Creative Funding & Opportunity Hub  ·  Portfolio Preparation Checklist
A free resource for Caribbean creatives  ·  cfohub.org  ·  2026

Opportunity details
Programme name:  _____________________________________________
Deadline:  _____________________________________________
Max files allowed:  _____________________________________________
Accepted formats:  _____________________________________________
Max file size:  _____________________________________________
Naming convention:  _____________________________________________
Submission method:  _____________________________________________

1.  Work samples — quick inventory
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2.  Curation
☐  Selection focuses on recent work — last three to five years
☐  Works read as a coherent body of practice rather than a broad demonstration of range
☐  Selection is matched to this specific opportunity's focus or theme
☐  Work that no longer best represents current practice has been set aside

3.  Documentation
Visual work
☐  Images are in focus, well-lit, and colour-accurate
☐  Background is clean and uncluttered
☐  Each file opened and confirmed to display correctly

Audio / Video
☐  Audio is clear and free of distortion
☐  Video links are set to unlisted — accessible without login
☐  Each link goes directly to the relevant work

Written work
☐  Sample is from a current or recent project
☐  Excerpt has been proofread separately from the full document

4.  File preparation
☐  All files renamed per the required naming convention
☐  Total file size is within the allowed limit
☐  Files converted to the correct format where needed
☐  Work samples list completed if required by the guidelines
☐  Copy of the full submission saved and labelled with opportunity name and date

5.  Connecting your selection to this opportunity
What this programme is looking for:  _____________________________________________

Which works speak most directly to that focus, and why:
	
 

	
 





6. Before you submit
☐  Guidelines re-read today
☐  Deadline confirmed — including time zone
☐  Number of files within the allowed maximum
☐  All files in correct format and within size limit
☐  Submission method confirmed — email / portal / SlideRoom / other
☐  Confirmation or receipt noted after submitting
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