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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 7 below (demonstration only).

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
























[bookmark: _q5cwuq4k3kk5]Intake Form


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


Artist Name: Exhibition Title (max 100 characters)

Subtitle and/or Organization Name (Optional)

[image: ]

Image caption/credit: Add image caption/credit text here

Secondary Title or Heading

Exhibition Dates / Event Date (month, day, year)
Related Event 1: Date/Time (e.g. Opening Reception)
Related Event 2: Date/Time (e.g. Artist Talk)
Venue / Location Name, City (include full address at the bottom)
Hyperlink (for online exhibitions / events)

Insert 2 – 4 paragraphs here (e.g. exhibition description)


[image: ]

Image caption/credit: Add image caption/credit text here


Insert paragraph(s) here (e.g. exhibition description continued)


About the Artist(s)

Paragraph here
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Image caption/credit: Add image caption/credit text here


Also On View / Upcoming Exhibitions

Exhibition Title
Exhibition Dates

Insert paragraph here (Optional)

Exhibition Title
Exhibition Dates

Insert paragraph here (Optional)

Exhibition Title
Exhibition Dates

Insert paragraph here (Optional)

Continue exhibitions as required…


About Organization Name

Insert paragraph here


Land acknowledgement here (Optional)


[image: ]

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
3. Add description for image 3 here

_________________________________________________________________


Alternative Logo Option: In place of a single logo, you can create a logo block.

Sponsor acknowledgement text (optional)
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[bookmark: _fxktb13o1v21]Example Intake Form Filled In (for demonstration only)


Soren Vallen: Between Light and Silence

Contemporary Space Gallery
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Soren Valen, Installation view, Untitled #1, 2025, Acrylic on plexiglass, 48″ x 96″ Photo: D. Corin

Soren Vallen: Between Light and Silence

June 1 – July 2, 2025
Opening Reception: June 1, 2025, 7 – 9pm
Artist Talk: June 6, 7 – 8pm
Guided Tour and Workshop: June 8 & 9, 10am – 1pm
Contemporary Space Gallery, Toronto

Contemporary Space Gallery presents Soren Vallen’s first solo exhibition, Between Light and Silence, marking a significant moment in the artist’s evolving practice. Through a series of mixed-media installations and serene compositions, Vallen crafts an atmosphere that is both immersive and meditative. Each piece in the exhibition is carefully curated to explore the delicate balance between presence and absence, encouraging viewers to slow down and engage with the subtle interplay of light, texture, and space.

Drawing inspiration from natural phenomena and the fleeting moments of everyday life, Vallen’s art invites visitors to discover meaning in stillness. The exhibition features a range of media, from translucent sculptures that capture shifting sunlight to minimalist canvases that evoke a sense of calm introspection. By focusing on the nuances of illumination and the poetry of silence, Vallen encourages a heightened awareness of the surrounding environment and the often-overlooked details that shape our perceptions.
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Soren Valen, Untitled #2, 2025, Acrylic on canvas, 24″ x 36″

A highlight of Between Light and Silence is an interactive installation that responds to the movement of visitors, subtly altering its luminosity and form. The piece, like much of Vallen’s work, blurs the boundaries between observer and artwork, creating a dynamic experience that unfolds uniquely for each guest.

About the Artists

Soren Vallen is a contemporary artist known for exploring themes of light, space, and silence through minimalist and mixed-media works. Their practice focuses on creating immersive environments that invite quiet reflection and heightened sensory awareness. Vallen’s art often blurs the boundaries between form and emptiness, encouraging viewers to engage with subtle shifts in perception.
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Soren Valen, Untitled #3, 2025, Mixed media on canvas, 36″ x 24″

Upcoming Exhibitions

River Linden: Solitude in Blue
June 21 – July 25, 2025

In Solitude in Blue, River Linden explores the emotional resonance of isolation through a series of large-scale oil paintings and delicate ink sketches. Their nuanced use of blue tones evokes both tranquility and longing, inviting viewers to reflect on the subtle interplay between solitude and serenity.

Echoes of Tomorrow
July 25 – August 15, 2025

Echoes of Tomorrow brings together the innovative voices of The New Form Collective, a group of emerging international artists working at the intersection of technology and tradition. Through interactive installations, digital media, and sculptural works, the exhibition examines how rapid technological change shapes our sense of identity and memory.

A. Sky: Fragments of Light
August 16 – September 15, 2025

Fragments of Light presents A. Sky’s latest photographic series, capturing fleeting moments where light transforms the ordinary into the extraordinary. Using experimental techniques and unconventional materials, Sky’s images blur the boundary between reality and abstraction.

About Organization Name

Contemporary Space Gallery is a leading venue dedicated to showcasing innovative and thought-provoking contemporary art from emerging and established artists around the world. Founded in 2010, the gallery is committed to fostering creative dialogue and expanding the boundaries of artistic expression through carefully curated exhibitions, educational programs, and community engagement.

We gratefully acknowledge the Indigenous nations and people for their guardianship of this land. We’d also like to remind and reaffirm, as Canadians, our accountability to these Indigenous nations, and to all Indigenous peoples and communities, and to care for this land, its waters, and all of the biodiversity. All people who live and work here are responsible for honouring this place, people, and treaties, in the spirit of peace, friendship, and respect.
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Contemporary Space Gallery
1234 Avenue Street
Toronto, ON
www.contemporaryspacegallery.com
info@contemporaryspacegallery.com
123-456-7890

Facebook @cspacegallery
Instagram @cspacegallery
X/Twitter @cspacegallery

Accessibility:
Contemporary Space Gallery is fully accessible. For more information, visit here.

Image Descriptions:
1. A large acrylic panel painted with translucent colours stands in an open gallery. The artwork features soft, overlapping rectangles and smooth, gentle color transitions.
2. Layered blue and gray colours span a horizontal painting, where thin, horizontal and vertical abstract lines intersect across the smooth surface.
3. A vertical mixed media canvas hangs on a white gallery wall. The canvas shows overlapping, rounded shapes in muted cream, gray, and tan tones, with subtle texture variations and no distinct focal point.
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Insert image here for placement only.
Send high resolution images as email attachments.
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Insert image here for placement only.
Send high resolution images as email attachments.
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Insert image here for placement only.
Send high resolution images as email attachments.
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Organization Logo
(optional)
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Logo Block (Mulitple Logos / Sponsorship Logos)
(optional)
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