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Section 1 — Preparing your Application

Art Acquisition by Application (AAA) is an annual program, which provides support for
individual Alberta artists or an ensemble of artists through the purchase of their artwork as
a permanent part of the Alberta Foundation for the Arts Collection.

Program Information & Contact
For more information

“B Check out the AAA web page:
https://www.affta.ab.ca/

@ Call our main line at 780-427-9968 to get in contact with one of our team members

Eligibility Checklist
v Alberta is the artist’s primary place of residence for at least the last full calendar year
Artwork submitted was not created as part of a formal training program
The artist has completed formal training at least 1 calendar year before the application deadline
The artwork submitted was completed within 5 calendar years of the application deadline
The artist is in good standing with the AFA
The artist is legally entitled to work in Canada
The artist is legally entitled to be or remain in Canada
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Preparation Checklist

To help you prepare your application, please refer to this checklist of content and details required for
your application:

[0 GATE Username and Password (See For New GATE Users : Completing a GATE Profile section on
page 5 for more details)

O Artwork details for each work you are submitting:

Title

Completion Date

Edition# (if applicable)

Medium

Dimensions
Artist Statement
List of exhibitions (if applicable)

O O 0O O O O O

Note: this information is to be typed directly to the GATE system and cannot be in
attachment form. You can prepare the information ahead of time but will have to copy &
paste it into the window when you arrive at the “add an artwork” step in the application.

O Artwork Images (.jpeg or .pdf formats preferred up to 4 MB each)
See Technical FAQ section on page 49 for more detail
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O Artist CV (.pdf, .doc or .docx formats preferred, up to 4 MB)
For organizations, you will also need to complete:

O Artist Designation for Submission by a Commercial Gallery, Organization or Artist Agent Form
Linked in the Helpful Resources section of the AAA web page
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Section 2 — GATE User Guide

GATE is the system by which AAA applicants must submit their applications. This system is also used
for almost all grants delivered by the Government of Alberta and Alberta Foundation for the Arts.

e Areyou a first-time GATE user?

For New GATE Users : Completing a GATE Profile Pages 5-10

e Do you already have a GATE profile?
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Starting a new AAA Application-INDIVIDUALS Pages 11-23
Starting a new AAA Application-ORGANIZATIONS Pages 24-39
How to resume where you left off working in your Page 40

application in GATE

Updating or Editing Your Profile in GATE Pages 41-43
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For New GATE Users: Completing a GATE Profile:

Once you have access to GATE, you will be able to apply for any eligible funding opportunities or future
AAA cycles through this profile. Successfully using GATE can take some patience and attention to detail,
but in this guide, you will find detailed instructions to complete the process.

1. To access GATE, you will need to request a username and password by emailing
registrationafa@gov.ab.ca. Make sure you complete this step early as requests can take up to 5
days to process.

For Individuals, include:
O Your legal name
O Your email address
O That you are applying for Art Acquisition by Application (AAA)

For organizations, include:
O Legal name of your organization

NOTE: This means the name listed in your Corporate Registries. If you operate
under a different name, please include that as well.

O Contact name of the person preparing applications
O Contact person’s email address
O That you will be submitting applications for Art Acquisition by Application (AAA)

Once you have received your username and password, you will need to
complete your Applicant Profile. To do so:

1. Logonto GATE and click Applicants in the left-hand menu bar.

Grantium ™

-
Welcome to the GATE Online Grant Application System!

Bt s ety bmnortamt o cerefuly revien the Frunt Ofcoe User Oude provded to you s part of your tegistisbion precess (o complete yaur anine
whmezmion proparty. Linkx to User Goldes arw avalintis under your progren gudelines, ar can S reguested from your peogram office or
consutane

Quichk Tips for using the GATE Frant Ofce portal)

+ To log-owt peoperly, click “Segnut™ froo the pop-up menu snder your Account icon at the bottom Inft of the screen,
* Do not usa youl Droweser (e navigate "Dack”™ and “farth” thiough the onkine aystam, Use mes iterms s thes

* Ax you are compleling an applicstion, remember 1o click “Sava” or “Save and Next” often 10 smsurs your infarmation i savesd
carrectly snd to move forwand theaagh the application

* To occass an appliication thet you've wlresdy started, click the related project tile under "Reocent Submissions™. Applications listed as
“In Progress” can be updated until yeu submit yuur spplication.

« Applications that kave been succosstully submittad will he Bstod as "Complets” under "Recent Submissions”. You will alss recnive an
automatic matification and & message will appear In your "Messages™ upon successhul submission, IT your project status is NOT
updated, or you do nut recaive & sotification of subssission, comlact your guogiam ares slell o consultunt for sslstance.
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2. You should see a box/tile with your applicant name at the lower left. Click on the tile to open
your Applicant Profile.

= A Apal
' 1" = +
Applicants
B AvrMtiarms e nettarkeads o crganisatvirs thet gy . ' - nanegr bort wptiar B uh
-
® AAMATest Account
m ; 1 Ay . A
3. When the window opens, click on Manage Profile to open your profile.
w Applicants AAA Task Account |APF 2 (7]
@ AAA Test Account Ful® Outatty " v @ Mansgn Feziviiars
Appiicant Mumber I APF- 12nK1912 :> rour applizant profdes 2incompiese
Applications Post Award
£ Below ar 1o opplications D pou v 001 Yot Lioers Comtcted o 1 Redow are the submissions wailing 10 Be-complatod of sulmiited
sberatted, Fhiase oot e spprdedion deadiine in the program

Sctect w swtand b beboag up e sclrmbssinn fore
b hetsen. Sedutt i o befum (e bt g thie application Saren

4. Select the appropriate Applicant Type from the drop-down menu. For example, artists will
select Individual. Galleries submitting on behalf of artists will choose Art Gallery.

Applicant Type

* Applicant Type At Guallar <:

Sawr K Back Sver
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5. Click Save & Next.
6. Type your name into the Legal Name field.
Note: This must be your legal name, meaning:

For Individuals: this should match your identification or that you could use to cash a cheque.
For Organizations: this name should reflect your name as filed with Corporate Registries.

Applicant Profile

Applicant Name: AAA Tt Account  Applicant Number: APF-Touuioll
B Aopticant Type Individual
& Indwvidual
/ Address

" Legal Name

= Contact Lisz

save & Bach baye save & Mext
B Subemission Summary

7. Click Save & Next.

8. Fillin your address. Here, we have used the Alberta Foundation for the Arts address as an
example. If your mailing address is different from this address, select No in the box and fill in
your mailing address.

byyba st tdeme

ek | Dedony Addsen

9. Click Save & Next.
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10. You are now at the Contact List section where you will fill in contact information and details.

For Organizations — you will need to add a contact list entry for each of the following contacts
for your organization:

- Primary contact
- Secondary contact
- Signing authority

Note: it may be the case that some (or all) of these are filled by the same person, in which
case only add them 1 time to the Contact List.

For Individuals - You can add a secondary contact as an alternate way to reach you but
generally, you will be the primary, secondary and signing authority contact.

11. To add a contact to your contact list, click on the plus sign. A new contact form will open.
To add a new contact click on the "plus' icon below.

|:>+a

Actions Contact Name Contact Type Phone Number Board Title Officer

Search all fields

Classification: Public



12. Fill in the contact details in all of the mandatory fields, which are marked with an asterisk (*).

Contact Type: Primary Contact v

__;_Salutation: Mrs. v
~FirstName:  AAA
Middle Name:

s LlastName:  Test

Title:

. Phone Number:  780-587-4898

Extension:

Alternate Phone Number:

Extension:

Fax Number:
Email Address:  happy@yahoo.ca

Alternate Email Address:

13. Click Save & Add Another to add additional contacts or Save & Back to List if you have no
additional contacts to add.

14. This will bring you back to the Contact List page where you can see any contacts you have
added. If you would like to remove any of the contacts you have added, click on the garbage can
icon under “Actions”.

To add a new contact click on the "plus” icon below,

Contoct Naene Contact Type Fhooe Numbes Ecard Titse Officer

15. Once your Contact List is complete, click Next Page.
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16. On the Submission Summary page, you see an overview of all of the sections you have

completed. If all of the information is complete and correct, you should see a checkmark beside
each page.

Submission Summary

=)

If you have missed any mandatory fiends, you will see an X in place of the checkmark. If this

occurs, you can click directly on the Page name to return to the page in question and verify the
information.

Submission Summary
) x

NOTE! You have completed your profile only and not the application, You mwist complete your application form separately,

17. Once all pages are marked as complete with a checkmark, click Complete at the top of the page to

finish your Applicant Profile. Your applicant profile is now complete and you are ready to register
and apply for AAA!

shmezsian Summary

10
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Starting a New AAA Application-INDIVIDUALS:

1. When logging in to GATE, you should see a window resembling the below with your username in
place of AAA Test Account, our mock username for this guide. If you are missing menu options,
refer to the Technical FAQ in Section 3 of this guide for some troubleshooting tips.

st 8 e maigh e apuabe e

s Aot gt 10l prns wolaredt poni

go il appeas o

Vil Bepary, « Bk B relatnd profoct dle wader "Hocmnt Sulabadons”. il Bopartn will be Lol ae “Tn Progress™ sed st e satiot it by e dae datn s
prowiledd in yuoee Grave needicativen

sibenit yoer applhcation. §lsmer, wray be requied (o sphasd adSthve! s
1ather® 10 Uplind sy resut 10 wn s ouphets applcacus or el Eort, Keview your roores
ey asiviance.

2. Click Funding Opportunity Registrations in the left hand menu. A window will open
showing all available funding opportunities. Click on Art Acquisition by Application.

Funding Opportunitiey

I 4t 0o 5w g et B s one S i B Mg R L L R S L T r—

AFA A Acqusiton by Appication AFA - Artsts and Educatian AFA - Arts Preamnbing

APA - Carmmunay Support Qrparizaticos with AFA - Cubtury Selattore - ndbicusd ArA - Culere Relatara - Qrgarizaticm

Fira Seport Held

AFA - Darce indvdast Froject Grart AFA - Flm ans Vicwe Instacusl Project Grant APA - Indgenocs Arts Indhedual Project Gram
AEA - Limtary Aets irdhadual Project Crart AFA - Magur Asts Presenises AFA . Music ingividual Proect Grant
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3. A new window will open. Hit Apply Now to start your submission.

Apply Tor Funding

AFA - Art Acquisition by Application

Art Acquisition by Application

The Art Acquésition by Application Peogram provides suppect foe individual artists through the purchase of art prodwced by Albertan artisty aed affers an opportesity far
Albertans to experiencs the begacy of Alberia's viveal srts community,

Pleawe ook hirrs fae pragram guidelines and mformation.

=3

4. You will be asked to confirm the profile to use for the application. Choose the profile you
just created by clicking on it. Press Save and Next at the bottom the page.

|
(T )
"
(@)

¥ )

5. Next, create a new project by typing the name of your new project into the box that says
Application Project Name.

Please title your project as Your Last Name AAA and the Year (ex. Smith AAA 2022).
If there are multiple artists in an application, use the last name of the first artist in the collective.

Sedect a Project

ewrawd St ums

ofl
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6. Click Save and Next. You have now started your application in GATE. You will be asked in step 3
to review your profile as a reminder. Hit Save and Next at the bottom of the page to bypass this
step if your profile contact information is up to date.

apgicant Pralie

n N NN

7. You are now in the application page. You will be asked to select your Applicant Classification.
Choose Artist if you are an individual. Click Save and Next.

Mbserta Foundation e the At Apglication Fam

A Wt A L Fremd Vo . Feert -

Program Cuwnamy

1] A Y 5 L3 ~
]
i
il
1
)
i
3
i
i
1
r
{
[
7
i
3
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8. Select your primary, secondary and signing authority from the list.

Note: it may be the case that some (or all) of these are filled by the same person, in which case
choose the same contact for each drop down list item:

- Primary contact
- Secondary contact
- Signing authority

AN
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9. You will be asked to confirm your address. Press Save and Next if its correct. If you need to
make changes to your contact information, you will need to leave the application and edit your
Applicant Profile.

Applicant Contact idormatior

Aspbimt Adtovie

Mading | Dvbuery Advens

wg whbrran s creves § boe (00 apydh whes

14
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10. Read the Individual Applicant Agreement statements and click yes to agree. Press Save and
Next.

11. Click Save and Next to move onto the Artwork Submission List page. You will be asked to
confirm statements from the guidelines. Read the statements and click in each box to agree.

3

NOTE :

v" You do not have to enter a total price; this will be automatically calculated when you complete
all of your artwork submissions.

v" You may submit up to five pieces by each individual artist for consideration.

15
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12. Now you can start your Artwork Submission List. Click on the + (plus sign) icon at the left
hand bottom of the page to open your first Artwork Submission Details form.

At s g . 1 s o ik

e ]

13. When the form opens, enter your artwork details such as:

Artist Name

Title

Date of Completion

Framing (Framed or Unframed (Preferred)
Price

Size

Category

Medium

Varnish (Yes or No)

Artistic statement about this piece.

OOoo0O0OoO0oOoooagd
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v'Items marked with an asterisk [*] are mandatory and the form will not be marked as complete
on the final submission summary page if they are not filled in.

v"In order to be eligible, an artwork must have been completed within the last five years.

v If your artwork has varnish or a protective finish on the artwork, please choose “Yes” in the
“Varnish/Protective Finish” drop down menu. If this is not applicable, please choose “No”.

v"If you have problems saving your form, it may be because you said yes to varnish but have not
filled in the application date and materials/process form.

v' There is an option to list all exhibitions in which the artwork has been exhibited, if applicable.

14. Click Save and Next to finish the form. If you have more than one artwork to submit, click Save
& Add Another. Repeat the process as many times as necessary.

Here is an example of an Artwork Submission List with three artworks included in the application :

The artweork submitted below was not produced at the time of
formal art-training, Inctoding during woekshops or seminars.

The artist has been cut of formal art traiving

program for at least ooe full calengar year. L4

Total Price:

Applicants can submit up to 5 artworks for each artist.

" n .'
ree & e ave || Sevem et <:|

15. When have entered up to five artworks, you can press Save and Next.

17
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16. In the Attachments page, you will need to attach :

O An artist resume (CV)
O Up to five images of each artwork

NOTE :

v" If you are an individual, you don’t need an Artist Designation for Submission by Gallery/Agent
form.
v" Uploading a Void Cheque or Direct Deposit form is optional.

Attachments

Please download the required templatels) from the Nelplul Resources section of the program guidebnes.

Delete Document Type Required? Download Document Descrigtion Date Attached

:> . s .I::

17. Click on 01. Artist Resume to upload your resume or CV.

Please d load the req d plateds) from the Nelphd Resnurces section of the program pudelines.

W Document Type Required? Download Dacument Description Date Attached

18
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18. In Document Description, type Artist Last Name CV. Click Choose File to locate the file on

your computer.

Attachment Details

=)

* Dacumient Desariptin

PirMame: | Choose Fm ()

Sowr A Hack tolin Bock to |t

Freams peovizee vatis foc 20 mand atary Sekds

19. Select the location on your computer where you have your AAA documents and images
stored and select Open to upload the document to GATE.

\/
-
e

Alberta E

i

-2022
Artwork Artwork
Information-date statements.docs
size,

meduims docx

- IE

CV Last Name
v Resume docy v

CV Last Namne Resurne,doce

20. Click Save & Back to List. You will now see your CV/Resume successfully uploaded in the
Attachments list.

Please downlead the required templateds| from the Helpful Reseurces section of the program gidelines

Deders Dacument Type Reguired? Dewnioada Document Description Dare Antached
-3 OL. At resiry Ye aQ AAA Tt LV 2001/11/20
tio L NO Attactyment
. Al N ord
e
YO ATI=
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21. Click 04.Images to upload your first image. Click Choose File to locate the file on your computer
and upload it. Click Save and Back to List.

Before uploading, please ensure your artwork files are named with the
following conventions and that you use the SAME convention to name the
artworks under Document Description:

For example, the image file should be titled:

1_LastName_ArtworkTitle
2_LastName_Artwork Title, etc.

EXAMPLE:

* Document Description:

* File Name: | Choose File | 1_Last Na,. ik Name.jpg

a1t Type 3. |

(If you are including image details, please title the works:

la_Lastname_Artwork Title
1b_Lastname_Artwork Title, etc. )

And your document description should be:

1_LastName_ArtworkTitle
2_LastName_Artwork Title, etc.

(If you are including image details, please title the works:

la_Lastname_Artwork Title
1b_Lastname_Artwork Title, etc. )

20
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22. Repeat step 20 as often as necessary to upload all the images for all the five artworks submitted.

Flrine Sumbasd s oo od e s @t Ve Sebpeh d B o S bnw of B 7o kAL

23. When you have uploaded all the images you wish to, click Next Page at the bottom of the
window.

— o Foge

24. Submission Summary: You are on the final stage of the application!

v" If you have entered everything correctly, you will see a row of checkmarks under the
“Complete” column.

Submission Summary

21
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v If you have missed entering any information, you will see an X by the stage that still needs to be

completed.

v" You can navigate to the incomplete item by clicking on its name either under the “Page”
column.

25. When everything is complete in your application, the Submit button will become visible.

N

Saerit Appication

v"If you wish to save a pdf version of your application, click Export to PDF at the top right hand of
the screen.

26. To submit your application, click “Submit.”

You will not be able to edit, alter, amend, or correct
your application yourself once you submit your project.

22
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27. You will receive a message telling you that your application is complete!

\ Summany

28. You can verify that your application has been successfully submitted by clicking “Finish”. You will
be brought to the home page where you can see your recent submissions.

Recent Submissions

i Your most recent submissions, To ses more submissions use the Applicants ment to view the oll submissions for an aspplicant,

@& AAA Test Account & AAA Test Account @ AAA Test Account
Applicant Number: APP- Applicant Number: APP. Applicant Number: APP-
== 72881932 = 72881932 - 720681932
Smith AAA 2022 AFA-ARA.14-055231 erewr AFAAAA-14-033223 ARA Last Name 2022 AFA-AAA-14.058230
AFA - Art Acquisition by Application AFA - Art Acquisition by Application AFA - Art Acguisition by Application
bmit Application [ Submit Appucation [P Submit Application [Ty

29. The GATE system will e-mail you a notification that your application has been submitted (via the
e-mail used in your GATE profile).

Your application is now complete!

23
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Starting a New AAA Application-ORGANIZATIONS:

1. When logging in to GATE, you should see a window resembling the below with your username
in place of Test.Gallery, our mock username for this guide. If you are missing menu options,

refer to the Technical FAQ in Section 3 of this guide for some troubleshooting tips.

Grantiam * = =

o o boar vt pengerty, ¢ back

e porrt el

Thet anp 10 st oonlvn yporse ACOoanaE ioeis 31 Thie bonTien et of the scevm,

 Bhe 0 et Yo Reaer T Saveigate Tk anrl TR Thereaght Thee audiie Mo e it iomes suel ties.

L e T o o = L e i S

T e s et e aatns b soverd (au ety aend 1

Barwnand tirsagh e agplication.

o ha r w0 S e i Al el arted, sBok 1o rebetenl Benlect e s TRecnl Sakeriaadinns”. Apghcatians Betid as "1 Progsiee” can e wpaated WInR piee selisdl i

AppSeatain

© AR catlonnn Dt M basnns wsccantidly sahumbtind wedl he babod me *Corngrbts™ wacdar *Hos et Salimbeson
Vour “Mannages” pan suscceastid sudissionion I yausr prafect statise e HOT updasad, ae yau ils et receive

AR A,

* e ccowes

erelant a oret 1t Hication.

1 ahos e s an astissenk atilioath
e ol salessloshon, amiact Yo pragr

o e I apeser ba
ot all oo commashiant e

et w Fiesel Mesgaert, <Bok the retared grafect (e oo “Bes st Subetistone ™. el Soportn i be leredd as "1 Progeess™ amd sest Be sidinmiited by e dus dats o

Taatuty
i
o My

2. Under Workspace on your left-hand menu, click Funding Opportunity Registrations. A
window will open showing all available funding opportunities. Click on “Art Acquisition by

Application”.

2 L ]
Funding Opportunities
§ Hon be 24 g mad it Tt 1100 e Sa et (A o 4 % bng @

AFA - At ACQuiition by Applcation

)

AFA - Community Support Organizations with
Fuoiul Report Hold

AFA - Dance Indivicual Project Geant

AFA - Literary Arts Individual Project Grant
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3.

A new window will open. Hit Apply Now to start your submission.

AFA - Art Acquisition by Application

Art Acguisition by Application

The ot Acqatibbamy by Bgaabe atum Program proatdes sequeart bw bdrarhid artats Mrsagh Hhe e ase of art prodeced by Mlartas artivs srsl sllem an sppertonity lee
Alsartarn (o expersncs the legacy of Alverta's visssd arts comvrvenity

Plaass s b bove b progromn goabetbons aond babarmmation

-

4. You will be asked to confirm the profile to use for the application. Choose the profile for the
Gallery or Organization that you set up then press Save and Next at the bottom the page.

Classification: Public
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Next, create a new project by typing the name of your new project into the box that says
Application Project Name.

Please title your project as the Artist’'s Name AAA and the Year (ex. Smith AAA 2022). If there
are multiple artists in an application, use the last name of the first artist in the collective.

If you are submitting applications for more than one artist represented by your Gallery or
Agent, you will have to create a separate GATE project for each artist by following steps 4-6.

ifs

25



6. Click Save and Next. You have now started your application in GATE.

You will be asked in step 3 to review your profile as a reminder. Hit Save and Next at the bottom
of the page to bypass this step if your profile contact information is up to date.

¥ Fppleart Numder A0¥ TI0000

Applicant Type

Appbeant Type

7. You are now in the application page. You will be asked to select your Applicant Classification.
Choose Agent/Gallery. Click Save and Next.

n for the Arts Application Form

Applicant Number: AS9. 72033064 Project Name:r Smith AAA 2022 Project Number: AFA-AM- 14065222

Program Qverview

The Art Acquisition by Applicatiss Program g des supgort for
to experience the legacy of Alberta’s visusl arts comemanity,

dovidial artists through the purchase of art produced by Albertan artists and offers an cpportunity fee Mbertans
Wi

Please dick here for peogram guidelines and lsdoamation,
nr

! Applicant Clessifemtion:

Sorvw & Bk Save & havd
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8. Select your primary, secondary and signing authority from the list.

Note: it may be the case that some (or all) of these are filled by the same person, in which case
choose the same contact for each drop down list item:

- Primary contact
- Secondary contact
- Signing authority

AN

¥ A B N N

9. You will be asked to confirm your address. Press Save and Next if its correct. If you need to
make changes to your contact information, you will need to leave the application and edit your
Applicant Profile.

Al aat Adaves

Mebes Tetirm Addrery
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10. Confirm the Organization’s registration information and click Yes to confirm that the Artist
Submitted has been an Alberta Resident for One Year as per the program guidelines. Press
save and next.

Organization's Registered Name:
Note: Must match Provincial Registration name. If this is not correct, you must update the Applicant Profile (if applicable).

Common Name:

TPY WY S p————

Alberta Registration Number:

Alberts Registration Date:

lyryy/mmidd

CRA Reglstration Date:

(ypypimmidd|

CADAC Number:

Artist submitted has been an Alberta resi
' for at loast one yaar 34 per program guidels

Save & Back Save Save & Next <:|

11. You will be asked to confirm statements from the program guidelines. Read the statements,
indicate your Position Held within the Organization and click in the agreement box. Hit Save
and Next to continue.

Wipekery
COMMENTIAL GALLEM ONSANLIATION OF ANTIAT AGERT SECLANRTION

reved Lagy] Mave of Appiicart Orgaveysze | “Orgarication

TIthe Woree ol Astmariand O w
[P —

* Poatian Hale

Daner

The Orgarseation apwes 1w oll #or stoterrarts some: |y
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12. Click Save and Next to move onto the Artwork Submission List page. You will be asked to
confirm statements from the guidelines. Read the statements and click in each box to agree.

NOTE :

v" You do not have to enter a total price; this will be automatically calculated when you complete
all of your artwork submissions.

v" You may submit up to five pieces by each individual artist for consideration.

29
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13. Now you can start your Artwork Submission List. Click on the plus sign icon at the left hand
bottom of the page to open your first Artwork Submission Details form.

At sk g L wrbis o maih

r————

14. When the form opens, enter your artwork details such as:

Artist Name

Title

Date of Completion

Framing (Framed or Unframed (Preferred)
Price

Size

Category

Medium

Varnish (Yes or No)

Artistic statement about this piece.

OO0o00oOooo0oooag

B el T ]
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v'Items marked with an asterisk [*] are mandatory and the form will not be marked as complete
on the final submission summary page if they are not filled in.

v"In order to be eligible, an artwork must have been completed within the last five years.

v If your artwork has varnish or a protective finish on the artwork, please choose “Yes” in the
“Varnish/Protective Finish” drop down menu. If this is not applicable, please choose “No”.

v"If you have problems saving your form, it may be because you said yes to varnish but have not
filled in the application date and materials/process form.

v' There is an option to list all exhibitions in which the artwork has been exhibited, if applicable.

15. Click Save and Next to finish the form. If you have more than one artwork to submit, click Save
& Add Another. Repeat the process as many times as necessary.

Here is an example of an Artwork Submission List with three artworks included in the
application :

The artwork submitted below was not produced at the time of
formal art-training, Incloding during workshops or seminars

Tha artist has been cut of formal art training

program for at least soe full calendar year. L4

Total Price:

Applicants can submit up to 5 artworks for each artist.

" n "
Sove & Dach e N <:|

16. When have entered up to five artworks, you can press Save and Next.
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17. In the Attachments page, you will need to attach :

O An artist resume (CV)

OO An Artist Designation for Submission by Gallery/Agent form signed by the Artist
O Up to five images of each artwork

NOTE :

v' Please include the artist’s Albertan address at the top of the resume or CV as an indication of
Albertan residency.

The Artist Designation for Submission by Gallery/Agent form can be found on the AFA Website

in the funding opportunity under “Helpful Resources” or you can e-mail the program consultant
to request the form.

v" Uploading a Void Cheque or Direct Deposit form is optional.

Attachments

Please download the reguired tumplateds) lrom the Helplul Reseerces section of the prosram guidelings.

equired? Doanioao Document Description Date Amached
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18. To upload your first document (Artist Resume) Click on 01. Artist Resume.

Ploase d lnad the req 4 trmplate(s) from the Melphd Resnurces section of the program pudelines.

Delete

Required? Downloae Dacument Description Date Attached

19. A new window will open. In Document Description, type Artist Last Name CV and click “Choose
File” to locate the file on your computer.

Attachment Details

* Documient Deseriptln

- ¥

L Forme ser et daox, padl o

Sowr A Hack tolin Bock to |t

Fleams peoviree vatie 126 21 rrand atary Aekds

20. Once you have selected the file for upload, click Save & Back to List.

- E E

Atk Atk
Inlovnason dow selarraris oo
we

mwcdiume oo

=) e

OV 1281 Name
Prsarrmadocs

LV Lawt Mrrve Rescare. dhoes @
o
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21. You will now see your CV/Resume successfully uploaded in the Attachments list.
Please downlead the required templateds| from the Helpfol Resaurces section of the program galilelines

Desere Dacument Type Reguired? Dewnioad Document Description

-] L. Artint resicrr Y aQ AAA Tout LV

22. Now you need to upload your Artist Designation for Submission by Gallery/Agent form.

The form can be found on the AFA website at the bottom of the Art Acquisitions By Application
page, under Helpful Resources at https://www.affta.ab.ca/funding/find-funding/art-acquisitions-

application

=)

APPLY NOW

or you can e-mail AFA.artacquisition@gov.ab.ca for it to be sent to you.

23. To upload the Designation for Submission by a Commercial Gallery, Organization or Artist
Agent form, Click on 02. Artist Designation for Submission by Gallery/Agent form in the menu.

Phcase dhmnpund Nl reamteed bovgd stels | bown e Mekrhd Besampeces sectine of (he progran gutdebaes

—>
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24. A new window will open. In Document Description, type Artist Last Name Designation Form
and click “Choose File” to locate the file on your computer.

* Document Description
2 m

25. Click Save & Back to List. You will now see the Artist Designation form uploaded in the
Attachments list.

Phaves At 8.0 soquived bommglobe 3{ e e Suip il Buaonsom vondtme o

26. Click 04.lmages to upload your first image.

Before uploading, please ensure your artwork files are named with the
following conventions and that you use the SAME convention to name the
artworks under Document Description:

For example, the image file should be titled:

1_LastName_ArtworkTitle
2_LastName_Artwork Title, etc.

EXAMPLE:

* Document Description

* File Name: Choose Fie | ) t Na % Name.jpg
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(If you are including image details, please title the works:

la_Lastname_Artwork Title
1b_Lastname_Artwork Title, etc. )

And your document description should be:

1_LastName_ArtworkTitle
2_LastName_Artwork Title, etc.

(If you are including image details, please title the works:

la_Lastname_Artwork Title
1b_Lastname_Artwork Title, etc. )

27. Click “Choose File” to locate the file on your computer and upload it. Click Save and Back to
List.

Attachment Details

28. You will now see your first image successfully uploaded in the Attachments list.

Plosse dowsbaed the requtred teraplatels) troco Sve Melphsd Resconces section of (e urypmaes et de e
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29. Repeat step 25 as often as necessary to upload all the images for all the five artworks
submitted.

Flaine sombasd s oo ed e s @t |0 S epd d B o s bow of B progoes kS

30. When you have uploaded all the images of your works, click Next Page at the bottom of the
window.

:> o Fage

31. Submission Summary: You are on the final stage of the application!

v" If you have entered everything correctly, you will see a row of checkmarks under the
“Complete” column.

Submission Summary
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v If you have missed entering any information, you will see an X by the stage that still needs to be
completed.

v" You can navigate to the incomplete item by clicking on its name either under the “Page”
column.

32. When everything is complete in your application, the Submit button will become visible.

St Apgticatinn

v If you wish to save a pdf version of your application, click Export to PDF at the top right hand of
the screen.

33. To submit your application, click “Submit.”

You will not be able to edit, alter, amend, or correct
your application yourself once you submit your project.
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34. You should now see a screen telling you that your application is complete!

Summary

N

35. You can verify that your application has been successfully submitted by clicking “Finish”. You
will be brought to the home page where you can see your recent submissions.

Recent Submissions
i Your most recent sulwolssions. To see more saboilssions use the Applicants imenu 1o view the oll subwisslons for an appdcant

Teat. Gallery

Test.Gallery Test.Gallery

Test.Gallery Test.Gallery
Apzlicent Number: AFP- m Applicat Mamber: APP- m Agplicant Marsbar: AP Applicant Marsber: APP- Spplicant Marrber: APP-
1I0RN4 11004 T niokaees

PItkased
ITIES AAA 2022 ATA-AAA-14-05TALY

TiokRee

Smeth AAR 2002 APA-ARA-L4-030222 Tester ARA 2058 ATA-RAR 14-25TE20

WA At A isition by Appli atoe WAL A Aaiition by Applicatios AFA A A liition by Application AFA AN Acaahiition by Applicatinn
Suterst Apghcation [0 Sateret Applicatian Iy

Satervt Appiicatioe [T Submit Application

Galiory AAZ 2019 AFA-AZA-L4237UT

erreear APA-AAA- 1405821
AEA A AC@anition by Apglic st
Suberet Apzlication

36. The GATE system will e-mail you a notification that your application has been submitted (via
the e-mail used in your GATE profile).

Your application is now complete!

If you would like to add another submission by a different artist
represented by your organization, begin the application process

over again starting on page 26.
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How to resume where you left off working on your application in GATE:

1. Logonto GATE https://gate.alberta.ca/gate/frontOffice.jsf. If you are prompted to change
your password, please complete the steps outlined, and save your new password in a safe
place.

CALYTERAIGRANTIUN

Front Office Portal

»

2. To access an application that you’ve already started, scroll to the bottom of the page and click
on the project you want under “Recent Submissions”. Applications listed as “In Progress” can
be updated until you hit the “submit” button in your application. You will now be able to
continue working on your application.

* IMPORTANT: Applications and Final Reports require multiple attachments. Il an attachment is listed as "Required”, it is necessary to up|
submit your application. However, you may be required to upload additional sttachments as outlined in your program guidelines, These
faitlure to upload may result in an incomplete application or final report. Review your program guidelines for full details, and contact you

roguire assistance,

Recent Submissions

i Your most recent submissions, Yo see more submissions use the Applicants menu to view the all submissions for an applicant.

) AAA Test Account
Applicant Number: APP-
&5 72851932
Semith AAA 2022 AFA-AAA-14-058231
AFA - Art Acguisition by Application
Submit Application 179

2 AAA Test Account
Applicant Number: APP-

& 72881932

erewr AFA-AAA-13-058225

AFA - Art Acquisition by Application

bmit Appiication [EE

@ AAA Test Account
Applicant Number: APP-
- Tass1032

AAA Last Name 2022 AFA-AAA-14-058230
AFA - Art Acquisition by Application

Submit Application [IETEY

Recent Projects

40

Classification: Public



Classification:

f\l'T\

@ﬁ r(;il'lyll'(_idtf()n

Updating or Editing Your Profile in GATE:

1. Logonto GATE https://gate.alberta.ca/gate/frontOffice.jsf. If you are prompted to change

your password, please do so and save your new password in a safe place.

-
g
EALYTENASRAMNTIUN
Front Ofice Portal

2. Click on Applicants in the left menu.

werly, (i et ™ e the o g

O et st e by (0 gty ack ™ anel %

v oy e e ooty an appdiation, semreerher b shck

L e )

Please Login

Wour Acconsat e ot W bt
her pedbee suwtons. v s

w “Sawr anel Wewt® e o Ersees yvar ssbernatben  savvel Larrenily aad on marer (o

srbased meeger ) Wbt inder Tw vk Sagem "\ Abriestborss Serad on I Progres” 1ee

T L e B e
# v et shatien 0 WO T agrdate

A (b et et g | 1 sembe Thereat Sabwetaniere T aesl Bogperts will 0 bnderl on “De Preapeae” aed seaw b

3. Click on the applicant tile you want to update. Generally, there will only be one applicant

Applicants

Poblécted A

profile.

® AAATezt Account

Ex)

U P 1y 1 10ty hd P 3P 9d b - woor ey |oe ru ol g
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4. To open your profile for editing, hit the “Manage Profile” button at the top right of the page.

- fepbaarts A A mivs ©

@  AAA Test Account

\pplications Post Award
—
=
5. A new window will open. To open your profile for editing, click on the “Submission Summary”
tab in the left hand menu.

Applicant Profile
Appliont Name: AL Text Accours Appbicamt Numiier: AP Toas i

Apalicast Type Applicant Type

7’
s Shivcal
s

Azpleant Type

6. An new window will open with an “Edit” button in the middle of the page bottom. Hit the
button. You can now click on any page in your profile that you want to edit.

Applicant Prelile 2 ¢ .
Appricamt Mamer MM To & Aochiet et WE s
Y Ve — Submission Sommary
s
s, * »
= v
v
i3
v
v
nury k A b ' Peveean timrgrts puai aprabe olbas oo
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For example, if you want to make a change to the Contact List page, click on contact list in the
menu and a new window will open. You can add a new contact by clicking on the “plus” icon or
you can edit your existing contact by clicking on the magnifying glass under “Actions.”

ContactList

=

To a8 & e conmace click on the “plas” looo balow

7. Make sure you always save your changes by clicking Save and Next.

Make any other changes needed in your profile by clicking any item in the applicant profile menu.

Suleission Summary

8. When you have finished making all the updates to your profile, click on “Submission Summary”
in the left hand menu. A button will appear at the top right in red. Hit “Complete” to close your

profile.

Fepkiast Profle
it Vo Avsare e

9. Your profile is now complete and you can access or start an application as needed.
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Section 3 — FAQ about AAA
General Program FAQ

How can | find out about the AAA deadlines?

All AFA Funding opportunities and deadlines are posted on the AFA website under Funding, Find
funding: https://www.affta.ab.ca/funding/find-funding

You can also subscribe to the AFA mailing list by going to the News tab of the AFA website and scrolling
to the bottom.

The Alberta Foundation for the Arts
10708-105 Ave,
Edmonton, AB, Canada, T5H 0A1l

—

(toll-free within Alberta by first dialing 310-0000)
ﬁ afacontact@gov.ab.ca

W Twitter n Facebook @ Instagram

Subscribe to our mailing list

Am | eligible? — Grant Recipients/Applicants

The Art Acquisition by Application Program is an art purchase program, not a grant program. Current
applicants to AFA grant programs and recipients of past AFA grants and awards are eligible to apply to
the Art Acquisition by Application Program each deadline providing they are in good standing with the
AFA and meet the program eligibility requirements.

Am | eligible? — Residency

Applicants to the Art Acquisition by Application Program must have their primary residence in Alberta.
Applicants who have left the province temporarily are eligible to apply if they can provide proof of
Alberta residency (proof of income tax filing in Alberta, Alberta driver’s license or utilities bill with
address).
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Am | eligible? — Formal Art-Training

Artists who have recently graduated from a formal art training program (at a University, College or other
institute) must wait one full calendar year after graduation to apply to the Art Acquisition by Application
Program. Artists undertaking residencies and PHD programs are eligible to apply if the opportunities are
self-directed and do not have a formal art training component.

Can you help me determine the pricing of my work?

The AFA does not help artists determine the pricing of their work. Artwork should be priced according to
fair market value established through a record of past sales of artworks, and/or comparable artworks by
other artists who are peers working in similar media.

If a record of recent sales is not available to verify fair market value, and the price of the artwork is in
guestion, the AFA may undertake an appraisal made in writing by an independent qualified appraiser.
The appraiser must not be in a position to realize any financial gain resulting from the purchase of the
artwork. Artwork values may also be determined by examining commission contracts and insurance
values for exhibiting the work.

Which date do | list if | completed my artwork over various periods or years?

Artworks must have been produced within the last five years from the AFA deadline. Please use the
most recent completion date and include a note about the length of time needed to produce the work in
the Artistic statement about this piece section of the Artwork Submission Details page. If there are
discrepancies noted in production dates of the works, the artist may be contacted by Arts Branch staff.

Should | submit my work framed or unframed?

The AFA requests that artists submit works unframed, unless the frame is integral to the work. Due to
the programming and conservation requirements of the AFA, artworks are often reframed after
purchase and the original frame is discarded.

If an artist would like to show their work in a temporary frame, they should indicate in the Artistic
Statement about the work that the frame is temporary and should be returned. If the work has been
professionally framed and cannot be unframed easily, the artist should include the cost of the frame in
the overall price of the work.

Can | submit a paper copy instead of submitting online?

The AFA only accepts applications through the Grant Administration Tracking and Evaluation

(GATE) online application system. We must receive your online application through GATE no later than
11:59 pm Mountain Time on the deadline date, unless the deadline falls on a statutory holiday or a
weekend when it will be extended until the next working day. Please give the system time to process
your application so that the AFA receives notification of your submission before the deadline falls.
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Can my gallery/representation apply on my behalf?

Yes, a gallery or representative can apply on behalf of an artist, providing that the artist meets all
eligibility requirements and has signed a Designation for Submission by a Commercial Gallery,
Organization or Artist Agent form.

An Albertan address must be included on the Artist’s CV as an indication of Albertan Residency.

For new media and time-based media work, incorporated production companies are not eligible to
apply and sole proprietorships must apply as a gallery/agent classification. The sole owner must
complete the Designation for Submission by a Commercial Gallery, Organization or Artist Agent form.

Applicant organizations may be asked for additional information to determine eligibility, or any other
program requirements when applicable.

How does the process work after the application deadline?

Arts Branch Staff will convene an expert panel to assess all applications according to artistic merit and
make recommendations to the AFA Board. The expert panel process involves a three-stage process:

Stage 1

The expert panel reviews all eligible artworks and selects artworks to be viewed in person at the Stage 2
& 3 adjudication.

Assessment of artworks are based on the following criteria:

e strong elements of principals and design

e strongidea/concept

e excellent technique/craftsmanship

e represents a medium, practice or concept that is cutting edge, new, and/or emerging

e challenges and extends the medium

e importance in terms of the artist’s overall exhibition record/achievement

e importance in terms of the artist’s overall career

e whether the artwork has been created in celebration of, or to mark important events or
anniversaries within the visual arts community and/or the province

e whether the artwork forms an integral piece in a series or composite work

e whether the work is a strong example of the artist’s work from a particular period

e whether the work reflects the pinnacle of a transition or paradigm shift in an artist’s practice

e inrelation to artworks already held in the AFA collection

Department staff notify successful applicants for second stage expert panel adjudication. Artists must
arrange for their artworks to be delivered to one of two depot locations (in Edmonton or Calgary), from
where Arts Branch staff will collect them. Artworks are reviewed in Edmonton. Artists and Galleries are
responsible for ensuring artworks are adequately wrapped for transport to depot to ensure artworks’
safety.

46

Classification: Puitlacted A


https://www.affta.ab.ca/sites/default/files/AFAFunding%20-%20AAA%20Artist%20Designation%20of%20Agent%20-%202016.pdf
https://www.affta.ab.ca/sites/default/files/AFAFunding%20-%20AAA%20Artist%20Designation%20of%20Agent%20-%202016.pdf
https://www.affta.ab.ca/sites/default/files/AFAFunding%20-%20AAA%20Artist%20Designation%20of%20Agent%20-%202016.pdf

A

Department staff review the shortlisted artworks to ensure works are in accord with the Collections
Development Plan, including;

e assessment for potential conservation, structural, and/or maintenance issues

e evaluation of the work’s importance in the Alberta artist’s oeuvre

e consideration of whether the artwork fills a gap of the artist’s works already included in the AFA
Art Collection

e consideration of whether the artwork fills a gap in medium and would broaden the
representation of that medium in the AFA Collection

e consideration of whether the artwork fills a gap in genre and would broaden the representation
of that genre in the AFA Collection

Stage 3

The expert panel members view and review the shortlisted artwork in a gallery setting. Artworks are
assessed again and selected artworks are prioritized for purchase, based on the criteria from Stage 1.

Proof of fair market value may be required from artists selected for the Stage 3 expert panel. Artworks
not selected for purchase are retuned to artists at a second depot in Edmonton and Calgary. All expert
panel recommendations are reviewed by the AFA and all decisions are final.

What do | do if the artworks | submitted are booked for an exhibition?

Artworks must be available for in-person viewing during the second stage adjudication to be considered
for purchase. The second stage adjudication generally takes place in June of the deadline year.

If artworks called in to the second stage adjudication are booked for an exhibition after July of the
deadline year, please let the Art Collections Consultant - Acquisitions know as soon as possible. An
exhibition loan between the AFA and the borrower will need to be arranged if the artwork is purchased
by the AFA.

What do | do if my artwork sells before the adjudication?

If the artwork sells before the deadline, contact the AFA and a replacement artwork can be added to the
application. If the application sells after the deadline has passed, notify the AFA and it will be removed
from the adjudication.
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Technical FAQ

How does the image submission work?

Artwork images must be named according to the conventions outlined on page 20 (for Individuals) or
page 35 (for Organizations) of this guide and uploaded into the Attachments page of the GATE
application.

Uploaded images must be 4 MB or less.

The AFA will not accept visual representations of artworks that do not match the artwork title, medium,
size, and date associated with the submission.

For new media or video artworks, image stills can be used to represent the work.

For tips on creating digital images of artworks, please visit https://www.affta.ab.ca/funding/help-and-
resources/digital-image-tips

Can | submit Video/New Media/Time-Based Media work?

Yes, the AFA collects new media and time-based media work under the category of new media (time-
based media, electronic arts, audio art). Time based media artworks should be independently produced
where the artist maintains ownership and creative control of the artwork. Artworks should be intended
for a non-commercial, non-industry audience.

For new media or time-based media artworks, a Vimeo or other web link to the complete work (with
password provided) should be included with the artist statement.

If your support material is too large to submit, please mail a hard copy CD or USB to 10708 — 105 Ave,
Edmonton, AB, TSH 0A1. Please include your first name, last name and project number on the CD or
USB.

Supplementary material sent by mail must be postmarked no later than 11:59 p.m. Mountain Time of
the deadline date, unless the deadline falls on a statutory holiday or a weekend when it will be extended
until the next working day.

How do | reset my password?

If you have forgotten your password, click on “forgot your password” at the Front Office Portal in GATE.
An e-mail with re-set links will be sent to the e-mail address used to set up your GATE profile. If you
don’t have access to the e-mail account linked to your GATE profile, e-mail
AFA.artacquisition@gov.ab.ca at least five business days prior to the deadline to have your e-mail re-set.
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When | log in, | have incomplete menu options. How can | fix it?

If you log onto GATE and you don’t see all the menu options in the left hand menu, you will need to re-
set your password. If you have problems re-setting your password manually, please email
AFA.artacquisition@gov.ab.ca.to have your password re-set. You can also try clearing the cache in your
browser by clicking the keys [Ctrl], [Shift] and [del] on your Keyboard.

Can I save as | go? How do | re-access an application | have already started?

At each page there is a Save or a Save and Next button. Make sure to save often.

If you leave the Project after saving each step, and want to return to it later see page 41 of
this guide, How to resume where you left off working on your application in GATE.

Can I make changes to my application once it is submitted?

You cannot make changes yourself to your application once it is submitted in GATE. If you need to make
emergency changes before the program deadline, please contact AFA.artacquisition@gov.ab.ca.
Changes to the application will not be made after the deadline has passed. Change requests must be
completed by AFA staff and are not guaranteed.
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