
Art Tooth Portfolio Workshop
Getting Started: Preparing + Organizing Your Portfolio

What is a portfolio?
A portfolio is a collection of images created by an artist with the intention of being displayed to 
the public. As artists are taking on multiple jobs in today’s changing market, it is not uncommon 
for an artist to have several portfolios depending on the needs of its audience. For instance, a 
graphic designer could have a Type portfolio in addition to a Poster Design portfolio, and so 
forth. Alternatively, a series of images from an artist’s solo exhibition could also be considered a 
portfolio.

I. Organization
1. Gather only your best images together. This could mean using existing high-

resolution photographs of your work, documenting them again, or a combination of 
both.

2. Arrange your images so that they create a natural but exciting flow. Try to think from 
the critical perspective of a viewer who is seeing your work for the first time.
a) The first image in your portfolio functions like the first impression you would 

make on a date: it is the initial impression a viewer will have of your work. It 
should be visually compelling and a strong demonstration of your conceptual and 
technical abilities as an artist. This should “sum you up” as a person.

3. Order your images so that you start and finish on a strong note. Every artist’s 
portfolio contains images that are necessary to their work but not the strongest 
examples of their abilities. This becomes extremely important for applications to 
scholarships, grants, residencies, etc. when you need to stand out amongst a large 
pool of applicants.

4. Quality over quantity: Edit the amount images to hold your audience’s attention. A 
portfolio is also a demonstration of your spatial and organizational thinking abilities.
a) For large-scale paintings, sculptures, and durational works, it is acceptable to 

include 2-3 detail shots or stills to accompany the piece(s).

Example Portfolio Layout (9 Artworks):
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Art Tooth Portfolio Workshop
Documenting Work: Tips + Tricks

How do I document my work?
There are many ways to efficiently document a single work of art, but here is a general rule of 
thumb:

Should I use my cellphone to document my work?
No. Images taken on cellphones pale in comparison to ones taken on digital cameras or created 
with high resolution scanners. They are not archival and considered unprofessional.

What if I don’t have a scanner or digital camera?
No problem! There are several solutions to documenting your work. Kinko’s is the most 
affordable place to make high resolution scans, averaging about $1 + tax per scan. Note: size 
limitations do apply. Other solutions include renting or borrowing equipment, or even 
collaborating with a photographer to get the best possible results.

Should I edit my images after scanning or photographing work? 
It is guaranteed that your images will appear washed out or desaturated after documenting, 
however it is important to exercise a great deal of restraint when editing for presentation. For 
application-based portfolios, you must keep your image as close as possible to the actual 
artwork in case it requires further viewing. The best way to do this is so have the artwork 
nearby during the editing process as a physical reference.

Crop your images so that no clips, nails, or walls are displayed in the image area. The main 
idea is to isolate the viewer’s eyes to only the confines of the picture plane. This is especially 
important for small-medium works on paper, which should have no visible hardware.

For artworks with irregular edges, use the Lasso and Polygonal Lasso tools to select your 
artwork. To “float” your work in space, click Select > Inverse and fill the negative space with 
solid white. This can really help to “clean up” any messy walls or surfaces which you are using 
for documentation. (Example: http://www.jasonwillaford.com/work-on-paper.html)

If you are photographing something from above, use the Transform (Edit > Transform) tools, 
such as Skew and Warp to recreate the most realistic perspective true to your artwork.

How should I print my images?
300 dpi is considered standard resolution for printing. 600 dpi is high resolution, most suitable 
for online and publication usage. 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Description Size Document

Small works on paper Smaller than 8.5” x 11” -
16” x 20”) Scan at 600 dpi; edit

Medium-sized works on paper Larger than 16” x 20” -
22” x 30”)

Scan at 600 dpi; photograph 
with digital camera; edit

Large works on paper, 
paintings, sculptures, etc. Larger than 22” x 30” Photograph with digital 

camera; edit; 2-3 detail shots

http://www.jasonwillaford.com/work-on-paper.html


Art Tooth Portfolio Workshop
Artist Résumé vs. Artist CV: What’s the Difference?

What is the difference between an artist résumé and an artist CV?
The artist résumé and CV differ greatly in their usage. Depending on the context, one will be 
more appropriate to submit than the other. However, having both will gain you access to a wider 
range of opportunities. It is up to you to know the difference!

1. An artist résumé is used for professional, employment-related opportunities that do 
not directly involve the artist’s personal work, such as applying for a museum job. 
Like a traditional résumé, it places more of an emphasis on professional experience 
and academic achievement while highlighting your involvement within the arts 
community.

2. An artist CV or “curriculum vitae”, Latin for “the course of one’s life”, is a curated list 
of events in which the artist’s personal work is the focal point, most often used in 
exhibition texts or scholarly publications. While you typically should not submit your 
artist CV to apply for a job, you can use a CV to apply for grants, scholarships, 
residences or exhibitions.

General Comments on Artist CVs:

“You should always keep a comprehensive master copy* of your CV with everything relevant 
included. This will allow you to compile a short CV when needed…depending on the target 
audience and the required length of the CV. If you take the time to document all relevant entries 
in a comprehensive master copy, you can retain important information that might otherwise be 
forgotten or lost.”

*Creating a custom table in Word or Pages will save you lots of time spent on formatting!

“A current good practice is to save your CV as both PDF and Word files. You should maintain 
a current copy of your CV as a Word document because it is the easiest format to edit and 
update. PDF files are best to submit or display because spacing, margins, and formatting are 
retained across computer platforms. If no submission directions are given, or if an institution 
gives you the option of sending a Word document or a PDF, you should always choose to 
send a PDF.

Both the résumé and the CV should list entries within each category in reverse chronological 
order (i.e., placing the most recent entry first and so on). Exceptions to this convention are 
entries without dates under categories such as Collections or Gallery Affiliation. In these cases 
entries should be listed in alphabetical order.

Depending on your individual strengths as an artist, you may choose to rearrange the order of 
the categories listed below. For example, you may choose to put exhibitions first, before any 
awards or honors. As a general rule, you should “play to your strengths” by placing more 
important, relevant, and recent information near the beginning of your CV.”

(via College Art Association)
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http://www.collegeart.org/guidelines/visartcv


Art Tooth Portfolio Workshop
Artist CV: Do’s and Don’ts

Helpful Resources:

Kinko’s Fort Worth (scanning)

817 - 737 - 8021

Thomas Printworks Fort Worth (large format scanning)

817 - 336 - 0565; thomasprintworks.com

CAA: Standards and Guidelines (artist Résumé + CV)

collegeart.org/guidelines/visartcv

DO DON’T

Keep formatting consistent (i.e. “Dallas 
TX” instead of Dallas, TX”) Put exhibition titles in quotations

Separate “Solo Exhibitions” from “Group 
Exhibitions” (if applicable) Describe professional experiences

Edit your CV as you go Include every single opportunity

Keep it simple Use images or colored fonts

Put article titles in qutations Use fonts larger than 12 points

List exhibition curators after titles Include membership-based exhibitions

Include current contact information Include date of birth, race, or marital 
status
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http://local.fedex.com/tx/fort-worth/office-3302/?cmp=LOC-1001545-3-1-971-1110000-US-US-EN-GPLCOPYANDPRINT
http://thomasprintworks.com/locations/fort-worth-tx
http://www.collegeart.org/guidelines/

