
How to Make Bios 

 You will be given two Microsoft Word templates to complete your bios. One to print them individually, 

and one to print four per page. 

 

 Bios need to be either index card sized or postcard sized. 

 

 There are two good options for printing your bios: 

1. On blank postcard sheets (4 per sheet).  If 

you can find these in Avery brand they will 

be easier to separate, but we have used 

the Staples brand. 

 

2. Have a printing company print them.  This is what we have been doing the past few years.  They 

look great and the quality is better.  For this option, we send them as pdfs (Create individual 

bios in MS Word, one per sheet, and save as a pdf.), but check with the printing company you 

choose to see which format they need. 

 

 It is suggested that artists answer the following five questions in their bio: 

1. Where were you born? 

2. When did you start making art? 

3. What is your disability (if you wish to disclose it) and why would you like to share it? 

4. Tell us three things you want people to know about you. 

5. Where do you create your art? 

 

 Please format the same as the bio samples.  We need consistency in how the bios look across all 

agencies (I.e. in colour, same font, same font size when possible, underlined where needed) 

 

 Feedback has been that buyers like to see pictures of the artist while they are working on art. 

 

 Please print the artist bio in colour. 

 

 Buyers often ask to take a copy of the bio home.  If you would like to provide take home bios, please 

print an additional copy of each bio ensuring there is one for each piece of art work submitted. In past 

years these have been printed in black and white using the postcard template, but however you choose 

to do it is fine. These bios will be kept at the sale table and handed out when the purchase is made. If 

you are making multiple copies of the same bio, the ‘Snipping Tool’ works great.  Use it to copy one, 

and then paste as many as you need in to the template. 


