Artist Responsibilities for an Exhibition:  A checklist

These are actions that an artist should take to help assure better exposure for work in an exhibition, better handling of artworks, and the most positive outcome for any exhibition regardless of the venue.  Many of the items listed below are also important for the artist to consider in an ongoing relationship with a gallery showing your work.

I. Before the Exhibition

A. Send superb quality slides as early as possible.

B. Send black & white prints as far in advance as possible.  Three months in advance is not too early. All images should be of work to be exhibited.  Don't expect the prints or slides sent out for publicity to be returned.

C. If the exhibition organizer has a website or prints out publicity materials from computer files, send image scans on disk. Ask what resolution is preferred, and ask which system  (PC or Mac) is used.

D. Send an updated resume. In an ongoing relationship with a gallery, do this once a year.

E. Send an artist statement specific to the work shown.

F. Send copies of articles or recent publicity.

G. Pack your work in a reusable shipping box.  It is best to use new boxes.

1. Double-box all work that is the least bit delicate or fragile. Many jewelers use plastic or Tupperware® containers as a sturdy inner shipping box.

2.  Artists should provide clean gloves in each box, if necessary, to avoid fingerprints on your work.


H. Documentation to be packed with your work:

1. Label box with your name and contact information inside and out.

2. Unpacking and packing instructions (as necessary) should be included in the box. It is a good idea to glue these to the inside of the shipping box so they are not lost.

3.  Packing List (or Inventory) for work shipped, including both retail and wholesale prices.

4.  Condition Report for work shipped to an exhibition, especially a traveling show. The Condition Report should note any scratches or irregularities.

5. Display and assembly instructions in the box as necessary.

6. Care and maintenance instructions should be glued to the inside of the shipping box.  An additional copy should be included in the box for the gallery or collector to keep for their files.

 I.   Consider sending an additional Packing List (or Inventory) separate from the shipping box for valuable or one-of-a-kind work. This should indicate shipping date, shipping method, and both retail and wholesale prices.  If work is not for sale, include the insurance value.  This may be sent by mail, fax or e-mail.

 J.   ALWAYS double-box any work that is the least bit delicate or fragile to avoid damage during shipping. Adequate packing is extremely important.  Packing should look professional before it leaves the artist's studio in the first place.  Galleries and Exhibition sponsors should return work in original boxes and packing.

II. During the Exhibition

A. Send change of address or contact information to exhibition sponsor or galleries.

B. If you will be out of town when work will be returned from a show, always inform the Exhibition Sponsor. The Sponsor would prefer to hold on to the work at their site and ship on a later date, than have it lost or damaged because you were out of town when the work was shipped back.
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