Garvan Gardens Sale of Artwork Procedures
1. Immediately after the hanging, the exhibit manager is supposed to provide a list of the artwork hung, including name of the piece, artist and price, to Susan and to the Gift Shop (Nancy Smith or Theresa Scallion whose email address is giftshop@garvangardens.org )

2. Garvan Gardens Gift Shop collects the money for the sale of a Brushstrokes painting

3. Within a reasonable time frame, say 48 hours, the Gift Shop will notify the Brush Strokes exhibit manager, which artist's painting has sold.

4. The exhibit manager will notify the artist a.s.a.p. that a replacement painting needs to be hung and that a W-9 needs to be completed and signed and returned to Susan Harper at Garvan Gardens before payment will be issued. The completed W-9 can be faxed back to Susan Harper at (501) 262-9301, or hand delivered along with the replacement painting, or mailed to:
Attn: Susan Harper
Garvan Woodland Gardens
540 Arkridge Road
Hot Springs, AR  71913

5. When Susan Harper receives the W-9, she will forward it to the University Accounts Payable system, which will then mail a check to the artist for the price of the painting less the 20% commission for Garvan Gardens.

6. If the artist takes a replacement hanging to Garvan Gardens, rather than the exhibit manager delivering and hanging it, the artist needs to inform the exhibit manager of the name of the piece, and the price, so the exhibit manager can send an updated list to Susan Harper and the Gift Shop.

