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December 5, 2011

Dear Art Educator,

The Eastwood Mall and the Art Outreach Gallery Board of Directors invite you and your students to exhibit artwork at the Art Outreach Gallery at the Eastwood Mall in Niles. The entire gallery will be transformed into school art shows from March 9 through May 20, 2012. The show will run March 9 through March 25, 2012.

Below is a gallery checklist for the shows:

· LAYOUT: You will need to plan to fill the required space. We will discuss individual school placement at the scheduled meeting with a lead teacher from each school and the gallery show committee. The meeting for this show is scheduled for TBA. Please call Gail at 330.218.7833 if you cannot attend the meeting.

· DROP-OFF: Works can be dropped off and hung Wednesday, February 29 through Thursday, March 8.  All preparation of the space must be completed by Friday, March 9. Access to the gallery requires signing out of the key with Eastwood Mall Customer Service Center. You are also required to sign the key back in at the customer service center. The door lock is located at the bottom of the right door. Please lock the door in place. The doors will slam into the windows if the doors are not lock. 

· PICK-UP: All artworks will be picked up on Monday, March 26 and Tuesday March 27 during mall hours. 

· INVENTORY: The teacher will be responsible for the inventory – see attached ENTRY FORM/Inventory sheet. The inventory sheet is for your use. 

· LABELING: The teachers will label all work. – We suggest that you use Avery label 5160 – 1”x 2.63”, clear mailing label with the students name, grade, school name and teacher’s name. You may add a price and contact phone number if the work is for sale.

· HANGING: Teachers are responsible for hanging all work. – For gallery protection and ease of hanging, all works are required to be hung from the back so there is no visible evidence of hanging hardware. Paper, matted and light pieces of work can be hung using Gorilla Glue and wire or string or push pins, whereas framed pieces will require standard hanging hardware. 

· 3-D PIECES: There is shelving available for three-dimensional works. 

· Teachers are responsible for supervising pick up and drop off artwork.

· VOLUNTEERING: For the gallery to remain open it is essential that we have volunteers to gallery sit. Please encourage your students, Key Clubs, National Honor Societies, athletic teams, fellow teachers and parents to volunteer in the gallery; it is fun and an interesting way to share in this amazing community development program and unique art program. The gallery requires two volunteers at all times. When students under the age of 18 are volunteering and not a senior an adult over the age of 18 will be present.

· SALES OF WORKS: Frequently our patrons ask if the works are for sale. We invite your students to sell artwork, but do not handle the details of sale. In order to facilitate, we can provide contact information but will do nothing more. The Gallery will not provide direct contact information for any students without prior written consent and authorization. Also, the Gallery does not assume any liability for the sale of art and provides no warranty on sale – it is the responsibility of the parties.  Teachers wishing to act as a facilitator for sales of their students’ works may provide their contact information or the contact information of the parent.

· CARE OF WORKS: You will need to help us take necessary precautions to safeguard your students’ works as well as the works of others at the Gallery. Understand that the Art Outreach Gallery and the Eastwood cannot assume liability for loss or damage and that artwork will be handled and exhibited at the artists’ risk. Please help us make this a positive, enjoyable experience for everyone participating.

· RECEPTIONS/PERFORMANCES: You will have the opportunity to showcase your school district for one of the three weekends that you are participating in the show. The gallery will be available for your school’s art opening reception and recognition. Students from each school district will also have an opportunity to perform during their school exhibition and opening reception. We ask the art teachers to communicate this with their music and drama teachers to line up the performances. Please provide Gail Stark with the names of the students performing when we meet for the meeting on TBA.

· HANDOUTS: Each school district will provide a handout/flyer with the participating students and teacher’s names. 

· PRESS RELEASES: The Art Outreach Gallery will send press release for the shows. .

· MEETINGS: The participating teachers and gallery committee will be meeting at the gallery on TBA to allocate gallery wall space and discuss show details.

· Please RSVP confirmation of participation through Gail Stark at 330.219.7833.

The Art Outreach Gallery is an art appreciation initiative and community development project. The gallery is an effort to reach new audiences through public art exhibitions. The location is next to Daffin’s Candies, along the concourse between Macy’s and Sear’s. The hours of operation are Friday 5:00pm to 9:00pm, Saturday1:00pm to 9:00pm, and Sunday 1:00pm to 5:00pm. 

Kind regards,

Gail Stark

Board Chairperson

