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NOTE:

You may have soft packed your exhibition and therefore you do not have crates. List the works and any boxes (other crates) that you have used.

1. General Information

You may want to include what the host venue should do if there is any damage or loss when opening the crates or when unpacking and packing. 

2. Contact Information

Name, telephone number and email address of your director, curator, and or registrar.

3. Crate Statistics

	Crate no.
	Dimensions
	Contents



	eg 1
	Height x width x depth (mm)
	Name of lending museum (s)

eg. TMAG etc

	Eg. 2
	H x W x D (mm)
	Condition reports, labels, tool kit etc


4. Crate list per venue – works to be displayed

List the contents of each crate. Include images of the contents, as this will make identification much easier. Attach it a copy inside the crate where it is immediately accessible.

5. Unpacking/packing

This is detailed information about how to unpack and pack the exhibition. Information should include:

· Whether crates need to be acclimatised and for how long

· How to handle the work eg, using two hands and gloves

· How many people required to lift certain objects

· Instructions about fastenings

· General information about the construction of the crates

· Any particulars, warnings and must dos for the handling of fragile objects

6. Crate labels

Sample

	Sender (To)
	Receiver (From)



	Museum name
	Museum Name



	Address
	Address



	Contact: name of person
	Contact: name of person



	Telephone no.:
	Telephone:




Make the label large enough so that it is clearly visible and attach it on the crate where it can clearly seen.

7. Exhibition venues and dates (itinerary)

Include name of museum and exhibition dates as well as any storage details. Sometimes there can be a few months of non-exhibiting due to scheduling. Mention that it is in store and for how long.

8. Venue Contacts

	Venue- region 
	Dates
	Contact name
	Telephone and email


	Address

	eg. 

Hobart


	dd/mm/yy-dd/mm/yy
	Curator/registrar
	T: area code

E:
	


9. Exhibition information

You may recommend how the layout of the exhibition, colour of walls, security and condition report requirements. Installation images will greatly assist the host museum in working out layout. If there is a specific design requirement include it here. 

10. Insurance values

List all objects and insurance values here. 
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