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INTRODUCTIONS

Rebecca Ustrell
Event Coordinator
Ontario Museum, Arts & Culture

Multidisciplinary Artist working out of 
Upland, California

Volunteer for Ontario Art Walk and the 
annual Padua Hills Art Fiesta with the 
Claremont Lewis Museum of Art

Founder of Curious Publishing – A small 
press supporting BIPOC and Queer 
Artists in the Inland Empire

Instructor & Lecturer Independently 
working with the colleges throughout 
Southern California

IG: @rebecca_ustrell
E: rustrell@ontarioca.gov



ICE-BREAKER

What is one cult classic or 
hidden gem that you’re 
dying to tell us about?



PORTFOLIO 
CHECK-LIST



YOUR PORTFOLIO SHOULD…

INCLUDE WHAT’S IMPACTFUL
Aside from including pertinent 
information, your portfolio 
should serve as an up-to-date 
profile highlighting your best 
work and accomplishments.

TELL A STORY
By using thoughtful design, you can 
tell your artist story through use of 
graphic design and story-telling. 
Telling your story allows the viewer 
to experience your unique 
perspective to art-making, what 
makes you passionate, and an 
insight into your journey as an artist. 
Give viewers an exclusive POV of 
your art practice while illustrating 
your talents.
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PERTINENT INFORMATION TO INCLUDE

You Name / Brand Name / Artist Pseudonym

Images of recent and past work

Always include images of your most recent work, especially images which you 
intend to show in the festival.

Contact Information

Use a contact form embedded on your website and check it frequently for 
inquiries.

List your email address somewhere pertinent such as a “Contact” tab, or as a 
header of every page.
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TELL A STORY

• Include process shots of your work

• Add captions or lengthier writings to accompany your process shots

• Include video whenever possible

Here are some great examples of Portfolios we love and how 
they incorporate storytelling…
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DIGITAL PORTFOLIO
BEST PRACTICES FOR FILE SHARING



UTILIZING GOOGLE DRIVE TO 
SHARE FILES WITH YOUR 
PORTFOLIO VIEWER

Google Drive is a free tool used by many
professional artists to share files. It has even 
become more popular than sending files as 
individual attachments, and there are many reasons 
for this:
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Google Drive:

• Allows you to share a live link to a folder that can 
be updated in real time by you

• Various levels of access can be granted to those 
who you wish to view shared content

• Can be crucial for sharing large files which 
cannot be attached via email, or via applications 
with file size limits

Note: You will need a Gmail 
account to use this service. Go to 
gmail.com to create a free account.
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1. Go to drive.google.com 2. Click “+ New” 
to create a new 
folder
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3. Title Your Folder & Press Create

Make sure to include your
name and “Ontario Arts
Festival” in the title
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4. Create a New folder within the 
Folder to organize your work
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5. Title Each Folder

I opted to title each folder by 
exhibition title and date for 
the body of work, but you may 
choose to organize your work 
by collection or medium. Use a 
method that works for you. 
Always include the date(s).
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6. Further organize
the sub-folders

The Main folder includes 
an exhibition poster plus 
an artist portrait at the 
exhibition. This is a way to 
incorporate story-telling 
into your file sharing.

I opted to create a sub-folder where  
selected artworks are showcased.
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7. Upload artwork

Upload each artwork as an individual file as PNGs, JPGS, or PDFs.
Although there are many other types of files which you may use in your art practice, other file formats 
not listed above may not be readable by the average computer user. Accessibility is very important! 

• Rename each file in the following format:

• Artist Name, Artwork Title, Artwork Year, Medium(s)
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8. Make the folder 
Sharable

• Click the Main Folder at the
top of the navigation bar

• Click Share
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8. Make the folder 
Sharable (cont.) Change the Access to “Anyone

with the link” can “View”, and 
press “Done” to save your 
changes.
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9. Copy the Shared 
Link and Paste into 

your Application.



10. Preview the application at Ontarioca.Submittable.com



10. Preview the application at Ontarioca.Submittable.com



Ontarioca.Submittable.com

Scan to apply.
Apply by 7/19!



THANK YOU! 
QUESTIONS?
Rebecca Ustrell

(909) 395-2510 Ext. 8922

rustrell@ontarioca.gov

OntarioMuseum.org
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