
Dear PMOF Exchange “Sanctuary” Exchange artists,  

I know we still have plenty of time to make our prints, but I need to send you some information 
so you’ve all got it. I’m ready to receive your completed editions (31 prints) as soon as you are 
ready to send them. (Due date is March 15th)  
 
As you work on your print, if you post it to social media, think about using a hashtag that I can 
find (#pmofexchangeportfolio #sanctuaryexchangeportfolio #printmakersopenforum etc). If 
you do that, I will work to repost your process.  
 
1. Mailing:  
 
The mailing address is:  
Shelley Thorstensen  
c/o Printmakers Open Forum LLC 
120 W Lancaster Pike 
Oxford, PA 19363 
 
Whatever way you’d like to get your prints to me is ok with me. Please make sure they are well 
protected. I will let you know when I receive each package. The worst service here is the USPS.  
I pretty much don’t trust them anymore. UPS and FedEx are both good.  
 
PLEASE ADD: “Leave at front door” to your shipping instructions. Most carriers are quite 
familiar with where to leave packages. This is an added safety precaution.  
 
PLEASE DO NOT have the package need to be signed for. I spend very little time in the house 
during the day. I am either out or in the shop. The shop is only 50 feet behind the house, but 
not accessible to carriers and I do not hear the house doorbell. Therefore, I won’t be able to 
sign for your packages.  
 
 
2. Forms to complete:  

You’ve got two forms to complete. If you can, please email them to me ahead of time. If that is 

a hassle, keep copies and send them in your package. The forms are a general Artist 

Information Form (2 pages) that includes an ask for a short statement about your Sanctuary 

print and a Release form. Please sign and date both forms.  

Here is the link for the forms:  

http://printmakersopenforum.org/pmof_exchange_portfolio/ 

 



3. The look of the Portfolio:  

The portfolio will be housed in a pre-fab black clamshell box.  

The colophon paper was made from plant material from the PMOF grounds by Tony Carlone. 

Lyndsey Burke of Risolve Studios has offered to help me design the look of the colophon.  I’ll 

print the information via silkscreen. If I have trouble, I’ll need to find someone in the area with 

a letterpress. The colophon is a gorgeous work in progress… 

Each print will be presented in a “taco-style” glassine folder (that you provide with each print).  

Within the glassine folder, I will print out on my laser printer your profile picture, bio and 

relevant info as well as your statement about your Sanctuary print. I had some lovely cream 

antique laid Fabriano letter press paper donated to PMOF and I’m going to use that.  I’ve tested 

it in the printer and it looks great.  This way each print will all your information traveling with it.  

There may be an additional page explaining the concept of “Print Shop Sanctuary” and how 

each of you in your way have helped Printmakers Open Forum become that…I’ll have to see 

how it goes with the colophon.  

 

4. PMOF Portfolio Exchange 2019 Expenses:  

As you can see, I’ve cut it really close but I think that it will all be ok. Here is the expense break 

down. 

   $485.15 tax $26.39Portfolio Clamshell Box Dick Blick 11 x 14 x 1.75 $15.65 per unit  31 boxes  

   $ 92.00  Shipping boxes (.7 lb) 16 x 12 x 3 1.84 for 50 = $92.00  

   $ 19.59 Silkscreen Ink Black $19.59 – for Shelley to print colophon  

   $  37.79   Mailing Labels for Cover (w logo) 5.5 x 8. 5 200count 37.79  

   $  84.00 Laser Printer toner Cartridges (black) 2 packs $84 

   $  27.00  Bubblewrap 12 x 3/16” x 300 $27.00  

   $731.26 Estimated total  

   $750.00 Total from Sanctuary Print Exchange Artists 

(These expenses do not include mailing our portfolio to various venues and permanent 

collections…but that is an important part of doing this.)  



 

5. Shipping:  

I’m not going to manage shipping your portfolios back to you without help. I need to ask you 

each to pay (through PayPal) for the return shipping of your portfolios since I have cut it so 

close in terms of expenses. Maybe this is fair anyway, since some artists (hopefully!) will come 

here to help me collate/pick up their portfolios while others are being shipped. I will calculate 

each shipping cost according to your mailing address on your Artist Form (see attached) and 

send you the amount due.  

 

6. Venues to show:  

If you know of venues where the Sanctuary might be shown, please speak up! I am actively 

working on a new venue now and can use your help in locating more.  If it is possible to use 

your portfolio at the venue, even better – please email/text/get in touch with me!  

 

I hope I’ve covered everything…  

If you have questions, please do not hesitate to be in touch!  

xo Shelley  


