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Creating Small 
Traveling Exhibits

Amber Stevenson, Traveling Exhibits and Project ManagerAmber Stevenson, Traveling Exhibits and Project Manager

Minnesota Children’s Museum

Interactivity 2010



A Quick Look at MCM

• We rent about six exhibits per year (ranging 
from 1,200 – 3,000 sq ft) in our two 
changing galleries

• We develop and maintain eight traveling • We develop and maintain eight traveling 
exhibits (with two more coming out soon)
– 2,500 sq ft
– 1,500 sq ft
– 700 sq ft



The Big Idea

• Brainstorming/Research
– Your Audience

• Surveys• Surveys

– Marketability (Content, Saturation, Size, Price)
– Fundability and Budget
– Partners, Licensors, and RFPs
– Capacity to Support Tour



The Team
Internal
• Exhibit Developer
• Exhibit Designer
• Exhibit Graphic Designer
• Production Manager

• Program Developer
• Educator
• Marketing Staff
• IT Support• Production Manager

• Fabricators
• Props Specialist
• Tour Manager

• IT Support
• Development
• Visitor Services

External
Fabrication Firm (?)



Working with Licensors

• Permission (3D and 2D)
• Approvals (Initial and Ongoing)
• Reporting• Reporting
• Cost



Your Budget

Yearly Exhibit Maintenance
• Employee Salaries & Benefits
• Prop Replacements
• Book Replacements
• Exhibit Materials

Refurb Expenses
• Employee Salaries and Benefits
• Travel
• Shipping
• Exhibit Materials• Exhibit Materials

• Shipping

Yearly Exhibit Advertising
• Print Production
• Photocopies
• Internet Advertising
• Print Advertising
• Postage

• Exhibit Materials
• Upgrade Technology?

Unexpected Expenses
• Storage?
• Shipping?



Marketing Your Exhibit

• Word of Mouth 
• E-mail
• Your Website• Your Website
• ACM Website: www.childrensmuseums.org
• Informal Learning: 

www.informallearning.com
• Direct Mail



Your Website







Booking Your Exhibit
• Planning your tour
• Answering lots of Questions
• Creating an Agreement

– PARTIES
– EXHIBITION
– EXHIBITION SITE

– SET-UP AND TAKE-DOWN
– MAINTENANCE
– CONDITION REPORT
– STAFFING
– SITE REQUIREMENTS 
– ADVERTISING/PUBLICITY– EXHIBITION SITE

– EXHIBITION DATES
– BOOKING
– PARTICIPATION FEE
– SHIPPING
– CANCELLATIONS
– PURPOSE
– INTELLECTUAL PROPERTY 

RIGHTS
– SECURITY
– INSURANCE

– ADVERTISING/PUBLICITY
– PROMOTION AND CREDIT
– SPONSORSHIPS/ 

PARTNERSHIPS
– EDUCATIONAL MATERIALS 
– LIABILITY
– PRODUCING MUSEUM 

CONTACT INFO
– GOVERNING LAW (Statement) 
– SIGNATURES

• Securing Agreement



Shipping Your Exhibit

• Choosing a Shipper
• Sharing Shipping Quotes
• Setting up Shipping Timing and Sharing • Setting up Shipping Timing and Sharing 

Contact info
• Ordering a Truck
• Crates (Shapes and Sizes)



Supporting Your Exhibit

• Site Support Manual
– Overview
– Education– Education
– Marketing
– Installation/De-installation/Cart and Truck Plan
– Maintenance/Care

• On-call Support



Supporting Your Exhibit

• Gallery Layout?
• Condition Report
• Props Inventory• Props Inventory
• Paint Kit
• Care Instructions
• Final Report



Supporting Your Exhibit

• Record Everything!
– Heights, Measurements, Materials, Sources
– Technology, Sources, Measurements
– Props, Sources, Patterns– Props, Sources, Patterns
– Photograph Everything
– Contacts
– Back-up Discs

• Find a Reliable Back-up Source or have Back-ups 
Available.








