Corvallis Art Guild (from Norma Eaton)
Exhibit Chair – Job Description

Bring the sign up book and circulate at each general meeting.  Every 6 mos., usually at the October and April meeting, add new pages for the following 6 months.


At the end of each month, contact artists to fill any vacant (not sign up for) sites if needed.


On the 21st (newsletter deadline time) send a list of sites and artists for the current month and the following month to the newsletter editor.  The last Monday of each month fill out Corvallis Gazette Times forms with exhibitors for the next month and fax or deliver to the G-T.  Each site requires a separate form.  Update the web-page’s hanging around town page at the end of the month.


Two exhibit sites have sign up sheets.  Every 6 months, when the new pages are added, artists from these sheets must be added into the sign-up pages and notified of the months they are assigned.


Attend “new member” meetings to educate new members of the procedures for signing up to hang at exhibit sites and how to prepare and hang their art at the sites.


Contact, inspect and recommend to the board any prospective new exhibit sites.

Additionally needed items for this job:

Master sign up pages for the book  (or CorelDraw file)

Gazette Times forms

Notes for new member meetings  (or Word file)

