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introduction to the artist exhibition kit
Welcome! If you have received this kit, then you must be thinking of booking in for an
Exhibition of your art/craft work at Northcote Town Hall.                                
This Artist Exhibition Kit has been designed to help you plan for your Exhibition. Each
section of the Artist Exhibition Kit covers one aspect of an Exhibition and includes
instructions and samples.

A Checklist is included in the "Art Exhibition Application" section, that may be useful as
you proceed in the preparations for your art/craft Exhibition. Staff support is also
available upon request to help set up the art/craft work in the Gallery.

Please Note: This kit is to be used as a guide and resource. You are welcome to
delete or add information to meet your needs as an exhibitor.

       Good Luck on your Art Exhibition journey!

Jeanette Goedemoed
Venue Manager
Northcote Town Hall
Ph. 9481 9500









exhibition checklist
gallery application

· interview with art gallery manager  (date    /    /    )

· complete application form and supporting material

· gallery booking  (date from     /     /       to     /     /     )

· hire fee deposit paid

· balance paid

· develop a timeline to complete tasks

exhibition promotion

· choose printer / designer for invitations and negotiate layout, cost and delivery date     ( date    /    /    )

· write artist statement and biography

· contact local newspapers

· send press release, artist statement and biography
· follow up phone call
· pre exhibition community listing in newspapers

· mail out invitations

exhibition set up

· set up date, time and helpers

· mounting and framing

· plinths/display boxes

· touch up paint

· check with gallery manager – what equipment is available

· insurance for theft and willful damage

· public liability insurance
       
exhibition opening

· hire any equipment not provided, eg: lights, hanging track; stereo etc
· organise order of events and person to introduce speaker

· organise a speaker and write speech

· numbering dots/labels of art work

· sales dots

· money box

· sales float for money box

· visitors book

· food

· drink

· ice

· napkins

· tablecloths

· wine glasses hire

· waiting staff

· sales desk staff

· music - live or recorded

· catalogue (with prices) photocopied

· receipt book

· artist statement and biography photocopied or displayed

post exhibition

· exhibition pack-up date
· cleaning materials (garbage bags, sponges, detergents etc.)
· packing and wrapping for sold artwork
· thank you notes to people who helped
· return equipment used
northcote town hall exhibition spaces
equipment includes
· track hanging system

· hanging wires and hooks

· plinths for display
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       exhibition budget

As soon as you decide to hold an exhibition of your artwork, you should prepare a budget. The list below shows most of the things that will be needed for an art exhibition. Some items are optional, and should be determined according to the amount of money available to you.

gallery application

slides developing




$​​​​​​​​​​​​​​___________________
gallery hire





$___________________
exhibition promotion

 invitations design and printing



$___________________


catalogue design and photocopying/printing

$___________________


advertising and publicity



$___________________


telephone and faxes




$___________________

postage






$___________________

artist biography/statement photocopying/printing
$___________________
exhibition set up



mounting and framing




$___________________

insurance for theft and willful damage


$___________________

public liability insurance




$___________________

additional hanging wire and hooks


$___________________
additional equipment hire



$___________________
 exhibition opening
receipt book





$___________________
numbering dots/labels




$___________________
sales dots (red)





$___________________
money box





$___________________
sales float and money box



$___________________


visitors book





$___________________
food






$___________________
drink






$___________________
ice






$___________________
napkins






$___________________
tablecloths





$___________________
wine glasses hire




$___________________
waiting staff





$___________________
sales desk staff





$___________________
live music





$___________________
catalogue photocopying




$___________________
artist biography & statement photocopying

$___________________

post exhibition

cleaning materials
(garbage bags, sponges, detergents etc.)

$___________________
packing and wrapping for sold work


$___________________
     total






       $_______________
                                                                                                       sponsorship

Sponsorship is a good way to reduce the costs of the exhibition for the artist, and also provides an avenue for promotion through the sponsor's contacts. Usually the sponsor will require that the artist put their business name or logo on the exhibition invitations and exhibition opening catalogues in return for their support. The artist needs only to convince the sponsor that their support will benefit their business by being an excellent promotional opportunity for them.

To understand sponsorship one must understand that there needs to be an exchange of benefits of agreed value for both parties involved. There are two types of sponsorship-financial support and in-kind support.

financial sponsorship
Financial sponsorship is support given in the form of money, given directly to the artist for them to organise their exhibition and to use as they see fit.

in-kind sponsorship
In-kind sponsorship may take many forms and is usually up to the artist's own
negotiating skills and the type of business or group that is approached as to what kind of support is given.

For example, if the exhibition consists of sculptures, a sculpture society, which may have a regular newsletter, may be approached. A possible exchange of benefits could be that they advertise the artist's exhibition in their newsletter and possibly also do an editorial or review of the exhibition. The artist, in turn, could place the society's logo on their invitations and catalogues and offer to have the society's information and membership application forms available at the front desk.

Another possibility for sponsorship could be to approach an art materials supplier. The art materials supplier can provide the artist with art materials to an agreed value that the artist can use in their future work. In exchange the artist would acknowledge the supplier's support on their invitations and catalogues.

Another possible avenue for sponsorship could be to approach a local food business to supply the food for the exhibition opening. This would be an excellent opportunity for the business to promote their products. In exchange the artist could make the business cards and menus available at the front desk, at the food table or placed on display on the wall behind the food table. A similar approach could be taken for the drinks and glass hire for the exhibition opening.
some points to consider are as follows
· Take a written approach first, introducing yourself and your future exhibition, clearly outlining your proposal, what you are offering and what you would like them to do for you. Make it short and to the point. The Artist Statement and Biography could also be attached. Always include photographs of your work.

· Follow up the written proposal with a phone call and be open to negotiation while suggesting specific ways in which the sponsor could benefit.

· If the potential sponsor sounds interested but is unsure, offer to meet with them to work out the details of the sponsorship agreement.

· Remember to invite sponsors personally to your exhibition opening and give them a few exhibition opening invitations for distribution at their business and to give to their friends.
how to write the artist biography
The Artist Biography should be short, usually no longer than one A4 page, and be laid out in point form to make reading it easy and fast. All Artist Biographies have similar characteristics that describe the artist and place the artist in context of their life experience and renowned art world standing. Thus, the Artist Biography should include the following information.

personal details
such as date of birth, place of birth and date of arrival in Australia if applicable.
       education and training


such as any post-secondary courses that are directly related to the professional development of the artist as an artist.
work experience


that is directly related to the artist’s production of artwork such as Artist in Residence, Artist in schools, Art Teacher in Secondary School, Art Consultancy etc.

list of exhibitions


such as any group or individual exhibitions, stating the name of the exhibition if there was one, and the date and place it was held.

commissions


stating the date and who it was that commissioned the artist, and including a one line description of the artwork.

collections

such as any major private collector or organization that has bought the artist’s work

publications/reproductions

such as any review made of the artist's work or inclusion
of the artist in an article, and should list the name of the
publications, title of the article and the date of publication.

memberships
(may also be listed) such as memberships to major art
groups, guilds and associations.
tip
visit other artist's exhibitions and collect examples of Artist
Biographies to assist in preparing your own.

sample of artist biography

Mary Jones was born in Maryborough, Victoria in 1965 where she spent a happy
childhood on her parent's farm with three older brothers and her own pony.

After completing school, she attended the University of Melbourne where she studied
law and met her husband James. Upon graduation Mary embarked on a successful
legal career.

When her first child, Nora, was born she left work to become a full time mother and
housewife. It was after the birth of her third child that Mary began to think about
painting and took the first tentative steps towards development her artistic ideas. She
found support and guidance at her local community arts centre in Thornbury where she met her teacher and mentor Jane Smith.

After five years of study, hard work and juggling the responsibilities of family with taking time for her own artistic development, Mary has created this body of work entitled "Images of Memory". These paintings, in pastel and watercolour, are inspired by her childhood in Maryborough and draw parallels with the lives of her own children in Thornbury. They explore ideas of memory using soft glowing colours, using a mixture of realistic and abstract forms.

Mary lives in Thornbury with her husband James and their three children. She plans to continue her work as an artist and hopes to study overseas when the children have left school. Her artistic ability has recently been acknowledged with the City of Widgettbank Arts Award for 1999.

how to write the artist statement
Artist Statements are entirely optional. However, the Artist Statement is an excellent
opportunity for the Artist to express the aims of their work, discuss the source of their
inspiration and give a personal account of their work and what it means to them. Where the Artist Biography was factual and to the point, the Artist Statement may be written by the Artist, or someone close to them, using either a matter of fact or whimsical style. It tries to explain why the Artist did the work, giving an insight into the Artist's personal experience.

sample of artist statement

"Days of Anguish" first started to take shape in Eva Widgette's mind after the death of
her husband Rory, in 1994. Having suffered from domestic violence during ten years of marriage, Eva was left with very little money to care for her two young children and to pick up the pieces of her life. While friends told her she should be relieved to be free of her drunken and abusive husband, Eva's feelings were much more complex and included loneliness and grief mixed with periods of intense anger.

The work in this exhibition represents Eva's emotional journey from the time her
marriage broke down until the present day. Her collages use tender photographic
images of her children interspersed with scraps of fabric and charcoal drawings. A
series of highly coloured oil paintings depicting Eva's emotional torment and eventual
resolution complete the body of work on display.

Eva lives with her children in Deer Park and works for Widgettbank Council. She hopes to continue with her artwork which she believes has given her a unique way of
expressing herself and communicating with others.
the media
the media release
· Keep sentences short, bright, factual and direct. If appropriate make it dramatic or entertaining. Don't make Releases too wordy and complex.

· Think laterally of what may be a good angle for the media and use it. It may not be what interests you. Remember the Journalist/Editor is your first audience and only if they are interested will they publish your piece.

· Journalists receive dozens of Media Releases every day, so make yours stand out, e.g. write well, use a graphic and textured/coloured paper.

· The first sentence should present the most special or important feature to get the curiosity, interest or concern of the journalist and public. This can then be elaborated upon. Start with the most important information and proceed to the least important details.

·  Include quotes "what is the exhibition about". Journalists need quotes in their articles, so try to encapsulate your key messages in your quotes.

· Conclude with facts such as day, time, place, duration and contact numbers.

· Your document should

-   be typed in 12 point font and one and a half spaced
-   have wide margins,

-   use short sentences and paragraphs
-   be kept to single A4 page
-   feature a descriptive headline that will catch the reader's interest

-   carry the name and phone numbers of contact

-   include Artist Biography, Artist Statement and previous reviews on a  

    separate page or on the back and acknowledge the source                 
-   use bold to emphasise important points

· The date and the heading are essentials and should be prominent at the top  

           of the document, along with the heading "Media Release".                           
·    Always feature a name and contact number for more details or interviews and   
make certain that the person will be available when they are needed.

·    Be direct on what it is about so that every reader is very clear on what they will experience if they come along.
· Arrange a media briefing for interviews, photographs etc. at a time convenient to the media. Also provide complimentary tickets or invitations.
· Proof read the release and get someone else to check it

· Mail out your media release at least one month prior to the event

· Post rather than fax, as in large media organisations faxes are easily lost or mislaid

· For local newspapers, faxes plus a follow-up phone call are usually acceptable. Identify journalists at local papers who have supported Northcote Arts activities in the past and send your material directly to them. Make yourself known to them by phone to increase the chances of their support. While local papers have been extremely reliable supporting our artists, this should not be taken for granted.

· Try not to call during news deadlines. If you make a time, be prompt.

· Local newspapers offer a free service called Community Announcements or similar It can be useful as a back up to other publicity and to remind people of details prior to the exhibition opening. Usually the journalist who has handled your interview or press release will put in a brief announcement using material you have already given. However, it is a good idea to ring your contact person a fortnight prior to your exhibition opening and remind them about putting in a community announcement.

·  Be prepared for a disinterested response from the media. It will be up to you to make contact again, to sell your story, draw attention to your media release – be prepared to send it again. However, be mindful of the fine line that exists between reminding and harassment. It is possible that s/he is simply not interested in your idea.

photographs
Label the photo with the name of your exhibition, venue and dates as well as a return
address. If a photocopier is unavailable supply good quality black and white 5 x 7cm or 8 x 10 cm photos for the print media. Most local papers have photographers, arrange a photo opportunity. A good image to represent your exhibition is essential to publicity. Don't ever send the originals. Remember to be punctual.

interview
If you are granted one, be punctual. This is your chance to promote your exhibition
further. Remember to be confident and professional.

conclusion
From here all you need is a good sales pitch, a polite phone manner and a thick skin
sample of media release

MEDIA RELEASE
(date)

Mayor to open exhibition at the Widgett Gallery

(Childhood Memories by Award Winning Artist)
Celebrated Thornbury artist Mary Jones explores the magic of childhood memories in her exhibition, "Images of Memory" to be held at the Widgett Gallery in March. (To be opened by the Mayor of Widgettbank at the Widgett Gallery on March 17).

As winner of the 1999 inaugural Widgettbank Arts Award, Mary has already
attracted the attention of Artists and Galleries across Melbourne and her new exhibition promises to be a winner.

Mary's pictures use soft glowing colour and abstract forms to depict the happiness of her country childhood in Maryborough. The paintings draw parallels with the lives of
her own children in Thornbury today. "I'm interested in memory and childhood and how those things can be communicated to others through art. I hope that these paintings share the beauty of my childhood memories with others," Mary said. The work is for sale at reasonable prices.

The exhibition will be officially opened by

Cr Montague Mortimer, Mayor of Widgettbank

at 7.00pm on March 17.

Light refreshments will be served.

All are invited to attend.

The exhibition will be held at     Widgett Gallery,

     230 Widgett Highway,
     Widgettville 3333.

 Admission is free

     Gallery opening hours are from (time) to (time).

      The exhibition will run from 17 March to 1 April.

 Phone (contact person) on (contact phone number)
 for further information.
preparing for the exhibition opening

The exhibition opening will attract people to a gallery who, for one reason or another,
may not otherwise come to see an exhibition, so the atmosphere of an exhibition
opening can affect sales. The exhibition opening needs to be vibrant and exciting!

If you have decided to have an exhibition opening, decisions need to be made on
the following:
· Will you have an exhibition opening speaker? If so, who? Why that particular
person?

· Prepare speech notes for your speaker. Speeches should be brief (example
attached).

·  Prepare an "Order of Events" for the exhibition opening. Who will meet the
 speaker? Who will introduce her/him?

· Send this information to the speaker together with a catalogue and any other
relevant details.

· Where will the speaker stand? She/he has to be seen and heard, therefore,
consideration should be given to a microphone, amplifier and speakers.

· How many people will be invited and who? Prepare an invitation list.
· Post the invitations about two weeks in advance.
· What will be offered to drink? Champagne, red or white wine, beer,
orange juice, etc.

· Will you provide food? Finger food is best, but decide on exactly what.

· Order drinks, food and ice. To ensure drinks are cold ask suppliers to chill before delivery and to deliver just before the time of exhibition opening.

· Have you got sufficient glasses, plates, cutlery, trays and tablecloths?
· Have you got a table to use as a buffet and another as a bar?
· Who will be serving? Professional waiting staff or students or will guests help
themselves?

· Who will take the sales of the artwork? You will need a table staffed by someone who can keep a record of sales, give receipts and put red dots next to the actual artwork sold.

· Will you take deposits? A 10-50% deposit at the exhibition opening is usually
accepted, with the balance to be paid at the time of pick up, at the end of the
exhibition.

· You will need a cash tin and float.
sample notes for speaker

Briefing Notes for Cr Wig Widgette
"Time To Show Off” Exhibition
Northcote Town Hall 2008
Following the enormous success of the inaugural 'Time to Show Off" exhibition in 1998 at the Darebin Arts and Entertainment Centre, it was decided to do it all again, but this time at the Northcote Town Hall. I welcome you all to this lovely building and fantastic exhibition.

This exhibition represents the entire Community Arts Program and its wide
range of students, tutors and activities. As you walk through the exhibition, you will see everything from people's first pottery pieces to paintings, drawings and textiles of a professional standard, together with a huge variety of specialised craftwork.

The exhibition shows the extent to which our local community is actively

involved in cultural life and the skills and talents that exist in this community.

For some students, development of these skills has become more than a hobby, it has become a vocation and a source of income. The program now has many success

stories to its credit - our students have gone on to be involved in fulltime tertiary art

courses, selling products overseas and setting up small businesses, just to mention a

few.

As you can see, Community Arts Program provides a source of enrichment
for our community and has a strong role to play in its economic development and future,

I officially welcome you all here today and declare that this exhibition is open.

the exhibition opening invitations
An exhibition opening invitation can usually be designed and printed either by the
designer who will organise and supervise the printing, by a printer who will do both the
designing and the printing, or you can do the design yourself.

The following are some points to consider when preparing the exhibition opening
invitations:

Invitations may be used as a form of publicity and it is not always necessary to have
any other printed material, such as a poster.

A copy of the invitation should be prepared for the designer or printer and include the
title of the exhibition, opening and closing dates with the year, venue name, address
and contact telephone number, credits to sponsors and supporting organisations and
photos of artwork.

If there is to be an official exhibition opening the copy for the invitation should include
the name and title of the speaker and the time, day and date with year.

Be consistent in style of layout, title, upper/lower case and punctuation. Check
exhibition title, gallery name, address and date of exhibition are correct.

Send copy to your printer or designer. The printer will then send you a draft for reading and correction. You need to correct as many mistakes as possible at this stage, as any changes after this will increase your printing costs.

The next step is for the printer to send you the corrected draft for checking. Only a
printer's error can be changed at this stage without further cost to you.

Decide number of invitations to be printed and prepare an invitation list.

The invitations are then delivered to you by the date agreed and should be confirmed in writing. Then you can send the exhibition opening invitations to all sponsors, speakers and people on your mailing list.

the catalogue for the exhibition

The catalogue for the exhibition should be an easy to read guide to the exhibition art
works and their prices.

The following points should be considered when preparing the Exhibition Catalogue.

· Each artwork should usually be numbered after setting up the exhibition.

· The exhibition catalogue should simply list the number of the artwork, the title if there is one, the size of the artwork and the cost if it is for sale.

· A simple image may be included and should be one that photocopies well. It could be the artist's own logo or simply an image from clip art on the computer. A photo of the artwork that photocopies well can also be used.

· Copies of the Artist Biography and Artist Statement may be made available to
viewers either separately or attached to the Exhibition Catalogue. The Artist
Biography and the Artist Statement and the Exhibition Catalogue are usually also displayed on the wall near the gallery entrance where copies can be obtained to walk around with while viewing the art works.

· Along with the Exhibition Catalogue near the entrance to the gallery, it is customary to provide a Visitor's Book where people can write comments and request to be on the artist's mailing list for their next exhibition.

exhibition catalogue

An exhibition by (insert name)
Date of exhibition (insert date)

Artist contact no. (insert phone no.)

	Number
	Title
	Size
	Price

	1
	The Painter
	90 x 90
	$2,350

	2
	Waves
	90 x 90
	$1,020

	3
	Willow
	90 x 90
	NFS

	4
	Nightmare
	46 x 70
	$1,000

	5
	Angel
	90 x 90
	$2,455

	6
	Discovery
	80 x 80
	NFS

	7
	Distraction
	90 x 90
	$1,035

	8
	Life
	90 x 90
	$1,205

	9
	Birds
	95 x 90
	$2,300

	10
	Goodness
	95 x 95
	$1,025

	11
	Universe
	95 x 95
	$1,500

	12
	Earth
	95 x 95
	$2,000

	13
	Faith
	80 x 85
	NFS

	14
	Dark Side
	95 x 95
	$1,450

	15
	Light
	95 x 95
	$1,200

	16
	Friends
	80 x 85
	$1,240

	17
	Eternal
	80 x 85
	$1,500

	18
	Karma
	90 x 95
	NFS

	19
	Creation
	95 x 90
	NFS

	20
	Hate
	80 x 85
	$1,999


NFS – Not For Sale
closure of exhibition

· Collect outstanding monies and issue receipts

· Make sure sold paintings are packed and collected

· Take all work down, put away gallery furniture

· Clean up

· Give Gallery Manager some feedback on the exhibition

· Return equipment used

· Send thank you notes / cards to the people who have volunteered their services.
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