
 

AAD Artist Exhibition/Performance/ Screening Checklist 

​ Team Members 
​ Who is a part of your team? 

​ Co-Pis/ other artists 
​ Undergrad/ Graduate 
Students 

​ Community Members 
​ Volunteers 

​ Budget 
​ Have you thought about how 
much it will cost to execute this 
event? 

​ Have you reviewed the AAD 
Budget Checklist  

 

​ Space Layout and Design 
​ Have you mapped out the 
space? 

​ How will the art be displayed? 
​ How will the art get to the 
venue?  

​ What about stage size and 
access? 

​ Lighting 
​ Do you have appropriate lighting 
for each piece? 

​ Is lighting adjustable for various 
works? 

​ Technical Requirements 
​ Do you have a backup plan for 
technical difficulties? 

​ Have you checked the format 
compatibility? 

​ What technical equipment do 
you need? 

​ Are there costume or prop 
requirements? 

​ Audience Experience 
​ Is your space accessible to all? 
​ Will there be a Q&A session 
after the screening 

​ Do you need a facilitator or 
moderator? 

​ Have you considered the 
acoustics and seating 
arrangements? 

​ Artist Statements & Descriptions 
​ Have you included artist 
statements and piece 
descriptions? 

​ Health and Safety 
​ Have you planned for performer 
safety? 

​ Catering 
​ Will you have catering? 
​ Will alcoholic beverages be 
served? 

​ If yes, do you need an 
ABC license? Or prior 
approval from venue 

​ Will you need reception 
staff/volunteers? 

​ Marketing 
​ Will you print flyers? 
​ Will you need paid 
advertisements? 

​ Have you posted on social 
media about your event? 

​ Have you let AAD staff know 
about your event? ( research & 
scholarship, communications 
team, school director, dean, etc)  

​ Have you sent out invitations/ 
evites? 

 

 

https://docs.google.com/document/u/0/d/1KnsZGGwT_5z3IvpQhvP-chpC_fVlEVqnCk_Q6UVIJu0/edit
https://docs.google.com/document/u/0/d/1KnsZGGwT_5z3IvpQhvP-chpC_fVlEVqnCk_Q6UVIJu0/edit

	AAD Artist Exhibition/Performance/ Screening Checklist 

