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[bookmark: _5z69xrtzbjm3]Content Intake Form Instructions


1) Please delete and replace all placeholder text in the intake form with your own content. Your content will be displayed as submitted, so please make sure it looks exactly how you want it to appear publicly. Please send back your intake form as a word document.

2) Please include image thumbnails within your text as placeholders only. This allows us to know your requested placement of each image, along with the corresponding image captions. Please send final high resolution images as email attachments.

3) Requested Email Subject Line for Akimbo Emails only:
Typical formatting is: 
· Artist Name: Exhibition Title @ Organization or Venue Name, City 
· Event Type: Event Title @ Organization or Venue Name, City
· For more examples, please visit Akimbo Content Writing Tips

4) Image Placement: Place images evenly throughout your text to create a balanced layout between visuals and written content. Maximum of four images. Logo(s) count towards the total image count. Logo(s) are placed at the bottom along with the footer information.

5) Selecting Your Images: Please avoid using images that contain text or logos as this can create accessibility barriers and can increase the likelihood of your content being flagged as spam, reducing its reach and effectiveness. Visit Akimbo Content Guidelines for more details.

6) Multiple Logos: If you need to use more than one logo (e.g. sponsorship logos), please combine and arrange all logos into a single image file (a logo block). This way, your combined logos will count as just one of your four allowed images.

7) Image Captions/Credit: Place these below each image in the form. Avoid putting image captions/credits in the image filename. Typical formatting is:
· Artist Name, Artwork Title, Date, Medium, Dimensions
· Image/Photo: Name of person to be credited
· For combined/collaged images use this formatting:
Images (left to right): Artist Name 1, Artwork Title 1, Date, Medium, Dimensions. Image/Photo: Name of person 1; Artist Name 2, Artwork Title 2, Date, Medium, Dimensions. Image/Photo: Name of person 2.

8) Related Programming: Include this section only if there are more than 2 events, or if detailed descriptions are required.

9) Accessibility: Please specify whether the organization or venue is fully, partially, or not accessible. If you have additional information to share, adding a link to a relevant page on your website is often very helpful.

10) Image Descriptions: Image descriptions are visible, detailed explanations of an image that provide extra context to help all users understand the visual content of an image. Maximum 280 characters. Image descriptions are not image captions/credits. For image captions/credits instructions, please refer to #5 above.

11) Hyperlinks: Please avoid placing hyperlinks on secondary titles or subheadings. Instead, include hyperlinks within the main body text of your paragraphs. A maximum of 15 hyperlinks may be used.

12) Intake Form Example: View a filled out intake form for your reference on page 6 below (demonstration only).

13) For further details on submitting content, please visit Akimbo Content Guidelines and Content Writing Tips.

























[bookmark: _v1lbq09otuhz]Intake Form


Requested Email Subject Line Here (for Akimbo Emails only): 


Role Title, Organization Name

Subtitle (Optional)
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Image caption/credit: Add image caption/credit text here

Secondary Title or Heading

Application Deadline: Month, Day, Time + Time Zone (e.g. 11:59pm PT, MT, CT, ET, AT, NT)

Insert position summary paragraphs here


Primary Duties and Responsibilities:

Insert paragraphs or bulleted lists here
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Image caption/credit: Add image caption/credit text here


Skills and Experience:

Insert paragraphs or bulleted lists here


Compensation:

Insert details here


Equity and Access:

Insert paragraphs here


How to Apply:

Insert details here, including email address or web page/portal to submit applications


Application Deadline: Month, Date #, Year


For additional information or questions, please contact:
Contact Name
Contact email address | phone number
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Organization Name
Location Address
Website URL
Email
Phone Number

Facebook @abcdef
Instagram @abcdef
X/Twitter @abcdef

Accessibility:
Organization Name is [fully / partially / not] accessible. For more information, [visit here].

Image Descriptions: (Optional)
1. Add description for image 1 here
2. Add description for image 2 here





















[bookmark: _b36qblijwvqh]Example Intake Form Filled In (for demonstration only)


Community Arts Program Coordinator, Mosaic Arts Collective
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Mosaic Arts Collective. Photo: A. Sky

Applications Open
Community Arts Program Coordinator

Application Deadline: June 10, 2025, 11:59pm PT

The Community Arts Program Coordinator at Mosaic Arts Collective is responsible for designing, implementing, and managing inclusive arts programs that engage diverse communities across the city. This role requires a passion for the arts, a commitment to community outreach, and the ability to collaborate with artists, educators, and local organizations.

The ideal candidate will possess strong organizational skills and a creative approach to problem-solving. They will be expected to develop new program initiatives, oversee ongoing projects, and evaluate the impact of arts programming on community engagement and cultural enrichment.

Primary Duties and Responsibilities:

The Community Arts Program Coordinator will manage the planning, execution, and evaluation of arts programs, while building strong partnerships within the community. This role ensures that programming is inclusive, well-organized, and responsive to community needs.

· Design and facilitate arts workshops, classes, and events for diverse age groups and backgrounds
· Collaborate with local artists, schools, and nonprofits to develop and deliver community-focused projects
· Oversee program budgets, track expenses, and prepare grant reports
· Promote programs through social media, newsletters, and local press
· Gather and analyze participant feedback to assess and improve program effectiveness
· Recruit and supervise volunteers and artist facilitators
· Coordinate event logistics, ensuring accessibility and safety standards are met
· Represent the organization at community events and meetings
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Mosaic Arts Collective. Photo A. Sky

Skills and Experience:

Candidates should have experience in arts administration, community engagement, or a related field. Strong communication skills, cultural competency, and a demonstrated ability to manage multiple projects are essential. Familiarity with grant writing and event planning is highly desirable.

Compensation:

The annual salary for this position is $54,000 and includes a comprehensive benefits package.

Equity and Access:

Mosaic Arts Collective is committed to building a diverse and inclusive workplace. We encourage applications from candidates of all backgrounds, especially those from historically marginalized communities. Our organization actively works to remove barriers to participation in the arts and provides reasonable accommodations throughout the hiring process.
How to Apply:

Visit the website to view the full job description.

Qualified candidates should apply through the online portal where you will be required to upload your resume and cover letter.

Application Deadline: June 10, 2025, 11:59pm PT

For additional information or questions, please contact:
M. Sol, HR Department
jobs@mosaicartscollective.org | 123-456-7890
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Mosaic Arts Collective
123 Avenue Street
Vancouver, BC
mosaicartscollective.org
info@mosaicartscollective.org
123-456-7890

Facebook @mosaicartscollective
Instagram @mosaicartscollective
X/Twitter @mosaicartscollective

Accessibility:
Organization Name is fully accessible. For more information, visit here.

Image Descriptions:
1. Exterior photograph of the Mosaic Arts Collective featuring a historical brick building with large front windows and a green sign above the entrance.
2. Interior photograph of the Mosaic Arts Collective where an artist speaks to a seated audience during a talk. Colourful landscape artwork can be seen in the background.
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IMAGE 1

Insert image here for placement only.
Send high resolution images as email attachments.




image4.jpg
IMAGE 2 (optional)

Insert image here for placement only.
Send high resolution images as email attachments.
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Organization Logo
(optional)
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