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WELCOME TO THE WORLD OF CURATING! 
 

 

Thank you for agreeing to curate a Show for the Del Ray Artisans, a 
community arts organization that has grown strong due to the enthusiastic 
commitment of our volunteer members just like you!   
 
Whether you have curated Shows many times ï or this is your first 
experience ï this Curatorôs Manual will provide you with step-by-step 
assistance throughout the process.  It is organized by dates preceding the 
Show to help walk you through each step. 
 
The Curator Coordinator(s) will be your main resource for every aspect of 
your Show.  Ask them any questions you have; if they do not have the 
answer, they will know who to ask.  The Curator Coordinator will be the 
intermediary between the Curator and the President/Executive 
Committee/ Board of Directors.  The accompanying list of Officers and 
Directors is included for reference, if needed.  Good luck every step of the 
way, and donôt be afraid to ask for help! 
 
 
 
 
 
 
 
 
 

Keys to the Gallery will be issued to you and any co-curators as necessary ï  
please do not make copies. 

 
Please do not write in or remove any part of the printed material in this binder.  It is on loan to you 
with the expectation that you will return it, along with your key(s), to the Gallery Assistant, after the 
responsibilities of your Show are successfully completed.  It can then be loaned to the next Show 
Curator.  Feel free to make copies of any pages to make notations on, or to keep for your own files.  
 
 
 
 

Now, on with the Show! 
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A Brief History of Del Ray Artisans 
 

Del Ray Artisans was founded in 1992 as a community art center to host exhibits, slide lectures, 
classes, workshops and receptions and introduce new audiences to fine and functional art.  The 
organization was incorporated as the Arts Resource Foundation, and operates under the approved 
dba (doing business as) status as the Del Ray Artisans.  Del Ray Artisans (DRA) was formed to 
promote community-based art in the Washington metropolitan area and to employ the arts as a 
resource for community development.  DRA focuses on both fine and functional art and promotes 
new talent while nurturing community artists and artisans.  Del Ray Artisans has provided the first 
exhibition opportunity for many of its members.  By providing a forum for these artists as well as 
educational and workshop opportunities to the public, DRA is developing artistic excellence and 
opportunities.  Opportunities for a wide network of clients, artists and galleries are one of a 
number of benefits offered to members.  DRA encourages artists and non-artists to come together 
and work towards common goals by having an open and inclusive membership policy. 
 
Artistic quality and diversity are the hallmarks of our exhibitions.  We have collaborated with well-
known art organizations, businesses and local schools.  Among these are Washington Woodworkers 
Guild, Virginia Tech's Washington-Alexandria Architecture Center, The Art League, the 
Choreographers Collaboration Project, Springwater Fiber Workshop, Alexandria City Public 
Schools, Mount Vernon Recreational Center, the Live Poets Society, Quilters Unlimited and the 
Alexandria Office on Women. 
 
During the initial years, DRA created functional gallery space in vacant storefronts on Mount 
Vernon Avenue and operated as a "Gallery Without Walls", placing member art in local businesses. 
A juried multi-media exhibit in the Target Gallery of the Torpedo Factory was mounted in DRAôs 
early transitional period. DRAôs Gallery space is now located at 2704 Mount Vernon Avenue in 
space leased from the Alexandria Department of Recreation, Parks & Cultural Activities. 
 
Del Ray has become a desired neighborhood for upwardly mobile young families. Restoration and 
home redesign is widespread. The Del Ray Artisans considers the encouragement of high-quality 
redesign as one of its missions, providing referral services for local artisans and designers.  
 
DRA is also committed to the development of the local commercial district.  With its Gallery on 
Mount Vernon Avenue, reception and Show patrons frequent the wide variety of area restaurants 
and shops.  As part of an effort to give the Avenue a boost, DRA participated in the early years of 
the Del Ray Farmers Market, a Spring-to-Fall market where organically-grown produce is sold, and 
the community comes together. DRA, both as an organization and as represented by its individual 
members, is a strong presence at ñArt on the Avenueò, one of Alexandria's biggest annual festivals 
dedicated to the arts. The event typically attracts over 20,000 art lovers annually to the Del Ray 
neighborhood in early October.  
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Mission Statement 
 
The Del Ray Artisans, founded in 1992, is a non-profit organization whose mission is to promote 
art for the benefit of artists and the community. (adopted 2007) 

 
 

DRA Gallery Details 
 
Gallery Address: 
   Del Ray Artisans  
   Nicholas A. Colasanto Center 
   2704 Mount Vernon Avenue 
   Alexandria, VA 22301 
 
Disclaimer: 
No exhibited work may be removed from the Gallery for the duration of the Show.  Insurance for 
artwork and arrangements for works that are sold are the responsibility of the Artist.  Every 
precaution will be taken to protect the artwork; however, Del Ray Artisans, its members, and the 
City of Alexandria accept no liability for any loss, theft, or damage.  Permission to photograph any 
artwork for publicity purposes is considered granted unless otherwise stated in writing.  A 20% 
donation to DRA for any work sold shall replace the typical commission.  Artists will be responsible 
for the transport and delivery to, and timely removal of works from, the Gallery at the appointed 
times.  If artwork is not removed from the Gallery and sufficient attempts by the Curator to the 
Artist have not resulted in artwork being picked up within a month of the Show closing, the 
ñabandonedò artwork becomes the property of DRA.  Submission of entry indicates acceptance of 
exhibition terms as stated. 
 
DRA Website: 
   http://thedelrayartisans.org/ 
 
Gallery Phone Number: 
   703 ï 838 ï 4827 
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Del Ray Artisans 
Officers & Board of Directors 

(All Officers are also Directors) 
2008 - 2009 

 
 
OFFICERS: 

President Linda Elliff 703-360-1265 llelliff@aol.com 
Vice President David Kosar 703-836-5483 david.kosar@verizon.net 
Secretary Monica Wise 703-965-8942 moniwise@yahoo.com 
Treasurer Marlin Lord 703-683-1112 mglaia@aol.com 
Assistant Treasurer Kathryn Brown 703-549-5227 neonkanb@aol.com 

 
 
BOARD of DIRECTORS: 

Communications  Fred/Carrie Schilling 703-379-2328 info@schillingimages.com 
Community 
Representative 

Nora Partlow 
Tara Hardiman 

703-998-4533 
703-684-3297 

npartlow@cbmove.com 
thardiman@prodigy.net 

Facilities    

Fundraising 
 
Randy Scheessele 

 
703-535-6510 

 
Randall.M.Scheessele@hud.gov 

Historian / 
Archivist 

John Hiller 703-765-5715 jw2hiller@verizon.net 

Membership Christina Richardson 703-683-2949 christina@figaroconsulting.com 
Curator 
Coordinator 

Michele Reday Cook 
Jeanne Tifft 

703-548-2273 
703-960-3873 

mredaycook@mac.com 
jldtifft@cox.net 

Outreach 
Margaret Slipek 
Courtney Bishop 

703-739-9238 
703-842-7542 

mslipek@horatioalger.com 
cdbishop21@yahoo.com 

Programs 
Jamee Telford 
Susan Frazier 

703-842-7542 
703-980-1973 

wrecker17@yahoo.com 
susan@susanfrazierstudio.com 

Volunteers Barbara Boehm 703-838-6265 barbxb@yahoo.com 
 
 
OTHER CURATOR CONTACTS: 

Newsletter Editor LeAnn Pittman 703-660-8425 draeditor@gmail.com 

Web Curator Roy Wright 703-549-1548 roywright@comcast.net 

Gallery Assistant Tracy Wilkerson 703-567-3434 tlwideas@comcast.net 
Floral Arrangement 
Delivery 

Leslie Wilder 703-549-1896 leslie.wilder@wap.org 

Membership List Lara Tiller 703-299-1585 tyler_lara400@hotmail.com 

javascript:void
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Del Ray Artisans Key Holders 
 

All Officers and Board of Directors have keys to the Gallery (see prior page for contact 
information).  The list below shows non-Board members who have keys. 

 
 

Tracy Wilkerson 703-567-3434 tlwideas@comcast.net 
Leslie Wilder 703-549-1896 leslie.wilder@wap.org  
Jordan Wright 703-549-1548 jordan.wright@comcast.net 
Jewell Lewis-Terry 703-548-9238 ceramicsistah@yahoo.com 
Karen Schmitz 703-317-9340 schmityk@yahoo.com  
Theresa Kulstad 703-283-0399 tkulstad@verizon.net  
Lara Tiller 703-299-1585 tyler_lara400@hotmail.com 
Ellyn Ferguson 703-549-2660 eferguson@gns.gannett.com  
Christopher Wright 703-683-7567 ellogo@yahoo.com  
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How to Use this Manual  
 

This Manual is organized to help you prepare for every step of curating your Show.  It starts out 4 
months before your Show and walks you through close-down and completion of the Show.  Please 
quickly flip through this whole Manual so you get an idea of what is coming up, then start on the 
next page to prepare for your first task.  If you have any questions, please do not hesitate to contact 
the Curator Coordinator(s). 
 

Table of Contents 

-- 4 Months Before Show -- ..................................................................... 8 

-- 3 Months Before Show -- ................................................................... 17 

-- 2 Months Before Show -- ................................................................... 20 

-- 1 Month Before Show -- .................................................................... 24 

-- 2 Weeks Before Show -- ..................................................................... 28 

-- Receiving the Artwork -- ................................................................... 38 

-- Hanging the Show -- .......................................................................... 41 

-- Opening Reception -- ........................................................................ 44 

-- During the Show -- ............................................................................ 47 

-- Take-Down of the Show -- ................................................................. 52 

-- After the Show -- ............................................................................... 54 

-- Master Checklist -- ............................................................................. 56 

-- Examples and Forms -- ...................................................................... 58 
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Show! 

-- 4 Months Before Show -- 
 

 

 

 
OBJECTIVE:  to prepare paperwork and finalize dates for the Show ï many task dates will be used 

in various forms/paperwork so they need to be finalized now. 
 
 
 
 

 Finalize Dates and Details for Show 
 Create ñCall for Entryò to Artists 
 Get Approval for ñCall for Entryò  
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Finalize Dates and Details for Show 
 

Work with the Curator Coordinator to finalize the task dates for your Show.  The exhibit dates 
should already be established so the dates you need to finalize are: 

 Artist Drop-Off (2 options) ï usually a weeknight and a weekend timeslot 
 Hanging the Show (at least 2 days/evenings) 
 Opening Reception 
 Artist Pick-Up after the Show (usually right after the Sunday Gallery closing on the last day 

of the Show) 
 
A Show typically runs for at least 3 weeks, or 3 consecutive weekends, and is open on 
Thursdays/Fridays noon-4, Saturdays 10-4, and Sundays noon-4.  Basically, these are the óregularô 
Gallery hours that we expect the doors to be open.  If youôd like to open more during the week 
(days or evenings), your only concern is finding sitters for those time slots and key holders to open 
and close.  Please check with the Gallery Assistant to avoid potential scheduling conflicts (meetings, 
etc.). 
 
Once you finalize the dates, put these on your calendar and have the Gallery Assistant put all 
Gallery-related dates on the calendar in the Gallery.  They will be listed in the Call for Entry for 
artists, the Press Release and the postcard, as well as any programs and posters you may create for 
the Show. 
 
Below are some fun ideas to offset costs of the Show.  Several of them need to be decided on before 
continuing.  They need to be included in the Call for Entry, Press Release, postcard and other 
Show advertisements. 

 Make fun grab bags and charge a nominal fee for them 
 Charge an Entry Fee to artists to exhibit works (not applicable for All-Member Shows) 
 It is advised that if an Entry Fee is charged, that there is a higher Entry Fee for non-

members than for DRA members 
 Have a silent auction of one or more donated art pieces 
 Solicit donations at the Opening Reception 
 Have a raffle with donated items from participating artists, DRA members & local 

businesses 
 Be creative! 

 
 

Create ñCall for Entryò to Artists 
 

This should be a full-page (2-sided) insert for inclusion in the newsletter (see examples).  It should 
also be posted on the DRA website, and hard copies left in the Gallery (on the front desk and in 
the foyer).  Of course, always encourage people to become members.  Please use the included 
examples so you donôt have to re-type or re-create anything.  Be sure that the Call for Entry includes 
the following items on the front: 

 DRA Gallery address (see page 4)  
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 Location of Show (if other than the Gallery) 
 Title and dates of Show (including year), Opening Reception date and Gallery hours 
 Description of Show/eligibility, member or non-member, media, theme, etc. 
 Submittal quantity, ñready to hangò, ñshall not be removedò, ñtimely removal after Showò 

language, etc. 
 Entry Fee (if there is one) 
 Recommended artist donation for sales (at least 20%) 
 Disclaimer paragraph (see page 4) 
 ñExhibiting artists are requested to commit to Gallery Sitting for a minimum of 2 (or 3) 

hours during the Show.  Please bring your calendar when you drop off your artwork so you 
can sign up.ò 

 Dates and times for drop-off and pick-up of art work 
 Curatorôs name and contact information 

 
The back of the Call for Entry is the Entry Form and should include: 

 Name/address/phone number of Gallery 
 Blank spaces for name/address/phone number/email of artist 
 ñDRA dues up to date?ò  (for member entries) 
 Entry fee amount and ñPaidò check-off box (to be initialed by receiver) for applicable Shows 
 Blank space for Artistôs Statement 
 Permission to use artist information in Show catalog 
 Blank spaces for title/medium/price or NFS (although works for sale preferred) for each 

piece submitted.   
 Statement and blank space for Gallery sitting commitment 
 Curatorôs name and contact information 

 
 

Get Approval for ñCall for Entryò  
 

Your finished Call for Entry needs to be approved by the President, so please submit it to him/her 
through the Curator Coordinator with enough advance time so it can be included in the next 
newsletter printing.  The Call for Entry should be an insert in the Newsletter at least 2 months 
prior to your Show and can be earlier.  Newsletter submission deadline is the 5th of the month 
before the month of application; for example, if you need something in the April newsletter, you 
need to submit it to the Newsletter by March 5th. 
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TheDelRayArtisans.org 

September 7 ï October 7, 2007 
 
Fire and ice, rocks and fruit, red cows!  What are we talking about?  UNUSUAL COMBINATIONS, thatôs what!  The 
September All-Member Art Show is looking for your interpretation of ususual combinations ï what can you create to 
evoke the theme?  Try looking outside your usual medium, try different colors and unusual subjects.  Think as big as a 
ladybug or as small as an elephant; but whatever you do, enter your creations into the September All-Member Art 
Show!! J 
 
Artists may submit up to three works in any medium that have not previously been exhibited at the Gallery.  Every 
participating member will have at least one piece of art displayed.  Multiple selections will depend upon the number 
of submissions and the space.  Members may enter art not-for-sale (NFS) as well as priced to sell. When your art sells, 
you are expected to make a 20% donation (tax deductible) to the Del Ray Artisans, a 501(c)(3)organization. 
 

There is no entry fee for members; however membership dues must be current in order to participate.  Renewal forms will be available 
at Artwork Drop-Off. 

 
As always, exhibiting artists are expected to perform one or more of the following in conjunction with the Show: 
Gallery sitting, assisting with the Opening Reception, providing food items for the Opening Reception, helping the 
curator hang the Show, or assisting with the Closing. Please come prepared to sign up at Artwork Drop-Off - bring your 
calendars with you! 
 
All entries should be ready to hang with wire and preferred screw-eyes. Artwork that requires special hanging or 
presentation should be discussed with the curator.  Unframed paintings should have sides painted or presented in a 
neat professional appearance. If you have questions about presentation, please contact the curator, Tracy Wilkerson ï 
tlwideas@comcast.net - 703 567 3434. 
 
Fine Print:  All work must remain in the Gallery for the duration of the Show ï purchasers will receive their purchased 
items after the Show closes.  Insurance for artwork and all arrangements for works sold is the responsibility of the artist.  
Neither the Del Ray Artisans nor the City of Alexandria can be held liable for any damage or loss.  The artist must 
remove his or her work from the Gallery between 4-6pm on October 7, 2007.  Artists are responsible for drop-off and 
pick-up arrangements as well as delivery of sold artwork.  Permission to photograph any work for publicity purposes is 
considered granted unless otherwise stated in writing by the artist. 
 

Entries will be accepted at:     Artwork Drop-Off 
The Del Ray Artisans Gallery     Thursday, August 30th, 6:00 ï 9:00pm 
Nicholas A. Colasanto Center     Saturday, Sept 1st, 10:00am ï 1:00pm 
2704 Mt. Vernon Avenue, Alexandria 
703.838.4827  ~  www.thedelrayartisans.org 
 

You will be notified if some of your artwork entries are not included in the Show. These must be picked up 
from the Gallery on Wednesday, September 5, 6:00 ï 9:00pm. 

 
 
 

mailto:tlwideas@comcast.net



