
 

STUDIO TOUR COMMITTEE FUNCTIONS 

COMMUNICATIONS 
The tour communication person will send emails as necessary to tour 
participants. These emails could be in reference to deadlines and 
information that is needed to successfully complete the brochure, sponsors' 
information another communication for a successful tour. 

PUBLICITY 
The Publicity Committee is responsible for advertising the Studio Tour in 
print media (newspapers and magazines), online and social media 
(calendar, Facebook, Pinterest, etc.), television, and radio.The amount of 
money collected from sponsors determines the advertising budget for teach 
year. The Publicity Committee also oversees the design, production, and 
mailing of the Studio Tour brochure as well as overseeing the Studio Tour 
information on the EACA website. 

DISTRIBUTION 
Members of this committee take batches of brochures and post cards and 
distribute them to restaurants, galleries, public buildings, etc. throughout 
the region. This happens the week prior to the studio tour. 

NEW PARTICIPANT MENTORS 
The New Participants Committee welcomes, educates, and mentors new 
participants to the studio tour. The two major responsibilities of the 
committee are the New Participants Meetings and follow up with new 
participants to answer questions and assist in problem solving. 

FLAGS AND BANNERS 
The Flags and Banners Committee is responsible for erecting and taking 
down the banners at the Eldorado entrances along with installing flag 
holder pipes for participating artists that do not have them. This committee 
is in charge of the distribution and collecting  of flags when the artists 
collect and return them. Providing information to the artists about the 
process is another function of the committee and this committee has the 



added responsibility of taking care of the underwriter banner at the 
Preview Gallery. 

PREVIEW GALLERY 
The Preview Gallery Committee is responsible for the set up and tear down 
of the Preview Gallery. The Gallery is set up on Wednesday/Thursday 
before the tour weekend and includes a sample of work from each 
participating artist in the tour. The committee checks in the art work and 
hangs or displays each piece in the designated Gallery space.  The Preview 
Gallery opens Friday evening to the public and is available until the close of 
the Studio Tour on Sunday. Committee members return Monday to manage 
the artists picking up their work and clean up the gallery space. 

PREVIEW GALLERY RECEPTION  
Preview Gallery Reception Committee organizes the reception and arranges 
for the food and drink refreshments. In the past, the committee has 
worked with 'in kind' sponsorship donations to prepare a buffet for the 
opening reception on Friday evening. The guidelines for refreshments may 
be very different this year due to COVID considerations, so the committee 
will work within whatever parameters pertain in October to make the event 
festive. 

GALLERY SITTERS 
The Preview Gallery Sitter Committee is responsible for making sure that 
there are adequate volunteers to fill the roster for both days of the Studio 
Tour. Committee co-chairs contact possible volunteers to fill the roster for 
both days of the Studio Tour, giving them a choice of either Saturday or 
Sunday (or both days) and choice of a 2 hour time slot. There are two 
gallery sitters for each room or rooms. Once volunteers have been 
recruited, the committee co-chairs provide a brief training to familiarize 
sitters with the procedures: how to help visitors contact the artists to make 
a purchase, options for conducting such purchases, answering FAQs, 
providing copies of the tour brochure if needed, and ensuring the 
protection of the artwork in the gallery. These procedures are explained in 
a manual that is available in the gallery for the volunteer's reference. 



DIRECTIONAL SIGNS 
Directional signs are the repurposed 'Open House' signs used by relators 
and painted 'Studio Tour' orange. Magnetic numbers are placed on the 
signs with an arrow directing visitors to clusters of studios. For example, a 
sign at the intersection of Avenida Vista Grande and Compadres might 
show the numbers 23-28 with arrows pointing to the north, and also 32-40 
with an arrow pointing to the south. The purpose of the directional signs is 
to prevent each studio from placing its own number at these intersections 
and thus creating a confusing eyesore of individual signs at intersections. 

The committee requires 4-6 people who can follow written instructions and 
use a vehicle to place the signs on the mornings of Saturday and Sunday of 
the Studio Tour and bring the signs in each evening. In the past, we have 
placed 14-16 signs at pre-selected intersections , so each member would 
be responsible to place 3-4 signs. Most committee work is done only on the 
weekend of the tour, but promptness and reliability are required. 

SIGNS AND NUMBERS 
The Signs and Numbers Committee is responsible for maintaining and 
distributing the number placards for the artists' studio locations. The 
number placards are given out when artists drop off work for the Preview 
Gallery and collected back when artists pick up their work on Monday. The 
committee also maintains the Preview Gallery signage and sets them out 
and retrieves on the roads directing traffic to the Community Center.  


