
Planning your Artweeks exhibition. 

This list is not exhaustive. We hope however it will provide some useful guidance. 

 Make sure you give yourself plenty of time: lots of jobs can be done well in advance. 

 Firstly find your venue. 

 If not your home or studio, check it is available on the dates and times you require 

(including setting up and dismantling time) and confirm this in writing. 

 Check if a deposit has to be paid and by when, make sure you remember to pay it. 

 Remember to get your Artweeks membership and exhibition entry form  filled in and 

paid up by the closing date – 31st Dec for on-line registration. 

 Check if there is a local trail maps in your area which you could be included in or 

maybe offer to do one. 

 Measure your display space carefully. 

 Check you have all the exhibition stands/displays units you will require. 

 In February, inform the Artweeks office of anything newsworthy or send them a 

press release.   

 If you haven’t already done so, upload a picture of yourself at work, a biography and 

six additional images into your free artist gallery on the website. 

 In early April, collect your promotional material and festival guides from your local 

distribution point. 

 A month or 2 in advance contact ‘what’s on’ section in newspapers and add your 

exhibition to events sites on-line including the words Oxfordshire Artweeks. 

 A month or 2 in advance contact local parish newsletter about your event ask for it 

to be included, mentioning Artweeks. 

 Have general invites printed [or business cards with exhibition details on can 

sometimes be a cheaper option] including the Artweeks logo. 

 If you’re planning a private view with different details, have these printed too. 

 Three to four weeks in advance of your exhibition: sent out private view invites. 

 Print posters with your exhibition details onto Artweeks poster blank or onto blank 

paper including the Artweeks logo. 

 Start distributing guides in your local shops, place of work etc. 

 2 weeks before festival begins put up Artweeks and your own posters locally. 

 2 week in advance of your exhibition: send general invites or post door to door. 

 If you’re planning to have a biography or information sheet available for visitors to 

take away with them, then prepare and print this.  

 Contact the venues nearest to you and swop fliers/be ready to signpost visitors to 

one another. 

 Prepare your work in good time and pack it ready for transport. If you have time to 

do a last minute piece of work that’s great but make sure everything else is the best 

it can be first. 

 Write prices tags and or price list. 



 If exhibiting from home, give yourself plenty of time to tidy the house, check and 

minimise trip hazards etc., hide away valuables and personal items, and remember 

to tidy the garden: first impressions count! 

 Check you have public liability insurance if you need it: if not, arrange it!  

 In the days before, prepare a box of useful things you may need so they are at hand 

at a moment’s notice: this might include 

Red stickers for sold items 

Receipt book 

Pens and paper 

Visitors’ book 

Scissors 

Cello tape/Blu tack 

Staple gun 

Screw driver 

String 

Float – you may need to give change 

Mobile to phone a friend if you’ve forgotten anything. 

 The day before (If possible, this gives you time to relax before your visitors start to 

arrive),  set up your exhibition. If you’re not sure of your display, ask a friend  to 

come and view it. 

 The night before: put out directional posters on all routes into your venue with 

arrows on clearly directing people to your site. (You can add directional arrows to 

Artweeks blank posters). Take particular care to direct drivers from the place to 

which Sat-nav takes them.  

 Make sure you are open at your advertised times. Ask friends to help on a rota so 

you can take a break. 

 The first day of your exhibition, everything’s in place, relax and enjoy it. 

 Make sure you are open all the times you have stated in the guide. 

 Collect visitor numbers, their email addresses and have a comment book for visitor 

feedback – we’d love to hear all this.  

 Artweeks vouchers: A small number of Artweeks vouchers are issued each year. If you are 

offered one in part payment, please accept it as cash and forward it to the Artweeks office 

where we will issue a cheque or do a bank transfer for the full amount within days. 

 Packing up: If you’re using a private venue, leave it nice and tidy you want to use it 

again next year. And don’t forget to remove any roadside signage etc.  

 Give us your feedback after Artweeks – both quantitative and qualitative. We really 

appreciate your numbers and your thoughts as these are invaluable for taking the festival 

forward into the future. 

 Keep using the website – your online artist gallery can be updated through the year, 

with details of any additional exhibitions. 

 


