
Hello and welcome to Plum Bottom Gallery! 

Thank you so much for sending us your artist agreement. We are excited and honored to 
represent you and your artwork! The next step to presenting your art at Plum Bottom 
Gallery is to follow the below checklist. Your artist agreement and all of the documents 
referenced below can be found on our artist portal: https://plumbottomgallery.com/pages/
artist-portal

In person artwork drop-off and shipped artwork checklist: 

Step 1. All drop-offs(shipped artwork excluded) must be scheduled at least two weeks 
in advance using our appointment calendar: https://calendly.com/plumbottom. We 
accept artwork drop-off appointments Monday-Friday, 11 AM - 4 PM; If any of these 
times absolutely do not work for you, please contact 
artwork@plumbottomgallery.com and we will assist you. Once you have scheduled 
your appointment, you will receive a confirmation email and link with your scheduled 
time. You can also edit this time and change your appointment if needed with the link 
included in the email. Artwork drop-offs will always happen at our Plum Bottom Road 
location(unless otherwise specified):

Artwork Drop-off and Shipping Address:
Plum Bottom Gallery (Plum Bottom Road)
4999 Plum Bottom Rd.
Egg Harbor, WI 54209
920.743.2819 

Shipped artwork: Please email a tracking number to artwork@plumbottomgallery.com 
once shipped. Always ship to our Plum Bottom Road address(unless otherwise specified).

Step 2. Please fill out and email your consignment inventory sheet to 
artwork@plumbottomgallery.com at least two weeks before(earlier is better) the 
scheduled drop-off. Consignment Inventory Sheets can be found on our artist portal: 
https://plumbottomgallery.com/pages/artist-portal.

Getting us this information ahead of time will allow us to enter your artwork into our 
system before the artwork arrives. 
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Step 3. Please share your images of your artwork via Dropbox.com with 
artwork@plumbottomgallery.com at least two weeks(earlier is better) before 
your schedule artwork drop-off.  Instructions for image creation and dropbox.com 
can be found on our artist portal.

We are happy to work with you to help you create professional-quality images of your 
work. Once images are received, we can begin the process of entering and creating your 
personal Plum Bottom webpage. 

We are unable to feature artwork on our website that we do not receive images for. We 
are passionate about helping you create professional quality images; as this is absolutely 
essential for online sales of your work. You’ll find our best practices for image creation 
on our artist portal. This will allow your artwork to be featured on our website quickly, 
efficiently and beautifully.

Please feel free to reach out to our image creation guru 
hannah@plumbottomgallery.com with any questions.

As you prepare to drop-off artwork at the gallery please plan for your appointment to be 
at least one hour in length. We will have price tags ready to attach to the artwork. Your 
help in checking in, identifying each piece, and placing retail tags on each piece is 
appreciated. We will also plan a short 1 minute video of you talking about your favorite 
piece, which will be used to promote your art on our social media channels and can also 
be shared on your personal or professional social media. 

Did we mention we have an artist portal on our website! Here is the link:  https://
plumbottomgallery.com/pages/artist-portal. Bookmark this page so you will have easy 
reference to it in the future. Here you will find downloadable copies of the consignment 
inventory sheet, artist agreements, tips on photography and wall art wiring techniques.

The Plum Bottom Gallery team looks forward to working with you!
Chad Luberger
Gallery Director / Owner
Plum Bottom Gallery
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