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Immediate Past President 
1. The Immediate Past President serves as chair of the Nominating Committee for the 
President-Elect in the odd-numbered year of her term.


2. The Immediate Past President serves as a member of the UMTA Executive Board and 
attends the monthly Executive Board meeting. She also serves as a member of the UMTA State 
Board.


3. The Immediate Past President serves as chair of the Student Programs Committee. She 
calls for the meeting of this committee prior to each state board meeting, gathers the reports 
from each area in the Student Programs, and submits them for the UMTA State Board 
meetings. She reminds her committee to submit information for the UMTA State Newsletter. 
She helps support and train the members of the committee.


4. Under the direction of the President, the Immediate Past President purchases and arranges 
for delivery of floral arrangements/condolence items if a UMTA member or one of their 
immediate family members passes away.


5. The Immediate Past President helps and supports the President and First Vice President in 
any way she can, but especially with conference.


6. The Immediate Past President fulfills other assignments as directed by the President.


State President Responsibilities 
State and Executive Boards

• Be aware of each committee chair’s needs and their committee. Stay connected. Know their 

responsibilities and help when needed.

• Respond to emails, texts, and phone calls from board members

• Keep each position filled at all times. Call new board members to positions when terms have 

been completed.


State Conference

Support VP-conference chair in each and every task for conference

• Prepare and deliver opening and closing addresses

• Introduce presenters when asked

• Connect with exhibitor hall booths -visit each booth

• Attend University Share

• Attend Awards Banquet -conduct

• Attend Student Awards Reception -conduct

• Prepare agenda and conduct State Board Meeting

• Create program and conduct Awards Banquet program

• Create program and conduct Student Awards Reception and hand out certificates


Southwest Division

• Attend bi-annual division meetings

• Create and present UMTA State Report at Southwest Division meetings 




State Board and Committee Meetings

• Email reminder to committee chairs to hold their committee meeting and send in their report

• Create agenda, email board reminder, collect and prepare committee reports

• Conduct meetings -Jan, Aug are held online, June, Nov are in person 
• Attend quarterly Collegiate Committee meetings 

Executive Board

• Prepare agenda for monthly meetings 

• Conduct Executive Board meetings

• Approve emails that are sent to UMTA members -before they are sent

• Approve each check written with passcode

• Stay connected, answering any emails, texts, phone calls


Local Associations

• Presidents Council -brief training for all chapter presidents, held in June. 

• Prepare agenda based on current needs

• Conduct Presidents Council


• Keep track of any changes with chapter presidents -send to membership and website chairs

• Welcome new president and answer any questions.


• Prepare chapter presentations and give title/description to Patrice for website page.

• Visit each chapter at least once during the two year period, giving presentations when 

asked.


UMTA / MTNA Awards

Legacy Awards, Foundation Fellow, Collegiate Chapter of the Year, Local Association of the 
Year

• Legacy and Foundation Fellow

• Email members -ask to nominate Legacy and Foundation Fellow

• Collect nominations -executive board votes

• Inform nominees

• Collect bio and photos

• Order Legacy Awards


• Collegiate Chapter of the Year

• Select chapter for award

• Collect “bio” and group photo -send to website and conference chairs

• Fill out online form to MTNA


• Local Association of the Year

• Select chapter for award

• Collect “bio” and group photo -send to website and conference chairs

• Fill out online form to MTNA


Competitions, Honors Recitals

• Stay informed and support competition chairs

• Attend and help out at competitions when possible


MTNA National Conference

• Attend yearly conference representing the state of Utah

• Attend Southwest Division meeting

• Present prepared state report


• Attend MTNA State Presidents Advisory Council meeting

• Report back to UMTA executive and state boards




UMTA 1st Vice President / State Conference 
Role Overview:
The State Conference Chair oversees the planning, organization, and execution of the annual 
UMTA State Conference. This position works closely with the UMTA President, Executive Board, 
and various committee chairs to ensure a successful and professional event that supports 
UMTA’s mission to advance music education.
 
Conference Planning & Theme

• Develop and finalize the annual conference theme.
• Organize and lead the conference planning committee.
• Coordinate with the UMTA President and Board to align conference goals with UMTA 

initiatives.
 
Guest Artist, Clinician & Presenter Coordination

• Select and invite the Keynote Speaker, Banquet Guest Artist, and Guest Clinician.
• Manage contracts, airline tickets, and hotel reservations for guest presenters.
• Collaborate with the Masterclass Coordinator to select and invite instructors for 

collegiate and other masterclasses.
• Select and invite presenters.
• Create a comprehensive conference schedule, including showcases and presentations.

 
Venue & Logistics

• Research, select, and secure conference venues and hotels.
• Manage deposits and contracts with venues.
• Coordinate the setup and takedown of all event spaces.
• Work with Daynes and Riverton Music for piano delivery and pickup.

 
Exhibits

• Collaborate with the Exhibit Chair to select showcases and vendors for the exhibit hall.
• Assist in scheduling and organizing exhibit hall logistics.

 
Technology

• Work with the Technology Team to ensure all AV and tech needs are met.
 
Conference Materials & Communication

• Keep the UMTA website updated with all conference information.
• Oversee creation of the Conference Program Book and Student Awards Book, including 

collecting content and managing printing.
• Create flyers, handouts, and registration forms for board meetings and the website.
• Prepare presenter slides and registration panels.
• Organize all conference handouts: presenter materials, programs, posters, name tag 

files, and meal orders.
• Coordinate with the Registration Chair to prepare conference bags (swag, name tags, 

and materials).
 
Meals & Special Events

• Select and order all conference meals, including:



◦ Lunches, Friday Awards Banquet, Saturday Board Meeting, Student Awards 
Reception

• Create banquet programs, certificates, centerpieces, and table arrangements.
 
Budget & Finance

• Maintain an accurate budget of all conference income and expenses.
• Ensure all financial commitments are documented and approved as needed.

 
Post-Conference Responsibilities

• Write thank-you notes to presenters, guests and committee members.
• Create and distribute a conference survey and compile a conference summary report for 

future planning.
 
Virtual Conference Contingency

• If necessary, adapt the conference for virtual delivery.
• Work with the Website Chair to host the conference online and manage relevant 

logistics.
 
Collaboration & Leadership

• Assist the UMTA President and State Board as needed.
• Attend State and Executive Board meetings.
• Support a culture of professionalism, clear communication, and excellence throughout 

the planning process.

Treasurer 
• The Treasurer is responsible for the maintenance of proper financial records and for the 

preparation and presentation of an annual report to the State Board, which will be available 
to UMTA membership.


• The Treasurer receives all funds of the Association and makes proper distribution to UMTA 
and Local Chapters.


• The Treasurer signs all checks and pays all bills authorized by the Executive Board and upon 
warrants approved by the President.


1.  Zions Bank	

--write out checks from (BillPay can be used for some)


-- deposit cash or checks (remotely/in person) 


--reconcile monthly statements


2.  Utilize PayPal for online payments (make deposits into bank account)


3.  Use Square at conference for payments (make deposits into bank account)


4.  Reports:


	 --monthly UMTA executive meetings


	 --State UMTA meetings




	 --MTNA in December or January


5.  Keep a paper trail for each area (for UMTA and IRS)


	 --receipts, reimbursement forms, etc. 


6.  Keep a detailed Xcel file


	 --each area in UMTA


7.  Utilize QuickBooks to input deposits and payments


8.   File a 990N tax return once a year in July


9.   Have ALL payments approved by the president


10.  Be aware of the upcoming activities within UMTA and work with all on the UMTA  
       Board


11.  Be aware of fraud texts and emails (currently have a code word to get items 
       approved)


12.  Enjoy working with members in the UMTA!


Recording Secretary 

Attend and record notes during Communications Committee meetings. Prepare 
Communications Committee report for quarterly State Board meetings.


Attend and record notes and minutes for monthly Executive Board meetings. Send minutes to 
website chair to post on state website.


Attend and record minutes for quarterly State Board meetings. Send minutes to website chair 
to post on state website.


Committee Chairs Responsibilities 

(Formed Committees: Collegiate, Conference, Competitions, Communications, Membership, 
Student Programs)


Each area listed under a heading (ex: Communications Committee) has an individual 
designated as responsible for that area. Committee members communicate needs, 
accomplishments, news, etc. to the Communications Committee Chair. All Area Chairs report 
directly to the Executive Board. If decisions need to be made that affect UMTA members as a 
whole, they should be submitted to the Executive Board for review and approval.


All area chairs coordinate regular videoconference committee meetings to be held during the 
interim between state board meetings. Area chairs determine the agenda for these meetings. 
Area chairs may receive requests or suggestions from the Executive Board of items to include 
on the committee agenda.




MTNA Piano Performance Competitions Chair 

• Oversee the Piano Performance Competition


• Arrange for judges and competition venue


• Email teachers and students regarding scheduling and information


• Coordinate travel details with judges/ arrange for hotel accommodations very close to the

   venue. If being held at Daynes, The Holiday Inn Express is a few minutes away and easily 
   accessible for the competition.


• Many details for the actual competition that aren't listed here are found in the MTNA 
Competition Handbook


• Get all information needed to reimburse judges for flights to Utah and to pay their judging 
fees. Get payment information to UMTA Treasurer by the end of the competition, so checks 
can be mailed out on Monday after the competition.


MTNA Composition Competition Chair 
The MTNA Composition Competition is a national competition that takes place in 3 stages: 
State, Division and National.  The Utah Chair of the MTNA Composition Competition manages 
the 1st stage of this competition in Utah.


Responsibilities are:

1) Serve as point of contact with the National Competition leadership (Chris Goldston, current  
    National Coordinator for the Composition Competition).

2) Perhaps most critically important: find 1-3 judges. The required number of judges has often 
    been one in recent years, but could increase to three if the number of entries climbs to a 
    certain level.

3) The Chair also serves as a guide and supervisor for the judge(s), providing direction on 
    responsibilities they have, and making sure they meet the deadline for completing 

This necessarily requires that the Chair will:

4) Have a good understanding of rules and procedures. This is ultimately not a difficult task, as 
    a large part of the judging is managed by an online portal that gives judges access to the 
    entries and facilitates comments and grading. Also, detailed rules are provided by the 
    competition's national leadership.

5) Serve as point of contact and information source for competitors, their parents, and award 
    winners, and secure bios, pictures, and plans for award winners.

6) Be present (if possible) at competition awards ceremony and reception held as part of the 
    the UMTA annual conference, typically held on a Saturday afternoon early in November, and 
    serve as presenter for the Composition Competition awards.

7) Support and serve as point of contact to the Competitions chair and other UMTA leadership 
    that may need/want information on the competition (treasurer --funds payment of the judge 
    and awards; & conference chair --puts together programs with pictures and bios of winners).


Competition Timeline:

	 August - September 15th -- Chair finds judge(s)




	 Sept 15th - Monitoring entry numbers (most entries arrive hours before the deadline)

	 Sept 20th - Oct 15th -- judging takes place (Chair monitors progress)

	 Oct 15th -- winners announced

	 Oct 15th - 25th -- Award winners announce plans to attend Award Reception and 
            provide bio and photo for inclusion in the conference program; Payment for the 
            Judge(s) and award winners is arranged with UMTA treasurer

	 Early Nov -- Award Ceremony and Reception


Concerto Competition Chair Responsibilities 

• Coordinate dates for the upcoming competition with the Piano Concerto Chair and 
make sure dates are scheduled with Daynes music at least 6 months in advance.  
Preferably 9 months.


• Coordinate with website chair to publicize competition, including dates, instructions, 
and any other information needed.


• Set up the competition registration with the website chair.  Registration always opens 
January 2nd each year and closes at 11:59 p.m. on January 16th.  There are no 
exceptions to the deadline.


• Once the registration has closed, set up the performance schedule.

• Secure judges.

• When the schedule is complete, send an email to the student/parent listed as cc the 

student’s teacher.

• Send the judges the schedule list. 

	  

Collegiate Committee 

Chair 
The collegiate committee chair is responsible for organizing committee meetings and record 
keeping. The chair submits reports to the executive board prior to state board meetings and 
compiles promotional materials in consultation with the state president.

College Faculty

The college faculty liaison organizes the collegiate master class at the annual state conference 
and compiles audition dates and requirements from Utah colleges and universities to be 
posted on the UMTA website and other publicity outlets.


Collegiate Chapters 
The collegiate chapter liaison maintains a contact list of collegiate chapter officers and 
advisors. The liaison facilitates the formation of new collegiate chapters and supports current 
chapters. The liaison also organizes the University Share and Collegiate IMTF sessions at the 
state conference.


UMTA President 
The state president facilitates communication with the executive board and administers the 
Collegiate Chapter of the Year award at the end of each calendar year. The president also 
encourages collegiate chapter visits by board members and compiles promotional materials in 
consultation with the collegiate committee chair.




AIM Chair – (2 year term)

1.      Keep program up to date with all corrections
a.      All corrections made by AIM Chair

2.      Helps train AIM Chapter Chairs as needed
a.      Chapter Aim Chair Meeting usually held in August/September to review 
program
b.      Upload all Chapter testing materials to Google Drive
c.       Give all AIM Chairs Access to print for their chapters

3.      Oversees Regular AIM and Summer AIM testing days
a.      Helps or Judges in chapters if needed

4.      Awards - Medals/Plagues
a.      Crown Awards Contact – Amber Brass –
Custom Accounts Specialist 100.542.6044 Ext. 147 –
 abrass@crownawards.com

5.      Registration and Score Reports
6.      UMTA Board Meetings (January, June, August, November)

AIM Chair Elect – (4-year term – 2-year Chair Elect/2-year Chair)

1.      Conference Classes
2.      Runs Summer AIM
3.      Helps Review Testing material to help keep it error free
4.      Helps train AIM Chapter Chairs

Awareness and Advocacy Chair 
Description: To support and advocate for music education, UMTA music teachers and their 
students by: assisting local chapter chairs in providing opportunities and resources for UMTA 
members as stated in MTNA Standard IV: Professionalism and Partnerships; and, Standard V: 
Professional and Personal Certification renewal (See Appendix: I).

The Arts Advocacy and Awareness Chair is responsible for the Arts Advocacy Through Action 
Award, including requests for nominations, preparing nominations for online voting, 
determining the final winner, corresponding with the winner concerning the UMTA Awards 
Banquet, obtaining the award, presenting the award to recipient at the awards banquet, 
submitting photo and bio of the winner in a timely manner to Conference Chair for inclusion in 
the conference book. The Arts Advocacy and Awareness Chair coordinates UMTA’s 
collaboration on the Pathways Program with Mundi Project and the Bachauer Foundation. The 
Chair serves as the Musiclink chair for the state. Other possible duties (taken from national 
guidelines)


Time Commitment: Since this is a volunteer position, the time commitment to the role and 
activities is dependent on the individual. The job description is divided in primary and 
secondary responsibilities. 


Primary Responsibilities: 

1. Chairs the Advocacy through Action Award nomination and selection committee.  


mailto:abrass@crownawards.com


a. Prepares Email invite and Google Nomination Survey to UMTA membership

b. Manages the Award nomination document and process

c. Responsible for Obtaining and Presenting the Award 


2. Submits quarterly columns to the UMTA newsletter on topics of arts advocacy (a non-
exhaustive list of examples to write: highlighting community organizations, legislation 
regarding the arts, interviews with local UMTA chapters of projects in their chapters, 
etc.) that are relevant to UMTA membership


3. Maintains an active individual or organizational subscription/membership to Utah 
Cultural Alliance (https://www.utahculturalalliance.org/) in order to be informed of 
current arts and culture advocacy issues across the state that affect UMTA and other 
cultural organizations; attend trainings, webinars, and advocacy action days as able. 


4. Attend all State Board and Communications Committee meetings 


Secondary Responsibilities:

1. Provides annual training on Arts Advocacy to local chapter chairs at the UMTA state 

conference (submit arts advocacy related proposals for the state conference)

2. Works with Local Chapter Chairs to provide opportunities for UMTA members’ students 

as stated in Standard V: Category 3.

3. Consults with Local Chapter Chairs in organizing at least one community activity to 

provide financial support for local music programs and/ or the MTNA Fund.

4. Creates “Calls to Advocacy” for UMTA membership as needed around issues related to 

arts and culture. 

5. When asked, speak at the state conference about the Arts Advocacy and Awareness 

committee, its mission, and its programs and projects.

6. Encourage networking by maintaining communication with other advocacy groups in 

the states: Utah Cultural Alliance, MENC, NAMM, etc.


Communication Committee Members Responsibilities


The Communication Committee Chair gleans information from their committee and Chapter 
Presidents regarding events, special awards, news, etc., and reports this information to the 
State Board quarterly at UMTA State Board meetings. The Chair also supports the committee 
members with any needs and holds regular committee meetings. Any material needing 
uploaded on the UMTA website should first be reviewed by the Communications Committee 
for approval, and then sent to the website chairs. If there is any question about the content, the 
website chairs will confer with the Executive Board before uploading material.


Specific duties (during 2020-2022) included the following:


·         Send a monthly email: on the 3rd Tuesday of the month, remind 
chapter presidents of a monthly submission. This submission is due on the 
Friday of that week by noon. Committee members are included in this 
monthly email so that Social Media, Newsletter, Arts Awareness & 
Advocacy, and Historian have all the information.

·         Coordinate committee meetings via Zoom or Microsoft Teams.

·         Edit the quarterly newsletter a few days prior to the publish date/
email blast.




Social Media: Update social media accounts (Facebook Public and Instagram Public) of 
news, awards, and events with links to new material posted on the website. Meet regularly with 
Communications Committee to discuss communication needs for UMTA members.


Newsletter: Prepare a quarterly newsletter that includes updated news, UMTA/MTNA events, 
calendar dates, special awards, etc. to be emailed out to UMTA members.


The newsletter is published on September 1, December 1, March 1, and May 15 or June 1. The 
newsletter is created directly in the emailing system so hyperlinks, formatting, and artwork 
work in that format!


Tagline = Inspire, Engage, Connect. Possible items for the newsletter:


•  Upcoming events (Entry deadline, date time, and place, a brief description of event 
but refer to the website for complete info. Composition Competition, Concerto 
Competition, AIM Summer Testing, and Debra Gamero Scholarship deadline are 
some possible events.

•   Achievements (Competition winners and their teachers, teacher awards such as 
Legacy, Foundation Fellow, Teachers who are newly certified, etc.

•  Collegiate Corner

•  Highlight members

•  Certification

•  Teaching tips

•  News

•  UMTA and You-benefits of UMTA membership


Website: Receive material for the website from Area Chairs. The material must be approved 
by UMTA President if the content is a deviation from current UMTA website content. Updating 
information does not fall under this category. Update website with material pertaining to all 
UMTA members. Keep information as current as possible. Communicate with the webmaster in 
making necessary updates or changes to the website. Any changes to the website that require 
a fee requested by the web designer must first be approved by the UMTA President, who may 
discuss changes with the Executive Board.


Attend Communications Committee meetings prior to State Board meetings and write up a 
report for the Communications Chair


Historian: Take and receive photos for main UMTA events. Submit these photos to the 
Committee Chair for the state website. Keep a history book with photos, programs, etc. for 
UMTA history.


Collect history from current State President to add to the ongoing UMTA yearly history.



