STORIES TO WATCH: NARRATIVE IN MEDIEVAL MANUSCRIPTS, FEBRUARY 22-MAY 15, 2011

FINAL SIZE: 13" W X 3" H

URBAN PANORAMAS: OPIE, LIAO, KIM, FEBRUARY 2-JUNE 6, 2010

Touch the screen to view more pages from the manuscript in the adjacent case.

F. SUPPLEMENTARY MATERIALS
LABELS FOR IN-GALLERY VIDEO,
INTERACTIVE MEDIA, AND
LISTENING STATIONS

EDITORIAL TIPS

« Use straightforward directives and simple
instructions, as necessary.

SPECIFICATIONS

« Varies, usually silk-screen (vinyl not
as long-lived)
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INTERPRETIVE MATERIALS

DEVELOPMENT PROCESS

CORE WORKING GROUP

Together this core team—composed of Curatorial, Education, Collection Information &
Access Editorial, and Design—develops the interpretive messages and story lines. The
group works in collaboration with other museum specialists — Exhibitions, Preparations,
Security, Collection Information & Access, Conservation, Registrars, and others—to develop
exhibitions and installations that provide an integrated, accessible experience for visitors
and make the art-viewing experience engaging and informative.

All exhibitions are managed by the Exhibitions Department, which also oversees all
exhibition budgets and schedules. Projects are guided by exhibition proposals and
structured by production schedules that are produced and updated by the Exhibitions
Department. Key stages for the production of interpretive materials in a typical exhibition
schedule are outlined below.

For projects not related to exhibitions and other major installations, see the Editorial/Design
Request Form and process (pg 34-35).

Curatorial (and/or other authors)

e Initiates concept of exhibition or installation and chooses objects that tell the
intended story

e Contributes research and expertise to ensure accuracy of content

* Develops interpretive goals and outline for didactic materials

* Employs guidelines regarding audience, approach, style and content, word count,
editorial tips, and formats for didactics

e Creates gallery texts and participates in the development of web and in-gallery
media presentations

e Researches and supplies comparative illustrations, maintains and updates object
lists in TMS, including dimensions, credit lines, and other critical information
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Education

* Approaches materials with the general visitor in mind, using college-educated,
nonspecialist adults as the standard

* Reviews hierarchy, structure, and content of text in relation to interpretive
goals and guidelines

e If appropriate, suggests need for definitions or identifications; proposes possible
wording or effective reductions to meet word count while retaining key ideas

e Suggests visual aids to text, including comparative images, maps, and time lines

* Occasionally spearheads purely didactic sections of exhibitions or installations

* Reviews Collection Information & Access media-related scripts and interactives

Collection Information & Access Editorial

* Reviews and refines hierarchy, structure, and content of text in relation to
interpretive goals and outline, with particular attention paid to clarity, use of
engaging language, and success in conveying overall story and key messages

e Consolidates input from other readers, including Education and Registrar, often
reconciling disparate perspectives and finding creative solutions and strategies

e Edits text in manuscript and proof stages with author and prepares text
for production

* Transmits unedited and edited texts to entire working group

* Reviews web and in-gallery media presentations

 Suggests visual aids and comparative illustrations as well as text cuts
and reorganization

e Standardizes formats of various types and levels of text, including captions and

tombstones, to meet visitor expectations across collection areas

Design
* Develops exhibition layout with team, as well as gallery “look and feel,"
construction plans, graphics and budget for design items
* Reviews hierarchy and structure of text in order to suggest installation
applications, format, and placement
e Suggests visual aids to text, including comparative images, maps, time lines, etc.
* Develops and implements design, including typographic treatment, color palette,
image use, graphic devices, etc., for use in promotional and gallery materials
e Collaborates with Collection Information & Access, the Web Group, Curatorial,
Education, and Collection Information & Access Editorial on in-gallery and
web presentations
e Creates proofs for distribution by Exhibitions and creates pdfs for shared
folders with members of the entire working group
* Provides vendors, Preparations, Conservation, and other key team members
with production specifications
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SCHEDULE ano PROCESS

Exhibition Proposal Submitted to Exhibitions Department

Proposals are submitted in July/August preceding the fiscal year that the project is
scheduled to open (fiscal year begins in July). For larger exhibitions, proposals are
completed in years prior.

Includes a description of the exhibition and interpretive goals as well as
preliminary suggestions and notes for design, construction, conservation, and
programming, etc. Also notes relationship to other exhibitions, when relevant.

Budget Meeting
September preceding the fiscal year the project is scheduled to open

The first official presentation of the project for budget development purposes. The
exhibition proposal serves as the basis for this meeting, with particular attention paid
to all exhibition elements that will guide budget planning, including all installation
costs. It is the opportunity to discuss ideas fully. If elements are not discussed at this
meeting, it is unlikely that the budget will be adjusted subsequently.

Preliminary Design Meeting
Approx. 10-12 months before opening for large, complex shows; approx. 8-10 months before
opening for smaller shows

Curator presents the exhibition in detail to Exhibitions, Design, Education, Collection
Information & Access Editorial, Conservation, and others, as necessary. This meeting
is an opportunity for brainstorming, reviewing story lines, and exploring presentation
ideas and options, including discussion of layout, ideas for object groupings, didactic
materials, and "look and feel."

Development of Outline of Didactic Materials
Between the Preliminary Design Meeting and the Outline Delivery Date (five months before
exhibition opens)

Often conducted over a series of meetings among Curatorial, Design, Education,
Collection Information & Access Editorial, and others, as needed, this involves creating
an outline of interpretive messages and story lines, space plans, showcase designs,
colors, graphic presentations, and the development of brochure and family guide
materials, if applicable. Outline should be ready at least 6 weeks before the Installation
Plan Review Meeting.

Exhibitions is informed of any significant changes in the design, content,
schedule, or expense as a result of these meetings.

COMPLETE GUIDE TO ADULT AUDIENCE INTERPRETIVE MATERIALS  © 2011J. Paul Getty Trust Pg 30 of 41



Launch Meeting
Approx. 9-11 months before opening for large, complex shows; approx. 7-9 months
before opening for smaller shows

To present the progress that has been made since the Budget Meeting and to introduce
the project to those departments or individuals not represented at the Budget Meeting.
All working group members are present. Design and/or Curatorial provides a schematic
plan that outlines the main exhibition sections, traffic patterns, and key objects.
Education discusses interpretive goals and programming. Exhibitions reviews logistical
details of all facets of the project.

Image Selection Meeting
As soon after Launch Meeting as possible; approx. 6 weeks before Promotional Design
Review Meeting

To choose image(s) to be used in promotional materials and discuss preliminary
promotional design approaches

Promotional Design Review Meeting
Approx. 6 weeks after Image Selection Meeting

Design presents ideas for signage and printed promotional materials to Exhibitions,
Curatorial, Communications, Collection Information & Access Editorial, and others,
as needed.

Approx. 4 weeks after this review, promotional materials are distributed to Exhibitions,
Curatorial, Communications, Collection Information & Access Editorial, and others as
needed, for 3 rounds of proofing.

Distribution of Unedited Text and Images
Approx. 6-7 months before opening of exhibition
(Approx. 3 weeks before text is due to Collection Information & Access Editorial)

Curator to submit unedited didactic text to Design, Education, and Collection Information
& Access Editorial. With support from Exhibitions, curator should also provide copy
prints (as well as any comparative illustrations, reference maps, etc.) and/or electronic
files (fully identified) of all objects in the exhibition, particularly those to be reproduced
in printed materials as well as any additional didactics and comparative illustrations
and captions. Digital imagery of adequate resolution for production, supplied with
match print for color, or color transparencies are needed.

Education to return comments to Curatorial (cc: Collection Information & Access
Editorial) within approx. 2 weeks.

Curator submits revised text for all gallery materials (including supplementary texts such
as accompanying signage, and all didactics, such as site locations for maps, for use within
the exhibition gallery) to Collection Information & Access Editorial, who forwards them
to distribution list.
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Installation Plan Review Meeting
At least 2 weeks in advance of the Installation Plan Approval Meeting, for large/complex
exhibitions only

Involves Curatorial, Conservation, Education, Collection Information & Access Editorial,
Preparations, Exhibitions, Security, Collection Information & Access, Visitor Services,
Bookstore, and possibly AV, depending on exhibition requirements. Review held around
exhibition model.

Installation Plan Approval Meeting
Approx. 6 months before opening of exhibition, for large/complex exhibitions only

Involves Curatorial, Conservation, Education, Collection Information & Access Editorial,
Preparations, Exhibitions, Collection Information & Access, Associate Director for
Collections, and/or Museum Director. For smaller exhibitions this review is conducted
through working meetings with Curatorial, Conservation, Collection Information &
Access Editorial, Education, Preparations, etc., as needed.

Presentation materials include annotated floor plan, complete model, elevations, title
wall, colors, key interpretive materials, label samples, all Collection Information & Access
elements, showcases, etc., and a selection of promotional items.

Floor plans
Due to Preparations 4 months before construction/installation period begins

Edited Texts
Approx. 5—6 months before opening of exhibition

Collection Information & Access Editorial edits the text, incorporating comments from
Education and others, as applicable, then meets with Curatorial to finalize. Following
these meetings, Collection Information & Access Editorial transmits all items to Design,
Education, Museum Communications and Public Affairs, Trust Communications, Web
Group, Collection Information & Access, and Exhibitions.

Gallery Proof 1
Distributed approx. 4 months before opening of exhibition

Designer places Proof 1 in shared folder for Collection Information & Access Editorial
access and provides Exhibitions with sufficient hard copy sets and mock-ups of items as
required to distribute. Design also posts each round of proofs to the Web shared folder.

Gallery Proof 1 corrected
Approx. 3 weeks after distribution of Proof 1

Collection Information & Access Editorial edits proofs, collates corrections and comments
from Education and others, meets with Curatorial to finalize, enters changes electronically
to Proof 1 (saves as ED), and transmits to Design. The electronic version should be
viewed as the final authority on any changes, with the hard-copy markup serving as

a guide. This process continues for up to 3 rounds.
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Gallery Proof 2
Distributed approx. 3 weeks after return of edited Proof 1

Designer places Proof 2 in shared folder for Collection Information & Access Editorial
access and provides Exhibitions with sufficient hard copy sets and one or more mock-ups
of items, as required, to distribute. Design also posts proofs to the Web shared folder.

Same process as Proof 1, plus Collection Information & Access Editorial and Registrar
proof tombstone data, credit lines, and copyright notices for both permanent collection
and loan objects against the Museum System (TMS) and object loan agreements.
Collection Information & Access proofs labels for GettyGuide audio numbers.

Gallery Final Proof
Distributed approx. 6-8 weeks before opening of exhibition

Designer provides Final Proof to Collection Information & Access Editorial, Exhibitions,
and Curator.

Approx. 4 weeks before opening of exhibition, Collection Information & Access Editorial
provides final approval to produce design.

Gallery Final Art
Distributed approx. 4 weeks before opening of exhibition

Designer transmits Final Art proof to Collection Information & Access Editorial,
Curatorial, Education, and Exhibitions as final archive and working copies.

Installation
Begins approx. 3 weeks before opening of exhibition

Exhibitions creates and oversees installation schedule for each exhibition and coordinates
all tasks with the working group. Designer arranges the installation of didactic materials.

Registrar audits labels in galleries for accuracy of tombstone data, credit lines, and
copyright notices and advises Collection Information & Access Editorial and team

of discrepancies.

Collection Information & Access Editorial reviews final production and placement of
vinyl, silk screen, and labels during installation.
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EDITORIAL/DESIGN REQUEST FORM

AND PROCESS

The Editorial/Design Request Form is used to request and track the progress of any
interpretive project that is not part of the exhibition schedule or major scheduled permanent
collection installations. Most frequently, it is used to request new object labels for acquisitions,
loans, or small, focused installations in the permanent collection galleries. It is also used for
new introductory statements and section and focus texts as well as Education and Collection
Information & Access projects, including gallery cards and print pieces.

EXPECTATIONS ano DEADLINES

When establishing a schedule, consider the larger group of individuals involved in the
creation of a label, panel, or other project. Design, Collection Information & Access Editorial,
Curatorial, Preparations, Education, Production, and outside vendors must be given adequate
time and resources to devote to the project. For these individualized projects, consider the
following questions:

* Who is my audience?

e What is it and how will it be used?

e Where and how will it be installed?

e What is my time line for installation?

e What are the budgetary ramifications?

* How long will it take to produce the final product?

In most cases, three rounds of proofs are required. Depending on the complexity of the
project, the process usually requires three to four weeks, not including outside production
and installation. Bear in mind that production may take longer for panels, certain group
labels, and print pieces.

PROOFING ano PRODUCTION

For a routine label request, Curatorial simply sends the form with the draft text and
accompanying image(s) to Collection Information & Access Editorial, copying the Education
liaison. Any change to a gallery text must be generated by the responsible Curatorial department.
Collection Information & Access Editorial reviews and edits, checks TMS, discusses queries with
Curatorial and Education, then forwards both the form and the text to Design. A straightforward,
quick proofing schedule ensues until the label is ready for production. Design either fabricates
the label or sends it out for production, contacting Curatorial when it is ready for installation.

More complex, one-of-a-kind projects may be aided by a team Preliminary Design and Content
Meeting to gain a better understanding of the goals for the project. Draft text is submitted,
edited, and an initial proof is generated by Design that is shared with the larger working group.
Comments and revisions are collected and refined by Collection Information & Access Editorial
with Curatorial, and subsequently Collection Information & Access Editorial gives the corrected
proof back to Design to generate the next proof or Final Art for production.
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REQUEST FORM
Available online at http://go.getty.edu/forms_tools/forms/museum/label_request.pdf.

Please note time constraints for production.

[]
®

Request Form for Object Labels
and Other Gallery Texts

New texts and revisions must be reviewed by Education; tombstones must be reviewed
by the Registrar for Collections Management; and audio stops must be reviewed by CI&A.
After finalizing with these parties, submit a request form to the CI&A Editor along with:

1. A digital copy (Word doc) of new texts or revisions
2. For corrections to existing texts, a hard copy marked up with necessary changes
3. Object images, illustrations (with captions/credits), and case mock-ups as needed

Requests require a minimum of two to three weeks, depending on the complexity of the project
and production method. Incomplete or incorrectly prepared materials may cause delays.

Special Instructions

1. Contact Information

Requested by
Title

Department

Phone

E-mail

2. Project Information

Date submitted

Delivery date

Project name

Gallery

Case
Object title
Artist

Accession number

Audio stop number

3. Type 4. Placement 5. Reason for Request
[0 Introductory panel [0 wall [J New
[ Focus panel [ Case [ Revision
[0 Case overview [0 Pedestal [ Repair
[ Object label O Other O Loan
[ Extended label [0 Gallery change
from
O Group label to
O Other

Date received by Editor

Date sent to Design

Notes:

Label color

Editorial/Design Use Only

Production method

Proof 1

Word Counts

Please refer to the Guide to Adult Word counts are approximate. In some instances,
Audience Interpretive Materials on GO:  spatial considerations will dictate the final count.
http://go.getty.edu/forms_tools/forms/  Design and Editor to advise. Extended labels are
museum/aaim_completeguide.pdf. for special circumstances only (e.g., new acquisitions).

The J. Paul Getty Museum

Proof 2

Final proof

Approved

Installed

© 2011 ). Paul Getty Trust

*NOT ALL POSSIBLE TYPES OF REQUESTS ARE INCLUDED ON THE FORM, ONLY THE MOST COMMON EXAMPLES.
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LABEL TAGS

(GETTYGUIDE, RECENT ACQUISITIONS, ETC.)

Messages displayed in the
lower margins of a label:

GettyGuide symbols and
numbers

Do Not Touch

No Photography

Recent Acquisition tags*®

*Recent Acquisition tags
are reserved for

acquisitions made within
one year and are used at

the discretion of Curatorial.

For works on paper, First
Time on View may be used
for older but never-seen
works of art.

Only a few examples are
depicted here. Designers
should reference the
GettyGuide.Indd library
for appropriate usage,
scale, etc.
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When a work of art is removed from
display, it offers an opportunity

to educate visitors about the
museum process and/or encourage
them to visit an exhibition. A
visually engaging promotion

can accompany or be used in place
of the Why Is this Object Missing
form, installed by the Registrar and/
or Preparations Team.

e Provide location of missing object.

 Engagingly and visually refer to
exhibition, if possible.

e Add exhibition dates, when
relevant.

- Why is this object missing?
Objects are removed from display for a variety
of reasons, including consésyation, photography,
research, or loan to an museumn.
& OBJECT REMOVED B(mmnu O PERMANENTIY

S |

Gallry. § AL :
k M wfitol ! GRieso
Accession - 2001.76 Rty : ;

ArtistMaker: Linknown

Title:  Mounfed teapod

]
0 - SRy Supeffisar
E: ) . Apnil 7, 2009
rslrar ale

GETTY CENTER, PERMANENT COLLECTION, SOUTH HALL

Temporarily on view in the exhibition

The Art of

August 26, 2010-January 3, 2011

VILLA PERMANENT COLLECTION, MYTHOLOGICAL
HEROES, GALLERY 109A
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MUSEUM POLICY ON SECOND-LANGUAGE

DIDACTICS FOR EXHIBITIONS

Based on data collected at the Getty Museum and research at other institutions, most
museum visitors for whom English is a second language, while they may profess interest
in translated texts, are able to use materials presented in English only. Nevertheless, in
order to provide the most pertinent information in a second language an institutional
policy proposes:

For select exhibitions—those in which the content is expected to be of strong interest

to specific audiences or for which the institution plans significant outreach to specific
audiences—the exhibition title, gallery headers, and object titles only will be provided in
the appropriate second language. A translation of the complete exhibition didactics will
be available in hard copy for visitor use in the galleries. Exhibition brochures, if approved
within the budget process, will be offered in two languages and the complete text would
be available for download on the exhibition website, again in both languages. If there
are only funds available to support a single brochure in one language, it will be produced
in English, although the complete text of both the English brochure and a translation
into the appropriate second language would still be available for download on the
exhibition website.

Because of limited use, audio tour stops, if produced, would not be provided in the second
language. The production of interactive components in two languages would be determined

for each exhibition.

This policy or portions therein can be waived in special circumstances with the approval
of the Assistant Director for Education and the Museum Director.
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SUGGESTED READING

AND REFERENCES

The Chicago Manual of Style, 16th ed. (2010)

Britannica Online Encyclopedia
http://www.search.eb.com/

Exhibit Labels: An Interpretive Approach, Beverly Serrell (1996)
Frames of Mind: The Theory of Multiple Intelligences, Howard Gardner (1993)

Getty Thesaurus of Geographic Names
http://www.getty.edu/research/conducting_research/vocabularies/tgn/

Getty Union List of Artists' Names (ULAN)
http://www.getty.edu/research/conducting_research/vocabularies/ulan/

Grove Dictionary of Art / Oxford Art Online
http://www.oxfordartonline.com

Guidelines for Bias-Free Writing, Marilyn Schwartz et al. (1995)

Identity and the Visitor Experience, John H. Falk (2009)

Judging Exhibitions: A Framework for Assessing Excellence, Beverly Serrell (2006)
Making Exhibit Labels: A Step-by-Step Guide, Beverly Serrell (1985)

Merriam-Webster's New Collegiate Dictionary, 11th ed. (2003)
Note: Use first listing if more than one option.

New Revised Standard Bible (2005)
Note: Okay to cite other Bibles if, for instance, artist's work was inspired by a
story in King James, Douay-Rheims, etc.

Thinking about Exhibitions, Bruce W. Ferguson, Reesa Greenberg, Sandy Nairne (1996)
Webster's Biographical Dictionary (1995)

Webster's Geographical Dictionary (2007)

Webster's Third New International Unabridged Dictionary (2000)

What Makes a Great Exhibition? Paula Marincola (2007)

Words into Type, 3rd ed. (1974)
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CONTACT INFORMATION

The Guide to Adult Audience Interpretive Materials was initially published in 1999, on
the occasion of the opening of the Getty Center. This second edition, published in 2011,
was redrafted by the following team:

Charissa Bremer-David
Curator, Department of Sculpture and Decorative Arts
X7081

Catherine Comeau
Associate Editor, Collection Information & Access

Clare Kunny
Manager, Education

X7147

Elizabeth Morrison
Curator, Department of Manuscripts

X7033

Merritt Price
Manager II, Design

X7094

David Saunders
Assistant Curator, Department of Antiquities
x6058

Toby Tannenbaum
Assistant Director, Education

X7197
Davina Wolter

Designer Il, Design
X6670
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Patience and perseverance have a magical effect before which difficulties

disappear and obstacles vanish.

—John Quincy Adams




The J. Paul Getty Museum

COMPLETE GUIDE TO ADULT AUDIENCE INTERPRETIVE MATERIALS:
GALLERY TEXTS AND GRAPHICS

The ). Paul Getty Museum

]
@

1zo0 Getty Center Drive, Suite 1600
Los Angeles, CA 90049-1687

Tel 310 440 7300
www. getty.edu



