
A1: MACC Room Rental Brochure

Appendix: NMU Student Art Pop-up Show 
RE362: W15

Amelia Richards, Monica Purdy, Ethan VanLente





A2: Promotional Flyer



A3: Budget Form and Supporting Charts

Cost Items Anticipated 
Cost

Actual Cost

FIXED COSTS

Direct Fixed Costs

Room Rental $50.00 Donated
Promotion on NMU campus (fliers) $1.00 Printing is free 

as a student

Indirect Fixed Costs

Promotion through the Library/MACC (fliers/poster) $5 Donated

Changing Fixed Costs

Room Rental (would need second room if more than 
10 artists)

$50.00 Not needed/
donated

Display Materials $0.50/art piece included
Title cards (printing and cardstock) $0.25/art piece $0.05/art piece

(printing free)
Total Fixed costs $74.75 (5 artists 

with 5 pieces 
each) -$147.25 
(or more if over 
11 artists with 5 
pieces each)

$1.25

VARIABLE COSTS

Refreshments (punch and cookies, cups) $1.00/person included

Total Variable Costs/Person $1.00/person included



A3: Supporting Budget Charts
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A4: Program Checklist

Major 
Function

Task
Time 

Required 
to 

Complete

Deadlin
e

Group 
Member/s 

Responsible 
for 

Implementatio
n

Program 
Design

Decide what type of 
program

Decide theme

Class Done

Done

All

Site 
Selection

MACC class Done All

Staffing
Choose artists

Ensure all of the 
artists can come

Set up and mill 
about.

One week

Day of

Done

3/20

4/2

All

Monica and 
Amelia

All

Promotion
Flyers created

Printed/Distribution

One week Done

3/24

Monica/Ethan

All

Equipment, 
Supplies, 
Materials

Estimate what display 
materials we’ll need 
(Determine what 
pieces will be 
displayed)

Make sure all the 
display materials are 
there and available

One Day

Day of

3/25

4/1

Monica/Amelia

All



Registration
Informal tally/
demographics count 
of visitors

Day of 4/2 Ethan

Staff 
Training

Make sure that 
everyone is prepared 
to speak about their 
art

Day of 4/2 Amelia

Program 
Operation

Set up the art
Implement the art 
show

Day of 4/2 All

Evaluation
Design Self and Peer 
evaluation

Artist focus group 
questions

Implement focus 
group

One hour 3/27

3/27

4/2

Monica

All

Monica

Group 
Presentation

Complete follow up 
questions

Plan presentation 
based on rubric

Pictures of the event 
in a slideshow?

One week 4/17

4/17

4/5

All

All

All

Submission 
of Final 
Group 
Report

Make sure all 
components are 
finished

Make it look 
professional

Turn in.

One week 4/17

4/21

4/21

All

All

All



A5: Animation Plan

Frame 1 - Set Up

a. People x1; y1
b. Physical Setting x2; y2
c. Leisure Objects
d. Social Structure
e. Relationships
f.  Animation

Transition #1: Soft
At 6pm the artists will be by their work 
and ready to greet the public

Frame 2 - Welcome

a. People y1;y2
b. Physical Setting
c. Leisure Objects
d. Social Structure x1
e. Relationships
f.  Animation x2

Transition #2: Soft
After being welcomed by one of the 
artists or staff they will feel 
comfortable exploring the exhibit at 
their own pace

Animation Plan for the NMU Student Art Show 2015

• Interventions (X): Things you’re going to do to intervene

• Outcomes (Y): What happens to participants as a result of your interventions 
and their co-participation?

a. x1; Introductions between artists 
and instructions on setup. 
y1; Participating artists will be 
familiar with one another and their 
designated display space.

b. x2; Inspection of displays.
y2; art will be visible and secure for 
public viewing

a. y1; The public will be familiar in the 
space and with the artists.
y2; public gains insight on the 
artists perspective.

d. x1; Welcome public, informally 
introduce artists and venue.

f. x2; Instruct the artists to remain 
close to their work to answer any 
questions from the public.



Frame 3 - Open House

a. People x1;y2
b. Physical Setting
c. Leisure Objects x2
d. Social Structure
e. Relationships y1
f.  Animation

Transition #3 Soft
5 minutes before the end of the night 
(7:55pm) staff will begin wishing the 
remaining members of the public 
goodnight (indicating the ending of the 
event)

Frame 4 - Wrap Up

a. People
b. Physical Setting
c. Leisure Objects
d. Social Structure
e. Relationships
f.  Animation

Transition #4 Hard
At 8pm the artists will begin the tear 
down process and staff will thank any 
residual members of the public for 
attending (signaling the end of the 
reception)

Frame 5 - Pack Up/Focus Group

a. People
b. Physical Setting
c. Leisure Objects
d. Social Structure
e. Relationships
f.  Animation

a. x1; Public encouraged to mill 
about and talk to artists about their 
work.
y2; public exposed to a variety of 
subjects and mediums for them to 
connect with.

c. x2; Art is on display for viewer 
e. y1; connections are made between 

the artists and the public. 

a. x1; Staff will thank remaining 
public and encourage them to ask 
any last questions of the artists.

c. y2; The public will have a chance 
to inquire about any artwork or 
make brief connections with any of 
the artists.

a. y1; Public understands the event is 
over.

b. x1; Art is taken down and packed 
up.

d. y2; Artists give feedback on their 
impressions of the event and its 
value to them as a way to display 
their work.

f. Artists will be gathered for a focus 
group


