SUGGESTED PROCEDURES FOR COMMISSIONING NEW MUSIC

1. Develop a specific commissions timeline to supplement the overall Convention timeline. Set firm deadlines for delivery of scores (at least six months prior to the Convention to allow adequate time for preparation by performers and conductors).

2. Consider a range of composers.  Committees should investigate using composers from local and regional universities, as well as those recognized in the fields of organ, choral and church music.

3. Contact potential composers for preliminary discussions regarding interest, availability and fees.  All preliminary conversations must be kept confidential and clearly tentative until final approval.  It is advantageous to have all discussions with composers or their agents documented in writing.

4. Develop a budget for commissions which is within the means of the overall Convention budget.  

5. Obtain gifts and grants for commissions; corporate sponsorships and matching grants; co-commissions from performers, organizations, local religious institutions, and denominational organizations.  

6. Propose commissions and/or competitions to the Steering Committee for approval.  As a part of the entire Convention program, proposals should reflect the diversity of the national AGO, including gender, ethnicity, and the range of academic and religious affiliations of the membership.

7. Obtain clear and consistent details for preparation of contracts.  It is customary to pay half of the total fee upon the contract signing and the remainder upon receipt of the finished composition.

8. Select performers and venues to provide the optimal premiere of each work.  Performers should be chosen who have an affinity or positive track record in performing new music.

9. Consider utilizing commissioned composers in performances and workshops as appropriate.  Additional areas of expertise apart from composition should be explored.

10. Obtain photographs, biographies, programs, and program notes from composers as needed by the Convention App/Program Book and Publicity Committees.

11. Determine needs for performance licensing and copyright clearances (such as the reprinting of a text or tune), and secure these as early as possible.
12. Specify other involvement the composer may have, such as conducting or performing the premiere. 
13.  Encourage communication between the composer and the artist(s) performing the premiere.
