
 

How to Create an effective exhibition proposal 

 

1. Research and Preparation 

Understand the Venue and Audience: 

•​ Research the venue where you want to exhibit. Understand its history, 
mission, and the type of exhibitions it usually hosts. 

•​ Identify the target audience for your exhibition. Consider their 
interests, demographics, and how your exhibition will appeal to them. 

Review Submission Guidelines: 

•​ Carefully read the submission guidelines provided by the venue. Note 
any specific requirements regarding format, content, and deadlines. 

2. Conceptualisation 

Develop a Clear Concept: 

•​ Articulate the main idea or theme of your exhibition. What is the story 
you want to tell or the message you want to convey? 

•​ Consider the relevance and originality of your concept. How does it 
stand out from other exhibitions? 

Title and Subtitle: 

•​ Create a compelling title and subtitle for your exhibition. These should 
be engaging and reflective of the exhibition’s content and theme. 

3. Proposal Content 

Executive Summary: 

•​ Provide a brief overview of the exhibition. Summarize the theme, key 
highlights, and why this exhibition is important or unique. 

Introduction: 

•​ Introduce the concept in more detail. Explain the inspiration behind 
the exhibition and its objectives. 

 



 

Curatorial Statement: 

•​ Offer a curatorial perspective on the exhibition. Discuss your approach 
to selecting the works and organising the exhibition. Address the 
thematic or conceptual framework guiding your choices. 

Content Details: 

•​ List the artists and works to be included. Provide background 
information on the artists, including bios and statements. 

•​ Describe the works in detail, including media, dimensions, and how 
they contribute to the overall theme. 

4. Visual and Spatial Considerations 

Exhibition Layout: 

•​ Provide a proposed layout or floor plan. Indicate how the works will be 
arranged in the space. 

•​ Include diagrams or sketches if possible. 

Visual Support: 

•​ Include high-quality images of the works to be exhibited. Ensure they 
are labeled with artist names, titles, dates, and dimensions. 

5. Practical and Logistical Details 

Budget: 

•​ Present a detailed budget. Include costs for transportation, installation, 
insurance, marketing, and any other relevant expenses. 

•​ Outline potential sources of funding or sponsorships. 

Timeline: 

•​ Provide a timeline for the exhibition. Include key dates for planning, 
installation, the opening, and the duration of the exhibition. 

Marketing and Publicity: 

•​ Describe your marketing and publicity strategy. How will you attract 
visitors and generate interest in the exhibition? 

 



 

•​ Outline any planned promotional activities, including social media 
campaigns, press releases, and partnerships. 

6. Supplementary Materials 

Artist Bios and Statements: 

•​ Include biographies and artist statements for each participating artist. 
This provides context and background for their works. 

Previous Work Samples: 

•​ If applicable, include samples of previous exhibitions or projects. This 
helps demonstrate your experience and success in organizing 
exhibitions. 

Letters of Support: 

•​ Attach any letters of support or endorsements from artists, curators, or 
institutions. 

7. Professional Presentation 

Formatting and Proofreading: 

•​ Ensure the proposal is well-formatted, clear, and professional. Use 
consistent fonts, headings, and spacing. 

•​ Proofread the entire document for grammatical and typographical 
errors. 

Contact Information: 

•​ Include your contact information and the best way to reach you for 
further discussions or questions. 

Conclusion 

Summarize the main points of your proposal and reiterate your enthusiasm 
for the project. Express your appreciation for the opportunity to propose the 
exhibition and your readiness to provide any additional information or 
clarification. 

Final Checklist 

•​ Ensure all sections of the proposal are complete. 

•​ Confirm that all supplementary materials are included. 

 



 

•​ Double-check submission guidelines to ensure compliance. 

By following these steps, you'll create a comprehensive and compelling 
exhibition proposal that effectively communicates your vision and readiness 
to execute the exhibition successfully. 

 
 
 
 

 


