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Group Curator,

If you are curating an area with multiple maker exhibits, this kit is for you. 
Thank you for organizing your group for Maker Faire Bay Area 2015. We are looking forward to working with you! We have provided the information below to make your role enjoyable.

Let’s get started:

As a Curator, you are responsible for:

· Creating the main exhibit application for your group

· Encouraging your group to submit individual project applications, ensuring each application includes your group name in the Placement Request field.
· Sending a list of all of the exhibits within your group to makers@makerfaire.com.

· Designing the exhibit layout and communicating details to the Maker Faire Production team.
· Being onsite to coordinate setup for your group
We know your expertise will help us showcase your exhibit effectively and make the experience better for your group members and the attendees.

                                    

To make your task easy, we’ve provided a Curator Checklist. Please follow these simple steps, and let us know if you have any questions.  We are here to support you along the way.

If you would like to see your exhibit space or review your logistics before Maker Faire, our team will offer a few site-visits in-advance of Maker Faire. The dates and times are being finalized. Registration will be available the first week of March. If interested, email makers@makerfaire.com.
We have provided sample letters, which you can edit and send to your group members.  They include important points to communicate and emphasize.  
If your group members haven’t yet applied, please edit and send them the email below as soon as possible. The application process is closed, but late entries are permitted for your group if the project fits within your allotted group space. Please ask participating exhibitors to fill out an application asap.
Remember, we’re here to help.  If you have any questions, contact Maker Relations makers@makerfaire.com.
We appreciate your time and thank you for making Maker Faire Bay Area 2015 even better!

Regards,

The Maker Faire Team

Curator Checklist:

· Create Group Name

· Submit Group Entry Form: http://makerfaire.com/bay-area-2015/call-for-makers/. Note: Before you fill out the form, you’ll be asked to register and create a profile. The profile should be about you, not the group. In Step 2 of the entry form, you can choose to add group information, so it displays publicly with this entry.
· Review the Maker Toolkit so you can answer your group members’ questions. 

· Review sample letter 1, include items listed, edit accordingly, and send to your group. Please ensure everyone lists your Group Name in their entry forms under “Placement Request.”
· If you plan to exhibit your own project within your group, submit an entry for yourself: http://makerfaire.com/bay-area-2015/call-for-makers/. Submit your entry using the same login you created when you completed your group’s form.
· So we can link all of your group’s entries, email your list of exhibits to makers@makerfaire.com by April 3.
· You will receive a Group Report from the Maker Faire team, which includes the exhibit and setup information submitted by the makers within your group and basic fire marshal guidelines to be followed when designing your layout. Use this information to finalize your layout. 

· Submit layout for review to makers@makerfaire.com by April 10.

· Optional - Meet with Maker Faire Team onsite to review your space. Register here: http://mfba15sitevisit.eventbrite.com.
· Receive approval for layout and confirmation that it meets the fire marshal requirements.

· Review sample letter 2, include items listed, edit accordingly, and send to your group.

· Plan to be onsite Thursday, May 14, during setup to coordinate and assist your group.

Deadline for List for Group Member Entries:

April 3, 2015
Deadline for Layout:




April 10, 2015
If you have questions or can’t meet the deadlines above, contact us: makers@makerfaire.com
Letter 1- Introduction letter and invitation to participate as a group.  
Edit the letter below as needed, and send to your group members as soon as possible.
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Dear <Group Name>,
Plans are moving forward for the upcoming Maker Faire Bay Area 2015, May 15, 16 & 17.  http://makerfaire.com/  

We are applying as a Maker Group for Maker Faire. As a Maker Group, we have the opportunity to showcase our group effectively and make the experience better for you. 

I am working directly with the Maker Faire team to organize our group layout and want to be sure <Group Name> is well represented.  

Each project in our group needs to fill out it’s own Maker Faire entry form. This will ensure each project receives:

· It’s own 11x17in Maker Sign 
· A project specific webpage on the makerfaire.com site

· Your own check-in materials 
If you have not yet submitted your application, go to http://makerfaire.com/bay-area-2015/maker-toolkit/ and create an entry. The deadline has passed, so please complete an entry as soon as possible and let me know.

In Step 1 of the form, there’s a Placement Request question. In that field, mention “<Group Name> “. That will ensure we are all placed together and have the necessary resources. 
Once you have created your entry, email me at <Curator’s Email> so I can add you to our group list, which will be sent to the Maker Faire team.

If you need assistance while entering your exhibit or if you have questions pertaining to our group, please contact me:

<Name>

<Contact Info>
Thank you for your time in representing <Group Name> at Maker Faire!

Regards,

<Your Name>

<Your Contact Information
Letter 2 – Onsite setup details.  

Edit the letter below as needed, and send to your group members a week or two before the event.

[image: image2.jpg]\/
) CcELEBRATING 10 YEARS

Viaker Faire

BAY AREA

May 16 & 17
2015




Dear <Group Name>,

Maker Faire Bay Area 2015 is just around the corner!

Before you pack up and head to the fairgrounds, please review the important information below for our group.

Setup Times:

I will be onsite to assist our group setup at these times:

Thursday, May 14 from XX:00 - XX:00
Friday, May 15 from XX:00 - XX:00

Saturday, May 16 from XX:00 - XX:00
Please do your best to arrive at these times, so we can follow the layout I have planned with the Maker Faire Team. The check-in staff may not have the specific layout for our group area.

Maker Entry Passes:

You need to obtain your Maker Entry Passes before arriving at Maker Faire. Each exhibit within our group needs to get their own passes. See the Maker Toolkit for details: http://makerfaire.com/bay-area-2015/maker-toolkit/.
Checking In:

When you arrive at the entrance gates, show your Maker Entry Passes to the scanners. Then, proceed to our area’s check in station located here: [Curators, your area check in station and map will be sent before the faire, so you can add it to this doc]. At the check in station, you will be directed to our specific location within that area.

Setting Up:

After you reach our location, find me before setting up. If I am not there, call me at <cell phone>.

See you at Maker Faire,

<Your Name>

<Your Contact Information>
