THE CROSSING
4 AT SAINT PAULS
COMMUNITY ARTS GALLERY

Name.............coooeeenn .

Exhibition Install Date...................... Collection Date ........................
Last Friday of month 8.30am - 10.00am / Last Thursday of month 1.30pm - 3.30pm

Email ...l Mobile.............ooenill.

Terms & Conditions for Exhibiting Artists.

1. Installation of the exhibition is the responsibility of the exhibitor/s.
2. All works to be framed and glazed if paper, (Canvas & Board Optional).
* No clip frames, No labels or posters to be attached to the walls.
* D-rings fixed 1/3rd of the way down from top, facing inwards & strung.

» Three labels. One on the back and one hanging over the work to be viewed from the front, price
label front, all with name, title, medium & price.
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. No work of an offensive nature accepted i.e. political, sexual, racism, in respect of St. Pauls Church.

4. Copyright: All exhibited artworks must not infringe copyright legislation. You must own the rights or
have permission if created from photograph.

5. Once Dates are Agreed with the Gallery Manager, please sign this form as acceptance of The Crossing
at St Paul’'s Community Arts Gallery, Terms & Conditions.

6. Email a copy to the Exhibition Organiser and Pay Exhibition Fee via the online link sent to you.

7. Exhibition Fees to be Paid at the Time of Booking, to Confirm your Booking. If shared one person
must be the Lead for your group, we will only correspond with the Lead Exhibitor.

8. Cancellations - an admin fee of £30 will be deducted if you cancel your exhibition, if you cancel less
than 3 months notice you will forfeit the whole payment.

9. Exhibitors are responsible for the insurance of their own work. No responsibility is taken by The
Crossing at St Paul’s Community Arts Gallery.

10. Install Day, is on the last Friday of the month, from 8.30 - 11.00am.

11. All wrappings to be taken away by the individual exhibitor/s.

12. Full Inventory of all the exhibits, TWO copies must be provided on the day of the install.

13. Removal Day, is the last Thursday of the Month 1.30pm - 4.00pm. Venue is Locked at 4.30pm.

14. Sales of work, this is the responsibility of the Exhibitor, currently no commission is charged. Please
provide details on your labels for purchasers to contact you.

15. Promotional Material ie posters, images, artist bio, etc need to be sent to The Crossing Community
Arts Gallery, 4 weeks before the exhibition commences.

16. The Crossing Community Arts Gallery will promote the exhibition on their website.

17. Press releases and marketing, etc are the sole responsibility of the exhibitor(s).

18.Email all Documents and information to marked “Exhibitions” - art.thecrossing@gmail.com

w

| declare that the work that is to be exhibited, are my own original work(s) and do not infringe copyright.
| agree to my work being photographed and displayed for promotional purposes by The Crossing at St
Paul’s Community Arts Gallery.
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Exhibitors Checklist

Exhibitors Checklist

Timeline Sent to WSA

BOOKING

Confirmed Date with Gallery

Paid Exhibitors Fee

Supplied Names of other exhibitors

Decided on Name of Exhibition

MARKETING

Created Poster/flyers /table cards /Print
Meet the Artist Day Dates TBC

Email marketing material to Gallery

Send out press releases

EXHIBITION READY

Checked frames

Attached D Rings and Wire/ cord
Create Labels and attach the rear ones
Add contact details for Sales to labels
Create inventory of work to be exhibited

Pack work ready for install

INSTALL

Arrive at 8.30am deliver to side door
Attach Labels to bottom right of artwork
Install Exhibition frame Bios & Posters
Put leaflets around the gallery and cafe.
Leave Inventory in the office

Cabinet Keys to be left in the Office

Remove all packaging and take it home

Removal Day
Arrive with Packaging 1.30pm
Area to Be clear by 4pm Closed by 4.30

Do not disturb cafe guests at tables

When Booking
When Booking
When Booking

ASAP

8 weeks before
5 weeks before
5 weeks before

9 days before

2 -4 weeks before
2 -4 weeks before
1 week before
1 week before
1 week before

2 days before

Date of Exhibition

Last afternoon of Ex
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