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Reading People & Place Gallery 
Temporary Community Display Cases

To be considered for inclusion in our ‘temporary’ Community Display Case programme, please complete this form and return it to us.

	Please send reply to:
	Community Engagement Curator
Reading Museum
The Town Hall

Blagrave Street

Reading RG1 1QH

0118 937 3400
e. brendan.carr@reading.gov.uk


	Name of organisation:


	

	Name of main contact:


	

	Address:
	

	Telephone number:

e-mail:


	


	Brief outline of display:

(please give details of the proposed subject matter and the main themes that will be covered)

	


Guidelines: Reading People & Place Gallery Community Cases

Two cases are available for temporary displays by community groups and organisations, usually for two to three months.  Displays should be relevant to present-day Reading people’s lives.

Case Dimensions 

Case 1
w 900 x d 900 x h 2100 mm




Case 2
w 900 x d 900 x h 2100 mm

Objects

It is important to select objects that will enhance the display – try to include items that are varied and colourful and avoid wordy documents like leaflets and reports.
Objects will be selected in discussion with the Museum.  The Museum will have final approval of the object and image selection. 
Text

Please provide a maximum of 250 words, preferably emailed as an unformatted Word document.  Try to include interesting facts. All text will be edited by The Museum to ensure it adheres to relevant guidelines and house style.
Images/photographs

Please provide good quality images, original images will be scanned.  Please ensure that you have permission to use all images provided. Any images used will need a caption – so please include these and any permission or copyright acknowledgment.
Digital images

2 x 15” Multimedia LED screens are available for use in the display. Please discuss with your Museum contact if you would like to use them.
Transport

Exhibitors will be responsible for the delivery of all material at a pre-arranged time as discussed with your Museum contact.

Insurance

All objects on loan to the Museum must be accompanied by individual insurance valuations.

Display and Publicity

We are happy to discuss any ideas you may have regarding how objects are displayed but the Museum will be responsible for installation.  
Publicity ideas can be discussed with the Museum. Your display may be included in our ‘What’s On’ Diary of Events and on the Museum website if relevant details are received by copy deadlines.
Loan agreement
All objects on display will be documented on a museum entry from. The exhibitor will receive a copy. This is to ensure all material on site is documented in accordance with museum accreditation standards.
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