Memo for the exhibition author
Lithuanian National Commission for UNESCO gallery (Šv. Jono Str. 11, Vilnius)

Hours:

Monday to Thursday 08:00 a.m. to 05:00 p.m.
Fridays 08:00 a.m. to 03:45 p.m.
Saturdays and Sundays – closed
Abbreviations:

Exhibition author, authors – the Author, the Authors;

The Secretariat of the Lithuanian National Commission for UNESCO – the Secretariat.

· Duration of the exhibition (the period when the exhibition will be on display)_____________________________________

· Annotation. Two months before the opening of the exhibition, the Author shall present a soft version of the exhibition annotation.

· Photographs. The Author shall attach at least 5 photographs (as data files) of their works of good quality and a picture (as a data file) of themselves to the annotation.

· Samples of works. Two months before the opening of the exhibition, the Author shall supply samples of works prepared for display.
· Fastening of works. The Author and the Secretariat shall pre-arrange a method of hanging/fastening the works and the Author shall make the works suitable for the available fastening system of the Secretariat and shall bear liability for orderly display.
· Hall rent rate. The Secretariat shall provide the hall to the Author gratuitously.

· Who will bear the expenses? Any and all expenses related to organising the exhibition (transportation, framing, installation, removal of exhibits, opening of the exhibition, printing and distribution of invitations, posters, etc.) shall be borne by the Author.
· Who will set up/dismantle the exhibition? All of the technological work related to the setting up and dismantling and opening of the exhibition shall be conducted by the Author and/or their assistants, if any. The staff of the Secretariat shall not be involved in setting up/dismantling the exhibition. The Secretariat may provide coffee to the Author and their assistants.

· Who will take care of ladders? Step-ladders, stickers for labels shall be granted for the Author’s use by the Secretariat.

· When will the exhibition be set up? The exhibition shall be set up one day to the opening day during the working hours of the Secretariat or as per agreement.

· Labelling. The Author and the Secretariat shall agree on the matter of labelling in advance.

· What is to be taken care of by the Author on the opening day?
· Posters (7 pieces of format A3);
· Labels for works to be attached subject to a prior agreement with the Secretariat;

· An annotation for the exhibition in colour (1 piece of format A4). The frame shall be granted for the use of the Author by the Secretariat, or else the Author shall procure a frame of a different format as may be required themselves, subject to a separate agreement;

· Refreshments for the guests (if so desired);

· Care of the refreshment table, service for the guests during the event (it is advisable that this task be entrusted to the appropriate persons at the Author’s discretion).

· Poster content.

· The model of the poster shall be the responsibility of the Author;

· The poster shall give the precise name and address of the Secretariat: Lithuanian National Commission for UNESCO gallery, Šv. Jono Str. 11, Vilnius;
· The poster shall indicate the duration of the exhibition;

· If the Author so wishes, the poster may display the logo of the Secretariat subject to a written agreement between the Author and the Secretariat;
· The model of the poster and invitations shall be agreed upon in writing by the Secretariat in advance.
· Duration of the opening event. The opening of the exhibition shall commence at 05:30 p.m. at the earliest and shall proceed for a maximum of 2 hours.

· Visiting hours of the exhibition. The visiting hours for the exhibition shall coincide with the working hours of the Secretariat.

· Meeting the visitors. The Author shall be entitled to meet with the visitors on the Secretariat’s premises during the working hours of the Secretariat.

· Extra events. Upon agreement with the Secretariats, additional events related to the exhibition can be held.

· Exhibition insurance. The premises of the Secretariat are equipped with security and fire alarm systems, however the Secretariat shall not be liable for safeguarding the exhibits against theft, damage or other risks that may have negative effects and therefore it is advisable that the Author provides insurance cover for the exhibits at their own expense.

· When will the exhibition be dismantled? The exhibition shall be dismantled at a pre-arranged time during the working hours of the Secretariat, not later than on the immediately succeeding business day after the end of the exhibition.

