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Concurrent Independent Exhibitions

Best Practices for Artists

These guidelines cannot guarantee a perfectly smooth exhibitions experience, but may help prevent occurrence of avoidable mishaps or conflicts.

Shipping

Verify parameters regarding the size and weight of shipping containers with carrier and gallery/ venue before shipping 

Make sure that your work is properly packed for shipment- double boxed with a minimum of 2 - 3” packing materials surrounding all surfaces of the piece and 2 - 3” of packing materials between inner and outer box.

Prior to covering the piece completely with packing materials, take a digital photograph of the wrapped piece that depicts how it is orientated in the box and set within packing materials. Save a digital file of this image for your records and tape a printed copy of the photo to the top flap of the inner box along with a secondary shipping label to your destination. This printed image may help others helping to handle your work put it back into the position you deemed most advantageous.

If the work has any particularly fragile parts or secondary components clearly designate these areas and items in your digital photograph. 

If the piece demands any special handling requirements, spell them out in an instruction sheet mounted next to the photograph:

Pay for shipping insurance with the chosen carrier.

Save documentation of previous sales of your work. These may be helpful in the event that you have to make a claim against the shipping company or their insurer.

Installation

Ask for a floor plan of the space before you pack and ship your work. Make sure the available area will accommodate the works you ship/ deliver.

If your work involves hanging objects from walls or ceilings, verify the composition of these architectural surfaces with the gallery.

Bring/ send appropriate hardware and clear instructions. 

If your installation requires gallery staff or assistants, please be aware that in some cases, you may be relying on volunteers whose skill, knowledge and experience base may or may not be similar to your own.

Keep in mind that it is your responsibility as an exhibitor to insure that supporting staff/volunteers can be successful with their job.

Exhibition labels should be professional in appearance. Use fonts at 12 pts or larger so that text can be legible to most visitors. 

Provide additional support documentation in a binder:

· Resume

· Artist statement

· Press Clippings

· Check list with titles and values of works on exhibition.

Relations with your venue

Set clear deadlines/timelines and task lists that make sense for all aspects of the exhibition including:

· Exhibition start/ end dates

· Hours of operations and contact information

· Promotional materials (images, press release, announcement design)

· Printing/ mailing

· Shipment/ delivery (both ways)

· Installation/ de-installation

· Reception (optional)

· Staffing the exhibition

· Tracking audience numbers and contact information of visitors

· Documentation – Catalogs, CDs

· Publicity – advertisements, articles

Create a document that indicates which party is responsible for each of these tasks and have responsible parties sign it.

If timelines begin to depart from the above agreement for any reason, communicate with the other party as quickly as possible.

Stay in regular communication with the venue in the weeks/ months leading up to the exhibition.

Send a thank you note at the conclusion of the project.

If your venue is unable to provide insurance for the work while it is on exhibit, contact your personal insurance provider to see if there is a way you can cover the work through a rider to homeowners, renters, business or personal property coverage. 

