School of Music CDs – Annual Activities
Program book: 

1. The School of Music Office will bring a copy of all programs for the previous academic year (often in the fall of the following academic year)

2. Check our copies of the programs and add any that are missing to the pile from the School of Music.  

3. Create a new call number/item record for the new volume of programs, on the record at 

4. MT3 .G7 E447
5. Send the pile over to pres/con, with instructions to photocopy and bind in black, per normal binding procedures.

6. When the bound volume is returned, discard printed copies in our notebook.

Symphony templates:

1. Edit the templates SOMTEMPLATECDFUL and SOMTEMPLATEDVDF to reflect the current year, for these fields:

a. Dates

b. 033

c. 260

2. In general, do this sometime in January.   Of course, these fields can be edited individually in any titles duplicated off the template.  Updating the year just saves time and decreases errors.
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