EXHIBIT PLANNING WORKSHEET 

For keeping track of your evolving ideas about exhibit content, structure, and visitor objectives.  Refine as you go along.

	Museum Name: 
	

	Prepared by:
	
	Version Date:  
	

	
	

	Exhibit Title:
	

	Location within Museum:
	

	Exhibit Dates:
	

	Rationale:
	

	Audience:
	

	
	

	Exhibit Theme 
(aka the BIG IDEA that will translate directly into your Main Introduction):  


	

	Supporting Concepts
(sub-themes that will translate directly into physical Exhibit Sections):

	

	Visitor Experience Objectives:
	

	· What do you want the audience to learn?
	

	· What do you want the audience to feel?
	

	· What do you want the audience to do?
	

	
	

	Project Manager:
	

	Team Members:
	

	
	

	Attachments:
	

	· Collection Object  & Supporting Materials Checklist
	Use the attached form or create your own list of collection objects and non-collection items that are under consideration for your exhibit. In addition to objects, this list may grow to include images, maps, documents, models, props, etc. You will progressively organize these into exhibit sections based on your supporting concepts/sub-themes. Track basic object safe display requirements here also. 

	· Exhibit Project Plan 
& Timeline
	Use this form or create your own method of tracking the tasks involved in creating your exhibit, the people assigned to each task, and the due dates. You can also use a Gantt chart or whatever is preferable. 

	· Exhibit Research Log & Object Info Sheets
	Use these forms to keep track of your exhibit and object research. Remember to consult both primary and secondary sources. For sources that prove rich, note citation, quotes, why helpful, etc.

	· Exhibit Layout
	Attach design sketches, including photographs of objects and supporting materials. 

	· Exhibit Label Tracker
	Use this form to organize your labels, see gaps. Keep feedback and edits on file.


COLLECTION OBJECT & SUPPORTING MATERIALS CHECKLIST 
For recording objects or other items under consideration or needed for exhibit. Add pages as necessary. This list will be refined as you go along.
	
	Photo 
	Collection ID #
	Object Name 
	Object Summary 
(Maker, Culture, Location, Dates, Materials, Dimensions, Credit Line, etc.)
	Must Acquire
	Exhibit Section
	Requirements for Safe Display
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