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Basic Job Description:

 Project managers are the people in charge 
of a specific project or projects within a 
company. As the project manager, your job 
is to plan, budget, oversee and document 
all aspects of the exhibition you are 
working on. Project managers may work 
closely with Curators to make sure that the 
scope and direction of each exhibition is on 
schedule, as well as other departments for 
support.

* this role can also be combined with the 
“Curator” role.

What this means for you:
As the project manager, your task is to help the rest of the team stay focused and on schedule. You act 
as a leader on the team to ensure the exhibition process runs smoothly and that the team members are 
each completing their tasks.

What you are in charge of:
•	 Scheduling regular team meetings
•	 Keeping track of the exhibition budget and all spending
•	 Maintaining master exhibition planning timeline
•	 Helping all team members remember deadlines and assignments

List of included template and checklists:*

•	 Budget template    • Sample Intro Panel
•	 Marketing Plan template   • Object List Template
•	 Sample Press Release    • Hanging Artwork Guidelines
•	 Interpretive Plan checklist       ` • Opening Reception Checklist
•	 Sample tombstone labels

*You have copies of all of the templates for all team members. This should help you understand and keep track of their 
schedules and assignments. These templates are a starting place to help you plan your exhibition. You are not required to 
follow them precisely, but they will ensure you do not miss a critical step.

Resource Guide: Project Manager (optional)
Job Description and Templates

SC TUDENT
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STUDENT EXHIBITION
Budget Template

Category Item Budget Actual

Registration Mats and Frames

Registration Hanging Hardware

Education Printing Labels

Education Printing Interpretive 
Signage

Education Interactive Materials

Education Printing Gallery 
Guides

Marketing Digital Ads

Marketing Printing Posters and 
Flyers

Marketing Other Printing

Opening Reception Catering

Opening Reception Entertainment

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Marketing Plan Template

EXHIBITION TITLE:

EXHIBITION DATES:

PUBLICITY BOILERPLATE:
This is a simple 1-3 sentences that summarizes the show and can be used across publicity.

TAGLINE:

HASHTAGS:

STYLE GUIDE INFO:
 Colors:

 Fonts:

 Misc:

PRINT MEDIA:
Include what you will create and how you will distribute it.

SOCIAL MEDIA:
Include where you will post and a schedule of when.

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Sample Press Release

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Interpretive Plan Checklist

Including 
in Show?

Interpretive 
Item

Text 
Completed 

Design 
Completed

Production 
Completed

Tombstone Labels

Extended Labels

Introductory Panel

Section Panels

Gallery Guide

Interactive Experience

Other Interpretive 
(explain below)

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Sample Tombstone Labels

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Sample Intro Panel

                                                  

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Object List Template

Artist 
First 
Name

Artist 
Last 
Name

Birth 
Year

Title Medium Creation 
Date

Height Width Depth Sale 
Price

Matted & 
Frame?

Artist 
Statement 
Completed?

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Hanging Artwork Guidelines

Once works have been spaced throughout exhibition space, use these formulas to hang them at a consistent height (58” 
is the visual eye-line of an average person)

Regular Works of Art:

1.	 Measure height

2.	 Divide height by 2

3.	 Measure wire slack* 

4.	 Subtract slack measurement from height half

5.	 Add 58

6.	 This number is the height of the nail from the floor

*wire slack: the distance from the top of frame to the wire when wire is pulled taut (as if it were hanging on a nail)

Double Stacks:

*Think of the two works as parts of a whole

1.	 Measure heights of both works and add together

2.	 Add gap space (usually 2” or 3” between, 1” if hanging in a small grid)

3.	 This is the TOTAL height of the whole double stack

4.	 Divide total height by 2

5.	 Measure the slack of the top work’s wire

6.	 Subtract the slack from the height half

7.	 Add 58

8.	 This number is the height of the top nail from the floor

For lower work:

1.	 Hang top artwork

2.	 Measure wire slack of lower artwork

3.	 Add gap space (use same number as above, 1”, 2” or 3”)

4.	 This number is the distance of the second nail from the bottom of the top hanging work

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT EXHIBITION
Opening Reception Checklist

• Marketing materials distributed and posted

• Catering booked

• Linens and floral arrangements booked

• Entertainment booked

• Tables/Chairs arranged for space as needed

• VIPs identified and invited

• Reminders sent to Exhibition team, teacher

• Take photography at opening reception

SC TUDENT
URATORS

Resource Guide: Project Manager (optional)
Job Description and Templates
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STUDENT CURATORS
EXHIBITION STUDENT EVALUATION

NAME _________________________________________________

EXHIBITION TITLE  __________________________________
EXHIBITION LOCATION ______________________________

Take a pencil, and thoughtfully spend 15-20 minutes just exploring the exhibition. After that, complete the following 
questions (front and back)! 

THESIS AND INTRODUCTION
Read the introduction panel. This is usually the first big panel you come to. This is where you will learn the theme and 
thesis of the exhibition.

1.	 As you understand it, what is the thesis of this exhibition?

2.	 What do you expect to learn or get out of the exhibition?

SECTIONS AND ORGANIZATION
Exhibitions are usually divided into sections. To find these, look for big text panels (called section panels).

1.	 What are the sections of this exhibition?

2.	 Do each of the sections relate to the overall thesis in a clear way?

Exhibition Evaluation Worksheet
Visiting Other Exhibitions 

SC TUDENT
URATORS
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AS A VISITOR, WHAT DO YOU LIKE BEST ABOUT:

1.	 The theme or focus of the exhibition?

2.	 The flow and layout of the exhibition?

3.	 The signs, labels, or gallery guide, including design?

4.	 The lighting, wall color,  and other exhibition details?

IF YOU WERE IN CHARGE OF THIS EXHIBITION, HOW WOULD YOU CHANGE:

1.	 The sections or big ideas?

2.	 The object list (selection of works)?

3.	 The way the works are organized?

4.	 The interpretation (intro and section panels, labels, gallery guides)?

5.	 The design of everything? (Colors, lights, etc.)

Exhibition Evaluation Worksheet
Visiting Other Exhibitions 

SC TUDENT
URATORS
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STUDENT CURATORS
EXHIBITION PROPOSAL

Guidelines:
•	 All proposals must be submitted to your Art Teacher by your class deadline
•	 All exhibition content must be appropriate and approved by your Art Teacher prior to the exhibition
•	 Students who submit selected proposals will act as curators 
•	 Final exhibition budgets and timelines will be established by your Art Teacher
•	 If selected, the “ideal” plans explained below may be adjusted to accommodate budget and time 

restrictions

Student Curator Responsibilities: 
•	 Guide the thesis and focus of exhibition, from inception to implementation
•	 Form an exhibition team (4-6 students – Curator, Educator, Marketer, Registrar, Event Planner, Project 

Manager)
•	 Plan and attend exhibition team meetings regularly with your Art Teacher to ensure all deadlines are met
•	 Develop and execute, with the Marketer, a publicity plan for the exhibition
•	 Work with the Educator on the development and production of didactic interpretive materials 
•	 Ensure that all artwork is completed and prepared for display according to the timeline
•	 With the Registrar, direct the installation and de-installation of the artwork in the gallery space
•	 Work with the Event Planner to coordinate the opening reception 

STUDENT CURATOR INFORMATION

Name:____________________________________________________________________________________

School: _________________________   Grade: ___________________    Class: _________________________

Email Address:______________________________________________________________________________

Street Address:_____________________________________________________________________________

__________________________________________________________________________________________ 

By signing my name below, I agree that if my proposal is selected, I will fulfill the Student Curator Responsibilities 
outlined above. Additionally, I affirm that the exhibition ideas described on the next page are of my own creation 
and not plagiarized from another source.

Signature: _________________________________________________  Date: ___________________________

Exhibition Proposal Form SC TUDENT
URATORS
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ABOUT THE EXHIBITION

Exhibition Title:

Exhibition Thesis: (Remember that a good thesis is clear, specific, takes a position, and is relevant)

Please list and explain any sections/divisions you anticipate within the exhibition:

Please describe your interpretive plan, including any labels, artist statements, gallery guides, large panels, etc.:

Who is the attended audience for this exhibition? What will they take away/learn from the exhibition?

Exhibition Proposal Form SC TUDENT
URATORS
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How many works will be included in this exhibition?

What is the ideal gallery set up for this exhibition?

Please describe your opening reception for this exhibition:

Please describe your ideal publicity plan to spread the word regarding this exhibition:

If selected, who would you recommend for your exhibition committee?
(Educator, Marketer, Registrar, Event Planner, Project Manager)

Exhibition Proposal Form SC TUDENT
URATORS


