Exhibition Details

General

1.

The Tokyo American Club’s FH Gallery is an art space primarily for its

members to appreciate various artworks and is operated under the Club’s rules and the Gallery
Committee’s guidelines. Therefore, artists and their guests are required to follow the Club’s
rules and any instructions given by the Committee.

Artists are only allowed to display their artwork during their scheduled exhibition
period.

Artists are required to exhibit the same type of artworks that were submitted and approved
during the application process.

Display spaces are limited to the glass showcases in the BIF Formal Lobby and 1F Family
Lobby.

All paintings, drawings, collages and prints must be framed and have wire/string/rope strung
across the back to facilitate easy hanging on the new gallery hanging rail system.

Artists may bring guests into the gallery to view their exhibition. Guests will need to be
registered in advance.

For commission-based exhibits, non-members may purchase artworks by filling out the
purchase form and completing payment at the Member Services desk at B1F.

When Club events are held in the gallery, the gallery will not be open to the artists and their
guests.

Please prepare private insurance for the exhibition period if necessary.
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Set-up and take-down

1. Exhibition set-up is scheduled between 9am to 2pm on the opening day. Take-down will
take place between 2—5pm on the final day. Member Services must approve any changes to
this schedule.

2. Artists can park one vehicle for set-up. One week prior to the exhibition, please advise your
vehicle details (model and license plate number).

3. Artists can park one vehicle for take-down. One week prior to the removal of the exhibit,
please advise your vehicle details (model and license plate number).

4. There are cabinets in the gallery on B1F which can be used to store boxes and packing
materials.

5. The artist is responsible for any artworks outside of the showcases and in the unlocked
showcases during set-up and take-down.

6. No artwork can be displayed outside of the showcases under any circumstances.

7. Artists are not to leave the Club during set-up or take-down until the process is complete.

Signage for Artwork
1. Please fill in the provided form with the list of artworks to be exhibited in Excel format.
Email the information at least one week prior to the exhibition.
2. Artists are responsible for preparing all labels and signs in English. Labels should measure
approximately 4cm x 8cm in size and contain the following information:
a. Artwork Number
b. Title
c. Tax-inclusive price (in yen)
3. Please prepare two A3 sized artist profiles to display in the B1F gallery and 1F

showcase throughout the exhibition.
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Publicity

1.

Four months prior to the opening of the exhibition, the artist will be asked to send high-
resolution digital photographs of his or her works for the exhibit and biographical material
(including the artist’s statement) for use in Club publications. Information should include
education, apprenticeships, previous exhibitions, honors received, points of interest about
the art.

Articles publicizing the exhibitors will be written by Club staff.

Publicity within the Club will include the monthly magazine, website, lobby monitors and a
dedicated monitor in the gallery.

Artists are permitted to advertise externally, such as in art magazines, direct mail, own
website or other social media at their own expense. However, prior approval from the Gallery
Committee is necessary. Any external advertising must include the Club rules, which will be
provided to the artist. Please note that it is prohibited to advertise third parties’ sponsorships
on these advertisements.

The gallery has a dedicated electronic screen for use during the exhibition. One month prior
to the exhibition please provide a minimum of ten images showcasing the artist’s work,
inspiration, studio or other relevant pictures. Alternatively, a video can be provided. This
will be played for the duration of the exhibit and is an opportunity to showcase works that
are not being displayed.

During the Exhibition

1.

A podium is available for guest signatures. It is the responsibility of the artist to provide the
guestbook.

Any changes to the exhibit during the exhibition are prohibited.

. Sold items must be packed by the artist at the close of the exhibition with materials provided

by the artist. Member Services will only store properly packed artwork for pick-up. Please
prepare appropriate packing for fragile items. For liability reasons, the Club will not make
shipping arrangements under any circumstances.

Should the artist invite non-members to the exhibition, please note that the artist and guests
are allowed in the gallery space on B1F only and guests will need to be registered in
advance.
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Sales

1. For a commission-based exhibition, the Club will take a 30 percent commission on the price of
each item sold or ordered during and after the exhibition. Items purchased by credit card will be
subject to an additional handling fee.

2. An itemized list of total sales will be sent to artist after the close of the exhibit. The artist will
be required to provide an invoice.

3. Sales proceeds, less the 30 percent commission and other unforeseen expenses such as damages
will be transmitted to a designated account approximately one to two months after the invoice
has been received.

4. Sales for a rental exhibition will be the sole responsibility of the exhibitor; therefore, the
exhibitor must make arrangements to handle all purchases.

Cancellation

1. For a commission-based exhibit, a minimum of four months’ notice must be given to the
committee to allow for sufficient time to find a replacement.

2. Rental exhibitions must follow the cancellation policy stated in the Exhibition Rental Space

Guidelines.
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