	EXHIBITION CHECKLIST
	Details                                              draft3

	Preparation
	Title: 
Exhibition Dates: 

	Headlines:  theme and topics

	 

	Hire touring or created by internal team?
	Internal

	Who target audience?
	Families

	Budget?
	

	Curator leading?
	

	External or volunteer help?
	

	Nature of work
	

	Commercial aspects
	

	Deadlines see below
	

	· Research
	

	· Commission external curators and/or designers or artists 
	

	· Contracts issued
	

	· Dates of staff planning meetings
	

	· Press release
	 

	· You Tube interviews?
	

	· Poster & print & web design
	

	· Advertise?
	

	· Delivery and collection deadlines?
	

	· Install & dismantle dates
	Install week of…….
Dismantle week of ……..

	· Labels info
	

	· Press view
	

	· Preview eve or sat?
	

	· Invite cards by post or email
	

	CREATE draft TIMETABLE
	

	
	

	Transport
	

	Using staff or contractors
	

	Van hire needed? If so need more details.
	

	
	

	Installation
	

	How many 2D/3D?
	

	Book additional technical staff?
	

	Any audiovisual equipment?
	

	How many spotlights?
	

	Conservation requirements?
	

	List of items and insurance value
	

	Need cases or plinths?
	

	Hanging & technical requirments
	

	Risk assessments for staff
	

	Risk assessments for public
	

	
	

	Insurance and security
	

	Insurance value of exhibits?
	

	Any extra security needed?
	

	Loan form issued?
	

	
	

	Potential lenders
	

	Copyright agreements
	

	Any couriers to come with loans? Need hotels?
	

	Check their conservation agreements
	

	
	

	Layout and labels
	

	Need designer?
	

	Who creates labels?
	

	Who checks? Who makes?
	

	
	

	Press
	

	Good hi-res jpegs?
	

	Any good story for press?
	.



	Need sponsor logos & credits?
	

	Press release deadline
	

	
	

	Events
	

	Any new people we invite?
	

	Recommendations for curator/speaker/musician to open private view?
	

	Volunteers? How many?
	

	
	

	Education
	

	Any education packs? Or web resources?
	

	Guest curator does staff training?
	

	Family colouring sheets?
	

	Suggestions for education events?
	

	
	

	Evaluation at dismantle
	

	Check public comments and publish some on museum website
	

	Ask staff reactions via staff meetings or email
	

	
	

	Other notes
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