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For Student Union Art Exhibits
To schedule an exhibit please return this form to:

5500 N. St. Louis Avenue * Student Union Room 207

(773) 442-4631   *E-mail – SU-Reservations@NEIU.EDU   *Fax – (773) 442-6082





Please use this form if you are requesting space for a Student Union Art Exhibit.  Please review and sign the procedures on back before submitting this request.
Please note that completing this form does not guarantee a Student Union Art Exhibit reservation. This form used to initiate the request process.  The Student Union Space Administrator will review the form and determine whether or not the reservation can be made. Expect to be contacted shortly after the Student Union staff receives this form.   Please call 773-442-4631 if you have any questions or concerns.


Organization/Department:     






Today’s Date:      
Name of Requestor:      
E-mail Address:      
Phone:
     



Cell Phone/Pager:     

Fax:      
Mailing Address:      
Name of Exhibit Coordinator (or person responsible for event planning details):     
 FORMCHECKBOX 
Same as above 

E-mail Address:     
Phone:     




Cell Phone/Pager:     

Fax:     
Mailing Address:     
Artist Status: 

	 FORMCHECKBOX 
University Community
	 FORMCHECKBOX 
University Faculty/Staff
	 FORMCHECKBOX 
University Guest: 

	 FORMCHECKBOX 
University Students
	 FORMCHECKBOX 
University Alumni
	


Exhibit Name:      
Exhibit Details:

	Art Medium 

(check all that apply)
	Number of Pieces
	Dimension of each piece

	 FORMCHECKBOX 
Painting       
	     
	     

	 FORMCHECKBOX 
Photography
	     
	     

	 FORMCHECKBOX 
Sculpture
	     
	     

	 FORMCHECKBOX 
Other
	     
	     


Date(s) and Time(s) Requested 
	Exhibit Begin-End

Dates
	Alternate

Begin-End

Dates
	Setup Time and Date
	Load Out Time and Date

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Additional Information on back of this sheet
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Student Union Art Exhibit Procedures and Agreement 
The Student Union Art Exhibit Program will have two main components:  Student Art Exhibits and University Community Art Exhibits.

The Student Art Exhibit schedule will be open to currently enrolled NEIU students.  

University Community schedule will be open to other members of the University community.

Student Art Exhibit 
A maximum of two weeks per month will be allocated for Student Art Exhibits.

The NEIU Art Department will coordinate student (individual or group) exhibits and submit requested dates to the Student Union at least 1 month in advance.  

The Student Union Advisory Committee (SUAC) will review the schedule and make a recommendation to the Director of the Student Union.

University Community Exhibit Schedule

A maximum of two weeks per month will be allocated for University Community Art Exhibits.

Requests to display art must be submitted to the Director of the Student Union at least 1 month in advance.

The request will be submitted to the SUAC for review.  The SUAC will review the schedule and artist portfolios and make a recommendation to the Director of the Student Union.

Criteria

In general the committee will consider the following when making recommendations:

· Potential conflicts with artwork and a scheduled event in the Student Union

· Availability of exhibit space

· Whether or not the artwork is consistent with or in conflict with special themes (University celebrations, national observances, etc.)

Confirmation, Request Denial or Request for Revision

The Director of the Student Union will communicate with the exhibit coordinator to confirm or request revisions to the schedule within 1 week of receiving the request.

Selected Artwork

Artists can not display work that has not been reviewed by SUAC or the NEIU Art Department.

Location

Art exhibits are limited to the designated wall space on the 2nd floor of the Student Union.

Floor space in the 2nd lounge will also be considered for exhibits.

Method of Display

Art will be displayed on the designated wall space only through the use of the art hanging system supplied by the Student Union.  

Artists, or anyone involved with the installation of art, are not permitted to alter the hanging system (beyond its intended use), or affix artwork directly or indirectly to the walls with nails, tape, glue, putty, etc.

Art displayed on the floor space, will only be displayed under glass cases and on pedestals supplied by the NEIU Art Department.

Loss/Damage Protection
The University self-insures movable equipment and property, this includes art objects loaned for display.

To comply with the requirements for protection, all art objects must be listed on a schedule including a stated value.  The schedule must be supplied to the Student Union two weeks in advance of the display who will in turn provide it to the Associate Vice President for Administrative and Financial Affairs.  

The value of each art object must be in accordance with previously sold work of the same style and type.  If the artist has no sale history of their art objects individual pieces are limited to a replacement value of $350.

Definitions

Student Art Exhibit – coordinated display of work created by a currently enrolled NEIU student.

University Community Exhibit - coordinated display of work created by a current member of the NEIU Community (faculty, staff or alumnus/ae) or invited guests of the University Community.

I have read and understand the above procedures for Student Union Art Exhibits.  Failure to adhere to University guidelines, procedures, etc. will result in the denial of my request or cancellation of my exhibit.


Exhibit Coordinator (printed)


Exhibit Coordinator (signature)


Date[image: image1.emf] 


