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The following is a checklist to help venues secure each artist from start to finish. 

We encourage venues to reply promptly whenever artists contact them. For convenience, we included generic emails venues can customize and use to expedite communication at each step of securing artists for ArtPrize.

Thank you for participating in the first annual ArtPrize.
CHECKLIST: SECURE ARTIST
Artist name: _______________________

Date of First Contact: ________________
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FIRST CONTACT

· Artist clicked “Connect to venue” and appeared on your Connections page

· Artist emailed you directly to say he/she clicked “Connect to venue”

· You found an artist and clicked “Connect to artist”

EMAIL

· Reply with your General Statement

DECISION: Am I interested in showing this artist?

· No: Email your Request Declined message

· Yes: Email your Details Query

DECISION: Am I still interested?

· No: Email your Request Declined message

· Yes: Email your Invitation with signed Hosting Agreement attached

Include:

· Artist’s name

· Current date

· Highlighted areas they must fill in

DECISION: Artist decides on your Hosting Agreement

· No (or no response): Email your Hosting Agreement Withdrawal

· Yes: Go to your Connections page, click SECURE ARTIST*

EMAIL

· Reply that you clicked “Secure Artist” and he/she must click SECURE VENUE*

FINAL STEP

· Artist & Venue both clicked SECURE, confirmation appeared on artprize.org

*If you originally clicked “Connect to Artist,” it will be the artist who has to click “Secure Venue,” then you will click “Secure Artist” and the process is complete.


GENERAL STATEMENT EMAIL

Hello!

Thank you for your interest in the first annual ArtPrize exhibition in Grand Rapids. All artist proposals and requests will be decided upon by [INSERT YOUR DATE] (artist/venue matching ends August 15).

Your artist profile will function as your proposal and we will contact you if we have more questions. [INCLUDE IF YOUR VENUE IS CHARGING AN EXTRA FEE]

Thank you again for your interest.

[YOUR NAME]

[TITLE]

[VENUE (OR VENUES) YOU’RE MANAGING]


DETAILS QUERY EMAIL

Hello _________,

Thank you for your interest in [NAME OF VENUE] and the first annual ArtPrize exhibition.

I have a few questions about the work you want to exhibit:

[INCLUDE QUESTIONS THAT ARE NOT ANSWERED ON THE ARTIST PROFILE PAGE. THEY MAY INCLUDE]

· How much total space do you want?

· What is your plan for shipping?

· What is your plan for installation?

· How much time do you want for installation?

· What kind of hardware will be used for installation?

· What is the plan for removal?

Thank you,

[YOUR NAME]

[TITLE]

[VENUE (OR VENUES) YOU’RE MANAGING]

ARTIST INVITATION EMAIL (w/ your attached Hosting Agreement)

Hello _________,

Thank you for your interest in the first annual ArtPrize exhibition.

We are pleased to invite you to exhibit your work at [NAME OF VENUE].

In order to hold a place for you for this exciting event, please do the following:

Fill out the yellow highlighted areas of the attached Artist and Venue Hosting Agreement and return it to me as soon as possible.

Thank you. We look forward to presenting your work.

[YOUR NAME]

[TITLE]

[VENUE (OR VENUES) YOU’RE MANAGING]

FINAL CONFIRMATION EMAIL (w/ reminder to click “Secure Venue”)

Hello ______,

I received the Hosting Agreement with your signature.

Now all you have to do is go back to the ArtPrize website and hit the Secure Venue button associated with [NAME OF VENUE].

We look forward to seeing you in September.

[YOUR NAME]

[TITLE]

[VENUE (OR VENUES) YOU’RE MANAGING]

REQUEST DECLINED EMAIL

Hello,

[NAME OF VENUE] would like to thank you for submitting your proposal to the first annual ArtPrize exhibition. We appreciate your interest in this exciting event. The call to exhibit at [NAME OF VENUE] has received many, many outstanding submissions from all over the world, with comparatively few openings to fill. Unfortunately, after much deliberation, your proposal was not selected for this venue.

Although your work was not selected for our location, we encourage you to check with other venues in the ArtPrize event.

Thank you again for your interest in [NAME OF VENUE] and for your participation in our selection process.

[NAME]

[TITLE]

[VENUE (OR VENUES) YOU’RE MANAGING]

HOSTING AGREEMENT WITHDRAWAL

Hello ______,

Since I did not receive the Hosting Agreement back I sent to you with your signature on it, I have to let you know the Hosting Agreement is withdrawn.

If you decide in the future you wish to show work in this venue, feel free to request another Hosting Agreement.

Thanks for your interest in [NAME OF VENUE] and the first annual ArtPrize exhibiton.

[YOUR NAME]

[TITLE]

[VENUE (OR VENUES) YOU’RE MANAGING]


