
SAWG Gallery Class Fact Sheet for Instructors  
  

 
1.  BEFORE filling out the online proposal, check the SAWG website Gallery Classes for any conflict 

of Topic or your desired dates. Please also check with the Gallery Schedule Advisor, 
galleryschedule@southernazwatercolorguild.com to see if  your choice of dates are available. 
When you have  confirmed the dates you want are available, decide on a title and description that 
accurately reflects your goals and process. Fill out the Proposal form found on the SAWG website 
under Workshops/Classes tab, Gallery classes.  It is at the bottom of the page.  This form when 
completed, will then be sent automatically to the Gallery Schedule Advisor. The information you 
provide will be used in PR material to SAWG members. 
 

2. On the same webpage as the Proposal form, you will find the Member’s Agreement form. Please 
print this pdf form, fill it out, scan it and email it to the 
galleryschedule@southernazwtercolorguild.com.  You will receive back the last page with 
authorized SAWG representative’s signature as your confirmation. 
 

3. You will receive a Welcome letter along with information sheets designed to cover all the 
information you need to know before your class starts. 
 

4. The Instructor registers the attendees, collects the registration fees, fills out the SAWG 
Accounting Sheet, and pays SAWG 25% of the collected fees per instructions on the Accounting 
sheet. If there is no registration fee, a $5 donation is suggested per person and the money will go 
to the Fund you select on the Accounting Sheet. Specify the Fund selected on the payment 
receipt. 
 

5. SAWG will promote the class on the SAWG website, Sketchbook, Member-Member News, and 
eblasts when appropriate. Facebook and Instagram is available also. Instructions for Facebook 
and Instagram will be sent to you in an email by the SAWG PR person. 
. 

6. The most comfortable Class size is 8 for a painting class, 10-12 for lecture/demo. If desired, 
include the minimum number you need for your class to proceed on your Proposal form. Classes 
are open to both members and non-members. 
 

7. Follow the Housekeeping Instruction sheet you will receive, and be sure to turn in your Student 
Evaluation sheets at the end of your class.  
  

8. You will receive an Accounting Sheet with clear instructions on how to pay your 25% to SAWG, 
where to put the money, and the Accounting Sheet (necessary for our bookkeeper. No donations 
need to be made, as your percentage covers the Gallery.  

 
  
Rev 11/15/19 lak  

mailto:galleryschedule@southernazwatercolorguild.com
mailto:galleryschedule@southernazwtercolorguild.com

