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How to organise an Exhibition

INTRODUCTION:

Exhibitions can include touring exhibitions which you have invited in, or they can be art/photography/film exhibitions which you are organising yourselves or even scientific displays and sculptures.  In both cases, you must allow a lot of time in advance to plan, and when requesting space etc, you must give us as many details as possible so that we can help you. If you want specific help with exhibitions, please make a surgery appointment with Katie Henry or e-mail k.henry@ucl.ac.uk 
STEP 1:
You can either exhibit through Café Culture, or set up your own exhibition.  To find out more about Café Culture, follow this link http://www.uclunion.org/general/cafe-culture.php 

If organising your own exhibition, book your space as far in advance as possible using the ROOM REQUEST FORM.  Spaces like the Cloisters and the JBR get booked up very early.  You should try to allow at least a term for large or complicated exhibitions.
If your exhibiting through Café Culture, send in the application form to k.henry@ucl.ac.uk
STEP 2:
You might not know exactly what pieces are going to be shown, or how, but if organising your own, at some stage you will need to book furniture like tables, chairs, poster boards etc.  This should be added to your original ROOM REQUEST FORM under the Further Information Section in as much details as possible, and submitted to uclu-csactivity@ucl.ac.uk 3 weeks before the date of the event.
If you want to use plinths, there are a few which can be borrowed from the Slade School of Art, depending on the time of year.  Contact the Activities Assistant to arrange borrowing these k.henry@ucl.ac.uk 
STEP 3:

If you are spending over £100 of your Club or Society’s money on your exhibition, then you need to fill in an EVENT / BUDGET APPROVAL FORM and submit to uclu-csactivity@ucl.ac.uk in line with the relevant deadlines. Please check the guide on How to draw up a Budget for an Event for further guidance on when to submit your form.   
In addition, make sure you check out the relevant guides on spending money and publicising your event as well. If you are selling tickets, make sure you check out the guide about organising events with ticket as well. 
Café Culture can arrange a Private View for your exhibition in the Pritn Room Café.  The bar can be yours exclusivley aftr 7pm

STEP 4:

If you are hiring equipment from an external company, you need an exact list/schedule of everything you are borrowing, and how much it costs. These details then need to be added to a SHORT TERM INSURANCE FORM and submitted to uclu-csactivity@ucl.ac.uk at least a week in advance of the event. Check the guide on How to get short-term insurance for equipment I have hired for further information on this. 
If you are asking an artist to bring their work into UCL, you need to make sure the artist has their own insurance which covers their work being transported and taken out of their studio/gallery/home.

STEP 5:

After your event, submit an OUT-TURN BUDGET if necessary. Check the guide on How to draw up a Budget for an Event to find out if you need to do this. 








