Organization and Record Keeping

Office materials for the business of art

Always have updated and ready to use for studio visits and correspondence (if you are consistently applying to opportunities, this stuff takes care of itself):

· Resume

· Artist Statement

· Visual Information: Labeled Slides (dups), DVD, CDROM, Website, business cards

· Copies of reviews, invitations, catalogs

· Mailers, paper, folders, the elements for a professional representation – setting up a small office can make a huge difference on whether or not you apply to something.

(Keep a list all materials that you send out – if you are using slides, keeping track of them and getting them back will save you a good deal of money over time.)

Keep records of all correspondence, contacts approached, etc.  Such records help you follow up with an email or phone call, for example:

Dear Borgia: I am excited to be showing my work in your upcoming summer group exhibition.  It is my understanding that the gallery will take care of the following: (list them, such as: shipping work to and from the gallery, framing, etc.)  I will be responsible for the following: (list them: such as production expenses, installation of work, framing, etc.)  Please contact me if there is any misunderstanding about our responsibilities.

Inventory

Keep track of all work you complete, write down specifics and archive.  Useful information to record:

· Title: (can be a numerical designation such as 4-06, if you don’t title your work.)

· Date of completion:

· Size:

· Materials:

· Price:

· Location: (in your studio, on consignment with a dealer, at a show, in a collection – sold)

· History: Record all events associated with this work.  Shows it has been exhibited in, dealers to whom it has been consigned, collection it belongs to.  Archive the documentation, if slides make sure to always keep the original slides.

If you do multiples, such as photographs, prints, or sculptures, keep a separate record for each piece of the multiple.

