CAS Venue Coordinators Duties

Joyce ==> Kat:
1)  CAS liaison to the venue (Yasmeen) 
a. Send Yasmeen an email reminder the Monday/Tuesday before changeouts reminding her of the changeout on Saturday and confirming that the restaurant will be open at 10:30 am and we have the correct contacts (see my email dated 11/28/23 as an example).
b.  If there are any questions about suitability of a piece of art, check with Yasmeen (per the call for art, avoid photos of animals, people and religious scenes.  Abstract representations are fine).
c. In October/November, prepare a list of change out dates for the next year, review with Martha, obtain Yasmeen's approval and then send to Robb so that he can schedule the Calls for Art.  Remember to provide the dates for when the Call is to be distributed, Deadline for submissions, Install and Strike.  
(I have done this for 2024, ref. my email dated 11/15/23)

2) Publicity
Take pictures and send to Newsletter@creativeartssociety.org and Publicity@creativeartssociety.org. (Currently this is Veronica and Betsy but I do not know who will take over Social Media next year so I've listed the generic ids.) 
(see the email dated 12/2/23 as an example).  Copy the exhibiting artists, Martha and Elena (rotating exhibits chair).

3)  Print labels (ask Joyce if need more labels)
4)  Assist with the Art Change outs 
a.  Bring hammer, hooks, tape (ask Joyce if need more hooks and tape)
5)  Answer miscellaneous questions as necessary

Martha:
1)  Artist liaison
a. Send acknowledgement emails back to the artists who apply, confirming their acceptance and reminding them of the change out date.
b. Review the images, flag anything that is questionable and confer with Kat.  If the two of you are unsure, ask Kat to check with Yasmeen.
c.  Track the submissions.  If too few, contact Kat to ask for extras or contact Robb to resend the call.  If too many, contact Joyce/Robb to close the call early.
d.  Send reminder to the incoming and outgoing artists a few days before the change out

2)  Sign in/out sheets
a.  Bring sign in/out sheets, pens

3)  Assist with the Art Change outs
a.  Bring hammer, hooks, tape as necessary (ask Joyce if need more hooks and tape)

4)  Answer miscellaneous questions as necessary


