PROFESSIONAL GUIDELINES

This Professional Guidelines document is designed to accompany an online SlideShare Powerpoint
with audio. It provides a four page quick step-by-step tutorial for how to create a custom made ship-
ping box for one-of-a-kind art or craft.

There are many reasons why work should be packed with careful attention to details. Of course, the
primary reason is the care and protection of the work during shipment. Boxes need to be easily
opened, unpacked, repacked and shipped again. This process is repeated with every show, espe-
cially a traveling exhibition.

The time invested in creating this quality box for shipping artwork to an exhibition will save you time
and assure safe shipping reducing stress and frustration from damaged work.

Start with a new box

Use gummed, water activated tape that matches the
box.

White tape for white boxes.
Brown tape for brown boxes.
Do not use plastic tape.

Cut a bottom and top foam that fit inside the box.

In this example, | needed a third layer of foam to surround the
base and support the structure.

All areas of the artwork need to be supported druing shipping
in case the box is dropped.

Fit foam to box.

Check to be sure your foam layers fit inside the box.
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.

Cut foam to fit around artwork.
There can be no movement of artwork or sculpture

during shipping. Movement cases abrasion and possible
breakage during shipping.

Double check that all the foam layers fits into the box.

Glue the bottom layers of foam inside the box. You do not
want the bottom foam to be removed from the box.

Cover foam and the inside of the box with flannel.

The artwork should only touch the soft flannel during ship-
ping. Check for fit.

Foam triangles fit around artwork.

In this example the artwork needs foam triangles in the
corners to prevent movement during shipping.

Do not glue these in the box.
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Write instructions on flannel.

A sharpie marker works well for this. It writes on the
flannel, does not fade, it is permanent and does not
rub off on the artwork.

Felt straps are glued to the foam triangles and
the inside of the box. One end of the felt strap is
glue to the triangle foam. The other end is glued to
the inside of the box. (indicated by green circles.)

Felt straps allow foam triangles to be lifted out, but
they can not be lost during packing and unpacking of
the artwork.

Cover top foam layer in
flannel (left.)

Top flannel protects
artwork.

Top Flannel attached to
box with black felt straps.

(right)

The goal is to make it
possible to lift out each

Cover foam triangles with flannel.
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Write instructions on flannel with a sharpie marker.

Include gloves in your box. If you put the gloves on
the top layer of your box, anyone who is unpacking your
artwork will see them before they touch the artwork.

FLiasg
WEAR Glaves

LIFT up
If they have forgotten to wear gloves this is a unmistak-

able message even if they didn’t read your instructions.

Use brads to close your box. You can buy these at any
office supply. If you want something fancier, craft supplies like
Michael’s sell all kinds of decorative brads for scrap booking.

Push the brad through the cardboard. Open it on the other
side, and hot glue it into place.

ﬁ_ HA {_:-1 N ¥ Brads and string tie box shut. This is a simple
----------------- ~ . reusable method for tieing your box shut. It also
- \ means that NO ONE will use tape on your interior
L \ shipping box.
1 f : Using tape to close your box, ruins the box.

— Glue instructions to your box including:
== Unpacking Instructions
"""""""""" Assembly Instructions
Display Instructions
Maintenance Instructions
Packing Instructions
Shipping Instructions
Fill out a Condition Report before the work is shipped.

M s s s A CONItion report is even more important if the work is in a
\ traveling show. At each location when the work arrives and before
it it leaves the artwork should be checked to be sure that it matches

the condition report.

Find the Condition Report in the Professional Guidelines at:
AW s e ar ) http://www.harriete-estel-berman.info/profguidelines/CONDITIONreport.pdf

- SN - http://tinyurl.com/7dlsq8f
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