ANNUAL EXHIBITION PRINT HANGING AND TAGGING PROCEDURES INCLUDING THE DRY RUN OF THE     

PDI IMAGE PRESENTATION 

Revised March 2015

	ACTIVITY
	RESPONSIBILITY

	The Church venue to be BOOKED for BOTH the Tuesday Afternoon Print Hanging (1.00pm Start) and the Exhibition evening.
	

	The Church venue needs to be checked out prior to the Exhibition Evening for adequate lighting to allow defective lighting to be FIXED in time for the Exhibition.
	

	Arrangements for the KEY to be available for the Print Hanging and Exhibition evening
	

	EQUIPMENT
	

	Plastic mesh 
(Stored at the RSL club in the shed)
	

	Wire hooks to hang the Plastic mesh on the rails at the Church Hal (Stored at the RSL club in the shed)
	

	Power boards and extension cables 
(Stored at the RSL club in the shed)
	

	Black Plastic sheets to Black out the Door way at the Church
	

	Gaffer Tape for various uses 
(Cable safety, Mesh hold down and Plastic sheeting.
	

	Clips to hang the prints on the Plastic mesh
(stored at the RSL club in the shed)
	

	The Print hanging list sheets by section from the Exhibition Results coordinator
	

	Print Trophy Award and Merit award tags etc. 
(Award Tags, Ribbons etc. available from the Trophy coordinator)
	

	PGI Image projector and laptop
	

	
	

	
	

	Projector Screen and stand. 
(Stored at the RSL club in the shed)
	

	Afternoon Tea, Milk, Coffee, Cordial and Nibbles 
NOTE! These supplies will be also needed for the Annual Exhibition Supper
	

	WORKER REQUIREMENTS (8 minimum)
	

	Two to hang the Mesh on the wall


	1.

2.

	Two additional (Total 4) to Hang the prints in display order


	3.

4.

	Two to lay out the Prints ready for hanging, then assist with the over viewing of the print layout/display.


	5.

6.

	Two to set up the seating, tables projector screen, window / door black out etc.


	7.

8.

	PRINT HANGING LAYOUT & LABELS PROCEDURE
	

	The prints are the hung in the 6 sections
	

	The Sections are to be separated by ribbons
	

	Each Section is to be identified with the section label
	

	
	

	The Awards / Trophy labels are to be attached to the mesh adjacent to the appropriate print
	

	ACTIVITY
	RESPONSIBILITY

	PDI IMAGE SET UP AND DRY RUN
	

	During the print hanging there MUST be a dry run of the PDI Image presentation system to ensure the images are in their correct order for the Exhibition viewing and the Images are not being CROPED etc.
During this Dry Run the VOICE OVER is to be conducted to ensure the Authors Name, Honours  Image Title and Awards are correct 
	

	WORKERS FOR THE ELECTRONIC IMAGE  & VOICE OVER  DRY RUN 
	

	Two to run the system and Voice Over to ensure the images are in their correct order for the Exhibition viewing
	2

	Check that the Church Hall Sound System is fully functional ready for the Presentation speakers.
	1
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