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Spiral Gallery is an artist-run 
Co-operative providing a contemporary exhibition space and gallery shop for emerging and established artists. 

The Gallery has compiled the following information to assist artists preparing for an exhibition at the Gallery. Your Curator can provide further assistance or contact the Gallery on 02 6492 5322.

Invitations & Promotional material

Media Release & Advertising
Gallery layout, plinths, etc



Hanging / Exhibition setup
Opening

Catering

Grants

Exhibition checklist

Invitations & Promotional Material:
Spiral Gallery recommends you get a minimum of 300 invitations printed. Spiral requires 200 invitations for our mailout, to be delivered to Spiral at least 3 weeks prior to opening.  Spiral Gallery logo and name must appear with Spiral Gallery address, phone number, website address, opening times and exhibition details included on invitations, posters and other promotional material.  The gallery recommends Carbon Copy Printing, Pambula. Carbon Copy gives Spiral a 20% discount.  They have a copy of the Spiral logo and Spiral Gallery sponsor logos.

Printer:
Carbon Copy Printing, 53 Toalla Street Pambula NSW 2549 - Phone 6495 7469

Contact:
Peter or John Spinks, or Tom Bertram
Invitations:  

Please check with the printer for a quote as hirers are responsible for the cost. An additional fee applies for art work and document setup. You will need to approve the quote and approve the artwork prior to printing. If possible, your Exhibition Curator should proof read your invitation to double check all details are correct prior to printing. Carbon Copy invoices Spiral, and Spiral will invoice you, the hirer, for the bill.  
Email version: Spiral also requires an image and text of the invitation, as we email 80% of our mailing list, while the printed invitations are distributed to tourist info centres, cafes, galleries etc.
It is the Hirer’s responsibility to distribute their invitation to areas beyond Bega.
Artist Talks - Floortalks:

Consider scheduling a free Floortalk during your exhibition, to be promoted on your invitation and Media Release. The public likes to speak to the artists, to hear about your processes and techniques, and it can be conducive to sales.
Media Release & Advertising:


The Gallery must be supplied with a Media Release and at least 2 images for gallery use 12 weeks prior to the exhibition opening so we can promote your exhibition on the Spiral Gallery website, on South East Arts website, and in IMAG magazine.

- Spiral organizes and pays for the Bega District News EXHIBIT listing on the Friday Entertainment page.
- Placing a display ad in the local newspapers is recommended but optional. Display Ads must be paid for by the exhibiting artist.
- When placing an ad it is recommended that you attach your Media Release and images as this may also appear in the paper as free editorial.
- Ask your Exhibition Curator for advice and assistance.

Local Media Contacts:
Email your Media Release and some images to editors/radio at least 14 days prior to your opening:
· Bega District News Editor: Ben Smyth Ph: 6492 1177        

   ben.smyth@fairfaxmedia.com.au  

· Eden Magnet Newspaper Editor: Ben Smyth Eden Magnet Ph: 6496 1199  ben.smyth@fairfaxmedia.com.au     
· Merimbula News Weekly Editor: Ben Smyth Ph: 6495 3333                
   ben.smyth@fairfaxmedia.com.au
Think of a Merimbula angle otherwise they may not be interested, eg list and provide images of artwork by Merimbula-Pambula artists if applicable.

· Narooma News Editor: Kerrie O’Connor  Ph: 4476 3024      
            kerrie.oconnor@fairfaxmedia.com.au 
· Bombala Times Editor: Liz Tickner Ph: 6458 3666                                           liz.tickner@fairfaxmedia.com.au
 

ABC Local Radio:
· Jen Hunt does community announcements and is the producer of the Thursday morning program that features the arts. Ph: 6491 6011                                                                                         hunt.jen@abc.net.au 
· It is advised that you contact local community radio stations too for added publicity:
EDGE FM  Ph: 6492 4202


Radio 2EC/POWER FM  Ph: 6492 1633

Gallery layout & plinths etc:

Plinth number 


30

Hanging system


40 droppers & 80 hooks, suitable for double hanging
Picture rail 

Glass front window
Wood floors

The walls and plinths are a warm off-white

We advise exhibitors to familiarise themselves with the gallery space and hanging systems.  

Hanging/exhibition setup:
The exhibition may be installed Thursday from 12pm and must be ready by Friday at 10 am.  The installation should be discussed with your Exhibition Curator prior to the day. The curator will assist you in the hanging and setup. 

Artist CV & Statement:


We recommend that exhibitors provide a curriculum vitae and artists statement for display in the gallery.  

Artist’s Curriculum Vitae may include the following; born, education, selected group exhibitions, professional practice, awards and grants, collections, publications.  Listings start with the most recent at the top. 

Catalogue:

Discuss with your curator your options for a catalogue, price list or wall labels. Please supply your price list/catalogue on USB to allow for any changes and to save time on installation day. Remember to allow time after hanging to finalise your catalogue or labels of exhibited work.  The gallery will need to be supplied with a list of exhibited work for the gallery to document sales: please complete an Artist Inventory Sheet, and include title or work number and retail prices of all works.  The gallery will also need some technical information about the work and the artist’s work practices so that gallery attendants can correctly inform the public about your work.
Openings:
· Openings are generally held on the first Friday of the exhibition at 5pm til 6pm.  

· If you would like to have your opening at another time that fits better with your clientele, please discuss with your curator.

· The curator will be in charge of sales on the opening night.

· The exhibitor should be at the Gallery on Opening day by 3pm to prepare their catering.















Catering:
The catering at Spiral Gallery openings is the responsibility of the artists.  You can either cater yourself or arrange people to cater and clean up for you.  
· Setting up for the opening

· Serving both food and drinks

· Washing Dishes 

· Packing away furniture after the opening 

· Cleaning both kitchen and gallery after the opening.  If you are unable to clean up a fee of $50 will be charged for this service.  This must be arranged with your curator 1 week in advance.  
Spiral Gallery has equipment that you can use for your opening night 

· Chairs, Trestle Table, 2 plastic round tables 

· Wine Glasses, carafes & Platters

· Kitchen (includes fridge, limited bench space, and sink. No oven.)

Grants

www.visualarts.net.au
NSW Marketing Grant:
· Better chance if you become a NAVA member before submitting grant

· NAVA (National Association for the Visual Arts)

· Marketing grant 
= $500 for individuals 





= $1000 groups

· For costs associated with marketing and  promoting 

· e.g.
printing invitations



advertising



catalogues



portfolio



slides

· Deadlines check on net

Pat Corrigan Grant: 

· For technical and production costs 

· e.g.
gallery rental

· Pat Corrigan Grant
= $500 for individuals 





= $1000 for group

exhibition checklist:
ARRANGE A TIME WITH YOUR CURATOR TO GO THROUGH THIS LIST WITH YOU and
WRITE IN THE NAME OF THE PERSON WHO WILL BE RESPONSIBLE FOR EACH ITEM
EXHIBITION NAME…………………………………………………………………………………………………………………….……
ARTIST OR ARTISTS EXHIBITING……………………………………………………………………………………………………….
.
EXHIBITION CURATOR/S…………………………………………………….……………………………………………………………
EXHIBITION DATES…………………..…………………………………………………………………………………………………….
MEDIUM……………………..………………….………WALL……..………………….………3D………………………...……….……
INVITATIONS AND POSTERS……………………………………………………...………………EMAIL VERSION………………..
number of invitATION being printed………………………………………………SPIRAL MAIL OUT..............................
DISTRIBUTION of INVITATIONS to Tourist Info Centres, cafes, galleries etc………...……………………………………............
DISTRIBUTION in BEGA, MERIMBULA, PAMBULA, EDEN, TATHRA, BERMAGUI ………………...................................……
PERSONAL MAIL OUT………………………………………………………………….....………………………………….…………….

JOURNALIST/Photographer from NEWSPAPER for OPENING…………………………………….....……………….....................
ADVERTISMENT IN LOCAL NEWSPAPER……………....…………………………………………………………………………..….
RADIO INTERVIEWS………………………………………...………………………………………………………….……………….....

TIME and DATE OF OPENING…………………………...…………..………………………………….…………………………….…..

SETTING UP FOR OPENING……………..………………………..………………………………………………………………….…..
PURCHASE OF FOOD AND WINE………………………………………….…………………………………………………..………...
PREPARATION OF FOOD AND WINE………………………………………………….……………………………………….............
SALES ATTENDANT, person to wash-up FOR OPENING………………………………………………….…………………………..
Sandwich Board sign……………………………………………………….……………………………………......................................
CATALOGUE/Price List, ARTISTS STATEMENTS, LABELS………………………………………………………...........................
DRAWING UP Artist Inventory Sheet/Sales Record…………………………………………………………………………………......
COLLECTING PUBLICITY FOR GALLERY FOLIO…………………...……………………………………………….....………..…....

MUSIC FOR OPENING………………………………………………………………………………………………...…….....................

OPENING SPEAKER………………………………………………………...……………………………………………….…………......
CLEAN UP AT END OF OPENING…………………………………………………………………………………………………..........

LOCK UP………………………………………………………………………………………………………………...……………..…......

TOTAL SALES………………………………………….…………………………………….....COMMISSION…………..……………%
EXHIBITORS SIGN……………………….……..DATE…...............CURATOR SIGN………………….…………..DATE…………...

47 Church St Bega NSW Ph 02 6492 5322 Mon-Fri 10am-4pm Sat 10am-1pm                                                          MyDocs/SG Hire Docs/SGInfo&Resources Exhibitors JUNE 2018

[image: image1.jpg]