
Writing an exhibition label brief

Here is a sample format for bringing together the information for a specific writing task.

	1. Specifications (where the label fits, and any other requirements in the overall planning)

	Exhibition segment
	Identify the part of the exhibition where this text will appear

	Focus 
	Identify the object, topic, theme that is the focus of the content

	Reference 
	Place in any numbering system you have for the show 

	Deadline
	Time for delivery, for example, signed-off text to the graphic designer

	Type (and word count) (see page XX for details of the ones mentioned here)
	Type of label within the range you have established (text hierarchy), for example, overall introduction, section introduction, topical, feature object, teaser, instructional, graphic with captions, object functional description; should be indicative of the word count for the finished text

	Language/s: 
	Useful if you regularly include more than one language in your labels, for example, English and reo Mäori; more than one language will affect the overall label word count

	Communication objective
	The purpose; the key message to be communicated.

	Target audience 
	Any special requirements for this text beyond those specified for the show overall

	Voice/tone
	Any special requirements for this text beyond those specified for the show overall

	2. Content (the substance of the text)

	Key points of message 
	Information, bullet point form is useful, shown in order of priority: essential, if possible, take or leave

	Related material 
	Image of object; selected references, websites; photocopied background notes (with relevant passages highlighted); copies of associated images

	Mandatories
	Credit and copyright requirements for any quotes, associated images, and so on, for the text

	3. Object details (range of functional information for the object to be included, if relevant)

	Object descriptor
	Name/title, date of origin

(Natural history) Common name, Mäori name, scientific name

	Made by
	Maker, artist (with birth/death date), iwi/nationality, place of origin/where active 

	Place 
	Where originated, found; distribution (natural history)

	Made from
	Media, materials

	Provenance 
	Details of acquisition (gift, purchase, and so on) or loan


Source: He Rauemi Resource Guide No. 28: Writing Effective Interpretive Text, pg 8
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