ITA Executive Director

IHSTF Tasks

IHSTF Website/Emails/On-Line Presence – Hide all pages/links from previous Festival; once new Festival theme, logo, and colors have been decided upon, provide IHSTF Executive Director with options for a new web skin; purchase and install new web skin; create template for all pages of website; train ISU staff how to enter information into website; collaborate with ISU staff on who is to enter what information; maintain website and troubleshoot issues as they arise; ensure compliance with domain name renewal and licensing; set up all IHSTF email accounts and provide Committee Members with appropriate log in information; set up All-State and All-State Audition page of  website and add content to site as asked; create all on-line forms for All-State auditions; send detailed reports of all on-line forms to All-State Producer; create mail merge documents/emails for All-State auditionees detailing status of audition applications and welcome emails (the “Welcome Packet”) to Company Members; oversee the electronic collection of All-State Company Participation Required Signatures, Medical Liability, Media Release, and Parent/Contract Forms; scan all faxed and snail mailed forms into electronic format; provide ALL Company forms in an easy-to-use electronic format to All-State Producer and ISU staff; create form for Tech Olympics (pre-registered workshop); revise all surveys and set up links (Sponsors, Workshops, Exhibits, Students, College Auditions), and send results of all surveys to Committee

ITA Website – Set up and input all information into the Planning Committee Only page of the ITA website; provide all Planning Committee Members with private access to this page; update page frequently (Minutes of meetings, contact sheet, important documents, web links, exit reports, surveys, etc.)

Social Media – Set up and maintain all Festival related Social Media Accounts (Facebook Fan Page, All-State Company Group Page, Twitter); post items as appropriate to generate interest, seek feedback, provide updates; start a “countdown to Fest; create an official “check-in” location on Facebook at start of Festival; research and identify “unofficial” Festival Facebook pages and work to either close them down, or gain administrative access; maintain the entire Facebook presence during the weekend of Festival (post interesting tidbits, short video clips, photos, updates on lost and found, updates on workshop changes, general Festival announcements, etc.); monitor all comments for appropriate language and tone

Financial - set up all electronic payment options for All-State auditionees; create and send invoices to All-State Company Members’ parents and/or schools as determined by their “Financial Contact Information Form; collect all payments; process all “snail mail” and “over the phone” credit card payments; provide follow-up “accounts payable” phone calls to parents and/or schools; send notification of scholarship amounts to All-State Company Members; send receipts to parents and/or schools upon request; set up and maintain lines of credit for All-State production team at select vendors, as determined by Producer (Home Depot, Costco, Ace Hardware, Menards, Broadway Costumes, etc.); cross reference receipts with invoices from vendors and submit payment request to ITA Treasurer; create a shared Google spreadsheet to track all All-State Company expenses, receipts received, requests for reimbursements, etc.; invoice Company Members for make-up orders and collect payment; collect all receipts from All-State Producer; work with ITA Treasurer to ensure appropriate transition between Producers takes place (new signatures on Company credit card, compliance with Financial Guidelines for Producer); create shared Google Doc of All-State Company Members that tracks payment status, contact information, and scholarship decisions; assist in creation of Festival budget

Insurance – Set up Cancellation Insurance for Festival; review general liability insurance and request proposals for renewal, review worker’s comp insurance and request proposals for renewal, conduct annual audits for insurance policies

Legal – Work with IHSTF Long Range Planning Committee to identify key issues affecting the Festival; ensure IHSTF Planning Committee acts in compliance with past policies created during Festival; assist in the creation of appropriate language for the Festival’s “Photography and Social Media Best Practices” statement; provide guidance when potential legal issues arise (All-State student was injured during Festival and taken to the ER; bus transporting All-State students was in a minor accident); work with University, ITA Board President, and ITA Treasurer to revise contract between ITA/University; review and sign contracts for All-State rental of Model A Ford, and delivery of vehicle to/from ISU from Minneapolis Opera Warehouse

Development – Attempt to track all contributions received (financial and in-kind) with the creation of a shared Google spreadsheet; ensure visibility compliance with current grant funder (IAC); send appropriate acknowledgement (thank you, Federal Tax ID, etc.) to foundation donor (Yonover Foundation); create All-State challenge solicitation, set up on-line payment options, collect payments and record progress on IHSTF website; invoice All-State Challenge sponsors; determine advertising and sponsorship levels; draft solicitation letter for ads in program and send to past and current exhibitors; seek out potential new advertisers

Miscellaneous - Provide assistance and support to IHSTF Executive Director and Planning Committee as needed; create survey for college theatre program info, distribute results to Committee, print out list of information (for posting), provide several copies for desk; revise and update All-State Producer Manual with current forms and appendix samples; revise and recreate all liability forms and All-State audition forms (medical, press release, participation required signatures, student/parent contract, directors recommendation, etc.); work with All-State Director on securing rights to production (oversee contract process); confirm with Illinois State Board of Education compliance with CPDU credit offering; create CPDU forms; provide Committee Members with tax write-off documentation (collect hotel and travel expenses and document these in-kind contributions in a letter to each member with ITA’s FEIN number), confirm that those who say they are ITA members and pay the ITA member fees are, indeed members (sponsors, workshop presenters, exhibitors, and schools wishing for play response ), and follow up with those who aren’t

General Tasks at Festival

Man the ITA table - check-in all ITA Members, solicit new members, process memberships, distribute pins and ribbons; hand out CPDU forms; provide overall assistance and support for Headquarters, assist ticket swap - since the ITA table was set up in headquarters right next to Ticket Swap, I printed signs with updates for volunteer (suggestion - get a large sign for volunteer to hold “TICKET SWAP” or hang a large sign); assist with maintenance of lost and found – created spreadsheet for return of items; walk through exhibit hall and greet all exhibitors, personally handing them their ITA Member ribbons and reward pins; personally thank Corporate Sponsors; assist with a plaque presentation; facilitate workshop; maintain Facebook updates/presence throughout weekend; accept payment from 

Convention and Visitors Bureau, troubleshoot numerous issues and address complaints; communicate thank yous to Student Volunteers (post on their page); ensure Sponsor’s reception is set up correctly (arrive 1 hour early and communicate concerns to catering staff), distribute drink tickets, provide short welcome speech that thanks ITA Members and Corporate Sponsors, assist in “wrapping up” the reception by asking sponsors to leave when our time limit has been met

PR – Create press releases for All-State Company and Festival in general; send to appropriate persons; create PR page of website, provide links to these press releases; research and gather all press related to the Festival and post links of the press page of website

Other – there are many other Fest related tasks, but this is all I am able to assemble at the moment. I will continue to document my workload so that an even more accurate description becomes available.

Requests for Next Year:

I would like assistance at the ITA table -- I found myself too busy to view any performance,s step into any other workshops, or even view the All-State production. I had the intention of going with Demetrios to the Student Volunteer meeting to say hi and thank you, and offer the All-State Company a congratulations, but couldn’t pull away). Suggestion – work with the ITA Secondary Rep to help define tasks;

Can someone assist with the Sponsor’s Reception?  After a very busy Thursday, and a LONG day of working non-stop at a fast and furious pace on Friday (7a – 12:30a the following morning – Saturday – I had to stay til the very end of the Sponsor’s reception and get everybody out), I was starting to feel very run down. I found myself walking through the parking lot alone at 1a, and didn’t get back to hotel until 1:30a.

