediately following the close of the chorus competition awards ceremony
· Singers who use wheelchairs must have a chorus member take it to stage left (exit door) once she is on stage. Back stage staff do not know how to operate them and are busy with their backstage duties
· Director to signal regional personnel stage right when ready to begin.
· Curtain is not utilized.
· A wood-grain orchestra shell, which extends floor to ceiling and covers the entire width of the stage, is utilized.
· The stage floor will be marked with tape indicating a centerline.
· Recording microphones will be placed overhead of the risers.
· Refer to diagram on page 12 for riser configurations
· Chorus photographs are taken on stage.  Be prepared! Have your pose ready!
· Chorus exits Stage Left through the Concert Shop following performance to security area where row bags are retrieved.  Chorus exits to Concert Theatre Lobby to return to auditorium seats.
· Shuttle buses are available to all hotels following competition
Handling of Personal Belongings Backstage

1. Prior to competition weekend, distribute a “Ziploc” bag to each member with her name clearly printed on a color coded/numbered label.  Gallon size bags are adequate.  Chorus members are to use this for any personal items taken to the competition facility. NOTE: the ziplog bag should only contain a room key, AEB, a bit of money for snacks, smartphone if necessary, granola bar at most, mints, lipstick. Anything more substantial will be removed.
2. Individual “Ziploc” bags are to be collected prior to boarding the bus to the Civic Center and placed inside the large tote bags that are provided by Regional personnel at the Briefing check-in.  Bags will be clearly marked with chorus name.  NOTE:  DO NOT PLACE WATER BOTTLES IN TOTE BAGS. 

3. As choruses exit their bus upon arrival at the Civic Center, backstage personnel will collect the tote bags. Tote bags will be supervised until collected by the chorus following its on-stage performance. 
4. Room temperature water is supplied in the Bevard (mirrored) Room.

Competitors Needing Special Assistance
1. Choruses with competitors needing special assistance are to notify Shelley Snoulten, Competition Coordinator (shelleysnoulten@gmail.com). There is a ramped entrance opposite the Artist Entrance on the north side of the theatre complex.  Advance notice is needed because this door is locked and requires backstage personnel to open it. 

2. Choruses are expected to provide any extra transportation or assistance (with wheelchairs and scooters) if required. The chorus assistant to the person using these must take the device behind the open stage and leave it at the stage left exit from the stage before she gets on the risers 

3. Chorus personnel will set riser chair(s) on the risers immediately preceding its performance and remove the riser chair(s) immediately following the performance.
4. ( All riser chairs are to be delivered to the backstage area between 10:30 a.m. and 11:30 a.m. on Friday, April 5 and placed along the back wall.

5. All riser chairs must be removed from the theatre complex immediately following the chorus contest session.

Quartet Competition Traffic Pattern Information:

Gathering place:
Genesee Grande
Central Lobby Area




Crowne Plaza

Library Lounge, Main Floor




Parkview

Lounge Area, Main Floor

· Quartet gathers at assigned space in each hotel adjacent to pick up point.
· Quartet moves onto bus at designated departure point in each hotel.
· Bus will depart promptly on-time and will not wait for singers who may be late.
Point of Departure:
Genesee Grande
Side Entrance, Open Parking Lot




Crowne Plaza

Main Entrance, E. Genesee Street




Parkview

Main Entrance, E. Genesee Street
· Quartet arrives at Crowne Plaza Convention Centre and is guided to photography.  Once photography is completed, Quartet moves to departure point of the Crowne Plaza Hotel
· Quartet arrives at Civic Center Artist Entrance and is escorted to the BeVard Room (mirror room, singing permitted, water available).
· Quartet shown to backstage area and proceeds directly to the stage.

Please note:

· Quartet confirms stage performance entrance with Convention Assistant, stage right
· There is no quartet shell.
· A black drop curtain covers the entire width of the stage.
· The stage floor will be marked with tape indicating a toe line and center line.
· A microphone will be placed approximately two feet down stage of the toe line.
· A monitor speaker will be in placed either side of the microphone.
· Quartet exits Stage Left to the hallway following performance.
· Quartet is escorted to Celebration Room and then directed to the auditorium.
· Shuttle buses are available to all hotels following competition.

AF. Awards

The culmination of each regional competition is the announcement of results and presentation of awards.  Sweet Adelines International policy states that the Judging Panel Chair announces only awards designated by the International Organization.  The Panel Secretary tabulates results for these designated awards.  Additional awards, such as trophies, plaques, etc., provided by the region to the winners of International Awards may be presented at the time the announcement is made.

International Awards

Internationally sponsored chorus competition awards include the following divisions:

Division A Chorus

15-30 performers (members) on stage, not including the Director(s)

Division AA Chorus

31-60 performers (members) on-stage, not including the Director(s)
All contestants are eligible to place in the Top 5. The following placements are designated as Sweet Adelines International awards:

1st - 5th Place Quartets

1st - 5th Place Choruses

1st - 3rd Place Division A Choruses

1st - 3rd Place Division AA Choruses

Most Improved Chorus

To be eligible for the Most Improved Chorus award, a chorus must:
· Have competed in the immediate preceding Regional Competition.
· Have at least 15 singing members on stage.
· A Minimum score is no longer required for eligibility for the Most Improved Chorus Award.

Regional Awards

The following Regional Awards are presented after the International Awards have been announced:
· Novice Director Award is presented to a director who has not competed as a director in more than two (2) Barbershop Harmony singing organization competitions and whose chorus receives the highest overall point total of those eligible and whose score is at least 400 points (mid C level). This award may be won only once.
· York Highlands Novice Quartet Award is presented to the highest scoring quartet having no more than one member who has competed previously in any Barbershop Harmony singing organization competition and whose total score is at least 400 points (mid C level).
· Ev Rivers Memorial Most Improved Quartet Award is presented by the Greater Kingston Chorus to a quartet scoring at least 360 points who competed in the immediate preceding annual regional quartet competition with the same quartet name and the same personnel as the preceding year.  Quartets performing for Evaluation Only are not eligible for this award.  There is no limit to the number of times a quartet may win this award.  If a tie occurs between two or more eligible quartets, the trophy will be shared.
· Larry Dale Coaching Achievement Award is presented to a person, male or female, residing within the geographic boundaries of Region 16 who has made an outstanding contribution to a chorus(es) or quartet(s) in a coaching capacity. Choruses are contacted directly for nominations.
· Leadership Excellence Award is presented to a Region 16 Sweet Adeline who has made outstanding contributions to her chorus and/or the Region in a Leadership capacity. Choruses are contacted directly for nominations.

IMPORTANT NOTE
( Previous year’s recipients must return all trophies and plaques to Diane Seaward, Awards Manager, at the Chorus and Quartet Briefing, Fayetteville Room, Crowne Plaza Hotel on Thursday, April 4, 2019 from 7:00 – 7:30 p.m.

AG. Distribution of Results 

Contestant score sheet packets will be ready immediately after each contest session!

Packets containing score sheets, CD, and DVD (if ordered) plus an order form for additional copies of the DVD will be distributed from the Regional Fundraising Table in the Boutique at the Civic Center.  Only a Quartet member or the Chorus Director or Team Leader/President may pick up the score sheet packet. 
AH. Competition Supplement 

The Competition Supplement will be published approximately 45 days prior to contest and will include the following information:
· Order of Appearance (draw February 11, 2019)
· Traffic Pattern Information (Scheduled)

· Chorus/Quartet Briefing (briefing details and forms to be brought to briefing)

· Chorus Rehearsal Schedule (by sign-up and assigned)

· Riser Configuration 

· Procedure for handling of personal belongings while on stage

· Competitors Needing Special Assistance (including instruction regarding notification and riser chair procedures)



4. FORMS 

( All forms that appear in this section are for reference and instructional purposes only. To complete and for email instructions, please refer to each numbered form posted individually on the regional website www.saregion16.com.
AI. ( Summary and Deadlines 

	FORM
	DEADLINE

	Convention Registration, Housing and Single Event Ticket Spreadsheet
	February 20

	Performance DVD/Payment (4_DVD Order)
	February 20 

	Chorus/Quartet Photography Order/Payment (5_Chorus Photo Order and 6_Quartet Photo Order)
	February 20

	Convention Program Ad/Payment (7_Program Ad)
	February 20


AJ. BRIEFING FORMS
All forms that you are required to bring to the briefing will appear in the Competition Supplement due to be published 45 days prior to contest. They are listed below.

	FORM
	DEADLINE

	Competing Member List (3 copies)
	Briefing

	Chorus/Quartet Contact Information (3 copies)
	Briefing

	On-stage Photo Cue Sheet (3 copies)
	Briefing

	Quartet Stage Entry Cue Sheet (3 copies)
	Briefing


AK. ( INTERNATIONAL FORMS

Keep an eye open for the following International Forms that will be e-mailed directly to you from International Headquarters. They must be completed and returned by the due date in order to be eligible to compete
	FORM
	DEADLINE

	Competition Entry Form: Quartet
	February 4, 2019

	Competition Entry Form: Chorus 
	February 5, 2019

	Late Entry Deadline: Quartet
	February 19, 2019

	Late Entry Deadline: Chorus
	February 20, 2019


APPENDIX A

Sample Forms

Please do not use the forms contained in this appendix. They are a sample of the excel document only.

Thank you!

( Complete all forms on line at www.saregion16.com and submit by email to the appropriate Convention Team Manager/Coordinator. Please follow print and mail instructions as indicated on each form.
	Convention Registration (AEB)
	1A_Conv Reg


SAMPLE FROM EXCEL DOCUMENT ONLY
	

	 
	 
	 
	 
	
	

	
	
	2019 Convention Registration
	
	

	
	
	 
	
	

	
	 
	Chorus Name:
	 
	(enter here)
	
	

	
	 
	CCL Name:
	 
	(enter here)
	
	

	
	 
	Hotel:
	 
	0
	
	

	
	 
	CCL ph#:
	 
	(enter here)
	
	

	
	 
	CCL email:
	 
	(enter here)
	
	

	
	 
	 
	 
	 
	
	

	
	 
	Registration Summary
	 
	 
	
	

	
	 
	Total # of Registrants
	 
	0
	
	

	
	 
	Total $ USD remitted 
	 
	0
	
	

	
	
	
	
	
	
	
	

	Please enter the names alphabetically by entering the last name and first name in the appropriate columns.  Spelling should be checked carefully as the badges will be printed directly from this list.   Names can be sorted after entering.  Please also include the membership number for all members.  If the number is unknown please enter the reason.  Please leave the cell blank if it is for a non-member.  The "type" is  drop down list which will automatically select the amount for each registrant.  If a dual member, type other chorus name in notes section. 

	

	

	

	
	
	
	 
	
	
	
	

	 
	Name (alphabetically by last name)
	Membership #
	Member Type
	Registration Type
	Notes
	Amount

	 
	Last Name
	First Name
	(enter manually)
	(drop down list)
	(drop down list)
	 
	(auto calculated)

	1
	 
	 
	 
	 
	 
	 
	  

	2
	 
	 
	 
	 
	 
	 
	  

	3
	 
	 
	 
	 
	 
	 
	  

	4
	 
	 
	 
	 
	 
	 
	  

	5
	 
	 
	 
	 
	 
	 
	  

	6
	 
	 
	 
	 
	 
	 
	  

	7
	 
	 
	 
	 
	 
	 
	  

	8
	 
	 
	 
	 
	 
	 
	  

	9
	 
	 
	 
	 
	 
	 
	  

	10
	 
	 
	 
	 
	 
	 
	  

	11
	 
	 
	 
	 
	 
	 
	  

	12
	 
	 
	 
	 
	 
	 
	  

	13
	 
	 
	 
	 
	 
	 
	  

	14
	 
	 
	 
	 
	 
	 
	  

	15
	 
	 
	 
	 
	 
	 
	  

	16
	 
	 
	 
	 
	 
	 
	  


	Advance Single Event Ticket
	2_Advance Single Event


SAMPLE FROM EXCEL DOCUMENT ONLY
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2019 Single Ticket List

Chorus Name:

CCL Name:
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	Housing Room List
	3A_Room List


SAMPLE FROM EXCEL DOCUMENT ONLY
	

	
	2019 CONVENTION ROOMING LIST
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Hotel 
	0
	Estimated arrival time: 
	(enter here)

	Chorus Name:
	(enter here)

	CCL Name:
	(enter here)

	phone# 
	(enter here)

	email:
	(enter here)

	
	
	
	
	
	
	
	
	

	IF YOU HAVE QUESTIONS PLEASE CONTACT
	

	DIANE SEAWARD at dgseaward83@gmail.com

	Each room MUST be maintained with the same number of members for EVERY night of the reservation.

	A double room has only 1 bed for 2 people, if 2 beds are needed for MEDICAL reasons, please indicate in special requests.

	Quad rooms are available at the Crown Plaza but NOT recommended.

	No cots are available at any hotel. 

	Room 
	Type
	Name
	Wed
	Thurs
	Fri
	Sat
	Competitor
	Spec. Req.

	SAMP
	Single
	molly member
	1
	1
	1
	1
	yes
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	SAMP
	 
	sally sweet ad
	1
	1
	1
	1
	yes
	require 2 beds

	 
	 
	molly member
	 
	 
	 
	 
	no
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	SAMP
	 
	harmony 
	1
	1
	1
	1
	yes
	fridge req's for medical

	 
	 
	bari
	 
	 
	 
	 
	yes
	 

	 
	 
	bass
	 
	 
	 
	 
	yes
	Comped AEB and rooming as per CRC

	 
	 
	 
	 
	 
	 
	 
	 
	 

	SAMP
	 
	tenor
	1
	1
	1
	1
	yes
	 

	 
	 
	lead
	 
	 
	 
	 
	yes
	 

	 
	 
	bari 
	 
	 
	 
	 
	yes
	 

	 
	 
	bass
	 
	 
	 
	 
	yes
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Room 
	Type
	Name
	Wed
	Thurs
	Fri
	Sat
	Competitor
	Spec. Req.

	1
	 
	 
	 
	 
	 
	 
	 
	 


	Housing Room List Summary
	3B_Room List Summary


SAMPLE FROM EXCEL DOCUMENT ONLY
	

	
	
	
	
	
	
	

	
	
	2019 CONVENTION ROOMING SUMMARY

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	
	
	
	

	Hotel 
	0
	Estimated arrival time: 
	(enter here)

	Chorus Name:
	(enter here)

	CCL Name:
	(enter here)

	phone# 
	(enter here)

	email:
	(enter here)

	
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	 
	
	
	
	
	

	 
	Wed
	Thurs
	Fri
	Sat
	Total 
	Room 
	Total

	 
	 
	 
	 
	 
	per line
	rate/night
	remitted 

	Single
	0
	0
	0
	0
	0
	$139.00
	$0.00

	Double
	0
	0
	0
	0
	0
	$139.00
	$0.00

	Triple
	0
	0
	0
	0
	0
	$139.00
	$0.00

	Quad
	0
	0
	0
	0
	0
	$139.00
	$0.00

	Team Compensated
	 
	 
	 
	 
	 
	 
	 

	Total # of Rooms
	0
	0
	0
	0
	0
	 
	$0.00

	
	
	
	
	
	
	
	

	ARE YOU ARRIVING BY CHARTERED BUS
	 
	
	
	
	


	Chorus/Quartet DVD (Flash Drive) Order
	4_DVD Order


	DVD (flash drive) Ordered on this form for receipt on DAY OF COMPETITION.  An order form for additional copies of this DVD will be included in your Competition Results Envelope. Orders can be placed AFTER April 8th and will be mailed to you. You must order a DVD for delivery on day of competition in order to be able to order additional copies.


CHORUS/QUARTET CONTACT INFORMATION:


COMPETITOR #​​​​____________
	CHORUS / QUARTET NAME: 


	

	CONTACT NAME:


	

	ADDRESS:
	(street / state or province / zip or postal code / country)



	PHONE:
	
	EMAIL:
	


ORDER DETAILS FOR ORIGINAL DVD:

	Event
	Quantity
	Price
	Total

	Quartet Contest
	
	@ $45.00 USD
	

	Chorus Contest
	
	@ $45.00 USD
	

	TOTAL QUANTITY:


	1
	TOTAL AMOUNT ENCLOSED
	


ORDER DETAILS FOR COPIES OF DVD (order AFTER May 4th):

	Event
	Quantity
	Price
	Total

	Quartet Contest
	DO NOT ORDER AT THIS TIME
	@ $10.00 USD
	DO NOT ORDER AT THIS TIME

	Chorus Contest
	DO NOT ORDER AT THIS TIME
	@ $10.00 USD
	DO NOT ORDER AT THIS TIME


INSTRUCTIONS: 

· Complete on-line and print
· Mail payment and TWO (2) printed copies of this form to Liz Gibbs, 11 rue d’Aspen, Cantley Qc J8V 3B2 Canada 

· Make check or money order in US funds payable to Hobin Studios
· Please allow 2-3 weeks for mailing to Canada

· Email enquiries to Liz Gibbs at lizgibbs11@gmail.com
DEADLINE: February 20, 2019
	Chorus Photo Order 
	5_Chorus Photo Order


CHORUS CONTACT INFORMATION:


COMPETITOR #________________
	Chorus Name:
	

	Costume Description:
	

	Chorus Contact:
	

	Mailing Address:

(photos will be mailed to this address)
	(street / state or province / zip or postal code / country)



	Phone:
	
	Email:
	


ORDER DETAILS: 
	Size
	Color

(indicate with X)
	Black & White

(indicate with X)
	Quantity
	Price/Each
	Total

	2x3 wallets
	
	
	
	5.00 USD
	

	4 x 5
	
	
	
	9.00 USD
	

	5 x 7
	
	
	
	   14.00 USD
	

	8 x 10
	
	
	
	 16.00 USD
	

	8 x 14
	
	
	
	17.00 USD
	

	11 x 14
	
	
	
	 18.00 USD
	

	8 x 16 
	
	
	
	 22.00 USD
	

	8 x 18
	
	
	
	23.00 USD
	

	Electronic publicity file (will be emailed upon request)
	25.00 USD
	

	Shipping
	$20.00

	Total Order
	


REMINDER: Chorus Photos will be taken ON STAGE.

INSTRUCTIONS: 
· Complete on-line and print
· Mail payment and TWO (2) printed copies of this form to Liz Gibbs, 11 rue d’Aspen, Cantley Qc J8V 3B2 Canada
· Make check or money order in US funds payable to Jon B. Petersen Photography Inc.
· Please allow 2-3 weeks for mailing to Canada

· Photos will be mailed 6-8 weeks after contest.

DEADLINE: February 20, 2019
	Quartet Photo Order 
	6_Quartet Photo Order


 

 QUARTET CONTACT INFORMATION

COMPETITOR #​​​​​​​_______________
 

	Quartet Name:
	 



	Costume Description:
	 

	Quartet Contact:
	 

	Mailing Address:

(photos will be mailed to this address)
	(street / state or province / zip or postal code / country)

 

	Phone: 
	 


	Email:
	 


  
ORDER DETAILS:

	Size
	Color

(indicate with X)
	Black & White

(indicate with X)
	Quantity
	Price/Each
	Total

	2x3 wallets
	
	
	
	5.00 USD
	

	4 x 5
	
	
	
	9.00 USD
	

	5 x 7
	
	
	
	   14.00 USD
	

	8 x 10
	
	
	
	 16.00 USD
	

	Package

(4 – 8x10 & 8 -  2x3)
Or (4-8x10 & 4-4s50
	
	
	
	60.00 USD
	

	Electronic publicity file (will be emailed upon request)
	15.00 USD
	

	**Complete Digital Package** (see below)
	120.00 USD
	

	Shipping
	$10.00

	Total Order
	


** COMPLETE DIGITAL PACKAGE - $120.00 

All images shot during the photo session with as many poses and/or candid images taken as possible during the 10-minute session.  You will receive all of the images from the session in high resolution jpeg format sent via Dropbox.  Unlimited usage to print, share with friends and family or publicity.
Reminder: Quartet Photos will be POSED photos to be taken at the Convention Centre of the Crowne Plaza Hotel.

 

INSTRUCTIONS: 

· Complete online and print
· Mail payment and TWO (2) printed copies of this form to Liz Gibbs, 11 rue d’Aspen, Cantley Qc

J8V 3B2 Canada
· Make check or money order in US funds payable to Jon B. Petersen Photography Inc. 

· Please allow 2-3 weeks for mailing to Canada
· Photos will be mailed 6-8 weeks after contest 

DEADLINE: February 20, 2019
	Convention Program Ad
	7_Program Ad


All choruses and quartets are invited to place an ad in the Regional Convention Program.  Ads should be submitted in black and white, “size-as”, and camera-ready art.  NOTE:  Dimensions given below are width by height.  They will be printed exactly as they are received.  Payment must be received by deadline date or ad will not be published. 

PRICES AND AD SIZES AVAILABLE:

	FULL PAGE
	Outside Back COLOUR Cover
	4.5” x 7” 
	$150.00 USD

	FULL PAGE
	Inside Front Cover
	4.5” x 7”
	$140.00 USD

	FULL PAGE
	Inside Back Cover
	4.5” x 7”
	$140.00 USD

	FULL PAGE
	Inside Page
	4.5” x 7”
	$125.00 USD

	HALF PAGE
	Inside Page
	4.5” x 3.5”
	$65.00 USD

	QUARTER PAGE (horizontal)
	Inside Page
	4.5” x 1.75”
	$40.00 USD

	QUARTER PAGE (vertical)
	Inside Page
	2.5” x 3.5”
	$40.00 USD


	CHORUS / QUARTET NAME:
	

	CONTACT NAME:
	

	ADDRESS:
	

	PHONE:
	
	EMAIL:
	


	Size Ad Selected:

(specify dimensions)


	
	Amount of Payment  Enclosed


	$


INSTRUCTIONS:

· Submit black and white artwork (jpeg and PDF format preferred) and Program Ad Form (8_Program Ad) to Sue Heighway, Communications Manager, / sheighwayreg16@live.ca 
· Mail a copy of the Program Ad Form (8_Program Ad) and check or money order in U.S. Funds made payable to Lake Ontario Region 16 Sweet Adelines to Colleen O’Dwyer, Finance Coordinator, 6 James Park Square, Scarborough, ON M1V 2E6
DEADLINE DATE: February 20, 2019 

APPENDIX B

Syracuse Area Services and Restaurants 
For more local area attractions and services please visit the Visit Syracuse website
www.VisitSyracuse.com
CONVENTION HANDBOOK








THE DEADLINE FOR ALL REGIONAL FORMS IS FEBRUARY 20, 2019




















MUSIC


Corina Garriock








SOUND


Dixie Dahlke





EXPRESSION


Joan Boutilier





 Boutilier








PANEL SECRETARY


Liz Danielski








SHOWMANSHIP


Diane Porsch *











* Small Configuration:	6 sections of 6’ x 18’ choral risers with 4 steps and 


(Alternate Configuration)	guard rails behind the fourth level. Will accommodate up to 71 members. 





** Large Configuration:	11 sections of 6’ x 18’ choral risers with 4 steps and guard rails (Standard Configuration) 	will be behind the fourth level. Will accommodate up to 150 				members.  





Please note:	This riser configuration change will be confirmed at the Inspection.  We are not anticipating any problems; however, the Panel Chair does have the final word.  The lighting and sound must be approved for both configurations. 











**





*








Watch for additional information in the Competition Supplement!





Draw for Order of Appearance


February 11, 2019











Watch for additional information in the Competition Supplements!





Watch for additional information in the Competition Supplements!








Watch for additional information in the Competition Supplements!








Watch for additional information in the Competition Supplements!
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