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Registration Form

This document will 

help you register your 

organization with the 

Miami-Dade County 

Cultural Resource 

Directory. 

This is a free online 

directory of arts and 

cultural 

organizations, artists 

collectives and arts-

related businesses 

that operate primarily 

in Miami-Dade 

County.

For assistance, 

culture@miamidade.gov

Para asistencia en 

español, 

culture@miamidade.gov

Pou plis enformasyon, 

culture@miamidade.gov
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Registration Form

Step 1

This document uses 

fictitious data to 

explain the 

registration process.

Please enter your 

own data when going 

through the wizard. 

Remember to click 

on Save & Next after 

each step, or the 

Save button before 

closing your browser.
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Registration Form

Step 2

The Miami-Dade 

County Cultural 

Resource Directory 

can be accessed on 

the link:

https://www.discove

r.miamidadearts.org

Click the New 

Registration 

Form button.
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Registration Form

Step 3

Step 1: Is used to 

create the Account 

Owner, this is the 

person or access that 

will be responsible for 

entering and 

maintaining the 

information on the 

register.

Mandatory fields are 

marked with a red 

triangle at the upper 

left corner of the field.
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Registration Form

Step 4

This is the Account 

Owner information.

Click the Prefix list.

6Miami-Dade County Department of Cultural Affairs



Registration Form

Step 5

Select the 

appropriate prefix for 

the account owner.

For example,

Click the Mr. list item.
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Registration Form

Step 6

Enter the desired 

information into 

the First Name 

(Value 

Required) field. 

Enter "John".
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Registration Form

Step 7

Enter the desired 

information into 

the Middle 

Name field. 
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Registration Form

Step 8

Enter the desired 

information into 

the Last Name 

(Value 

Required) field. 

Enter "Doe".
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Registration Form

Step 9

Click the Title (Value 

Required) list.
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Registration Form

Step 10

The Title is the 

organizational role 

that best describes 

you, if the one 

needed is not 

included on the list, 

select Other and a 

text field will appear 

for a custom title 

entry.

Click the Artistic 

Director list item.
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Registration Form

Step 11

This is the Account 

Owner direct or main 

number that we will 

use to contact you if 

we have questions.

Enter the desired 

information into 

the Telephone 

(Value 

Required) field. 

Enter digits 

only: "3055555555".
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Registration Form

Step 12

Choose the type of 

phone number from 

the list of types.

Click the Main list 

item.
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Registration Form

Step 13

This is the Account 

Owner direct, main or 

shared email that we 

will use to contact 

you if we have 

questions. It will most 

likely be different 

from the official 

organization email 

which will be 

requested later.

This is the email you 

will use to login to 

modify/update the 

registration.

Enter the desired 

information into 

the Email (Value 

Required) field. 

Enter "artworld@art.

com."
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Registration Form

Step 14

This is the password 

you will use to login 

to modify/update the 

registration.

Enter the desired 

information into 

the Password (Value 

Required) field. 

Enter "******".
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Registration Form

Step 15

Password fields must 

match.

Enter the desired 

information into 

the Confirm 

Password (Value 

Required) field. 

Enter "******".
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Registration Form

Step 16

If the Director/CEO of 

the organization is a 

different individual 

than the Account 

Owner, use the +Add 

Director/CEO link to 

add them to the 

contact list. Doing 

this will greatly 

simplify registering 

the organization on 

step 3.

This step is optional 

and only required 

when there are 

different contacts in 

each role.

Click the +Add 

Director/CEO link.
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Registration Form

Step 17

If the Rental Manager 

of the 

Facility/Facilities to 

be entered later is 

a different individual, 

use the +Add Rental 

Manager link to add 

them now to the 

contact list. Doing 

this will greatly 

simplify registering 

the facility/facilities.

This step is optional 

and only required 

when there are 

different contacts in 

each role.

Click the +Add 

Rental Manager link.
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Registration Form

Step 18

The Save & Next

button will store all 

data and changes 

and jump to the next 

step.

Click the Save & 

Next button.
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Registration Form

Step 19

Step 2: This is the 

Account Owner 

address. This 

address might be 

different from the 

organization and 

facilities address or it 

could be reused as 

needed.

Enter the desired 

information into 

the Address 1 field. 

Enter "1111 123 ST 

SW 0000".
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Registration Form

Step 20

The Zip Code field 

list will be reduced to 

those valid for the 

selected city. Select 

your City, you can 

use the Type-Ahead 

feature by writing the 

first few numbers of 

your city to reduce 

the list.

Click the Zip 

Code list.
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Registration Form

Step 21

Click the 33133 list 

item.
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Registration Form

Step 22

Click the City list.
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Registration Form

Step 23

Click the Miami list 

item.
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Registration Form

Step 24

Click the State list.
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Registration Form

Step 25

Click the FL list item.
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Registration Form

Step 26

Click the Save & 

Next button.
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Registration Form

Step 27

Step 3: This step is 

used to register your 

first organization. You 

can register more 

than one organization 

later

Enter the desired 

information into 

the Organization 

Name field. 

Enter "Art World".
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Registration Form

Step 28

FOR UNIVERSITIES, 

COLLEGES, 

GOVERNMENT 

AGENCIES, etc.: 

This optional field 

allows you to select 

your Managing 

Organization, if 

any. The list is 

already populated. If 

the required 

organization is not 

listed please email us 

to add it.

Click the Managing 

Organization list.
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Registration Form

Step 29

For example, 

Click the City of 

Miami list item.
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Registration Form

Step 30 FOR LARGE 

RECURRING 

FESTIVALS (e.g., 

Miami Book Fair) 

AND MAJOR 

ANNUAL EVENTS 

(e.g., Dr. Martin 

Luther King, Jr. 

Parade): 

This optional field 

allows the entry of 

the large festival or 

event if that is the 

organization primary 

activity.

Enter the desired 

information into 

the Name of Festival 

/ Special Event (If 

applicable) field. 

Enter "Artsy Arts".
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Registration Form

Step 31

Describe in a couple of 
sentences your 
organization.

Enter the desired 
information into 
the Editor editing 
area: main field. 
Enter "Many Shows".

Provide a brief 2 or 3 
sentence description of 
your programs / 
activities. 

EXAMPLE:
“Providing intensive 
artistic training to youth, 
ages 7 to 15, in dance, 
theater and music in a 
year-round program in 
Hialeah Gardens. 
Produces art exhibitions 
and publishes an annual 
youth publication of 
poems, essays, sketches 
and art stories.” 
(Descriptions are subject 
to editing.)
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Registration Form

Step 32

In this field, select the 

Director/CEO from 

the contact list 

previously created. If 

you did not add 

Director/CEO in step 

1, the Account Owner 

will be selected by 

default If you need to 

add a new 

Director/CEO you 

can do it now by 

clicking on the 

provided link. Please 

do this first, before 

filling anything else 

on the form.

Click 

the Director/CEO list

.
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Registration Form

Step 33

Click the John 

Doe list item.
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Registration Form

Step 34

The website entry 

must include the 

https:// part.

Enter the desired 

information into 

the Website field. 

Enter "https://artworl

d.com".
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Registration Form

Step 35

This is the 

Organization main 

office phone number 

and it most likely be 

different from the 

Account Owner.

Enter the desired 

information into 

the Main Phone 

(Value 

Required) field. 

Enter "3055555555".
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Registration Form

Step 36

Click the Main 

Phone Type (Value 

Required) list.
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Registration Form

Step 37

The telephone type 

indicates what is the 

best wait to 

communicate with the 

organization and it is 

used to decide things 

like if text or sms is 

possible.

Click the Main list 

item.

39Miami-Dade County Department of Cultural Affairs



Registration Form

Step 38

Select the 

municipality where 

the organization is 

legally registered.

Click 

the Municipality 

(Value Required) list.
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Registration Form

Step 39

Click the Miami list 

item.
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Registration Form

Step 40

Indicate the 

neighborhoods where 

your organization has 

a location or provide 

services. You can 

select more than one 

by using the Control 

(CTRL) key + click 

action.

Click the Airport 

Area list item.
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Registration Form

Step 41

To select multiple 

options, use the 

CONTROL key + 

click action.

Press the [Ctrl] key 

and click 

the Allapattah list 

item.
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Registration Form

Step 42

Press the [Ctrl] key 

and click 

the Aventura list 

item.
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Registration Form

Step 43

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the Miami-

Dade Commission 

District # (Value 

Required) list.
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Registration Form

Step 44

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the 5 list item.
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Registration Form

Step 45

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the Florida 

State Senate 

District # (Value 

Required) list.
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Registration Form

Step 46

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the 21 list item.

48Miami-Dade County Department of Cultural Affairs



Registration Form

Step 47

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the Florida 

State House District 

# (Value 

Required) list.
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Registration Form

Step 48

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the 7 list item.
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Registration Form

Step 49

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the US 

Congressional 

District # (Value 

Required) list.
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Registration Form

Step 50

Use the provided 

links to obtain the 

correct district 

number that applies 

to your organization.

Click the 6 list item.
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Registration Form

Step 51

Use Save & Next to 

store your data and 

jump to the next step. 

Required fields must 

be already entered.

If you need to pause 

your work, you can 

use the Save button 

to save your progress 

and stay on the same 

page or close the 

browser.

Click the Save 

New button.

53Miami-Dade County Department of Cultural Affairs



Registration Form

Step 52

If you click on Save, 

a save confirmation 

appears, but the 

application stays on 

the same page.

The Next button does 

not save data.

Click 

the Close button.
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Registration Form

Step 53

The +New button 

allows you to add 

another organization 

if it is required by 

emptying the form. 

Click the Next button.
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Registration Form

Step 54

The Save & Next 

button is now 

changed to Next as 

data is already 

saved. The Next

button does not save 

data.

Click the Next button.
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Registration Form

Step 55

The Cancel button 

allows you to exit the 

registration form back 

to the initial 

screen. The Cancel

button does not save 

the data so click on 

Save or Save 

Update before using 

the Cancel button or 

your data will be 

erased. 

Click the Next button.
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Registration Form

Step 56

Step 4: On this 

screen, you can add 

your organization 

address, if it is 

different from the 

Account Owner 

address, by filling the 

form, or, you can 

auto-populate the 

fields with the 

existing address.

Click the Up 

Arrow object.
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Registration Form

Step 57

You can add more 

than one address, if 

required. Use the 

New icon to open an 

empty form.

Click 

the Close button.

59Miami-Dade County Department of Cultural Affairs



Registration Form

Step 58

Click the Next button.
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Registration Form

Step 59

Step 5: Select your 

organization’s 

discipline. Maximum 

of five disciplines.

Click in the Arts & 

Accessibility 

Programs field.
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Registration Form

Step 60

Click in the Arts 

News, Guides & 

Calendars field.
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Registration Form

Step 61

Click in the Arts 

Production 

Businesses field.
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Registration Form

Step 62

Click in the Film, 

Video & Media 

Arts field.
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Registration Form

Step 63

An organization can 

select up to  a 

maximum of 5 

selections. 

Click in 

the Music field.
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Registration Form

Step 64

If you select the 

Other option, the 

application activates 

a description text field 

for a description.

Click the Save 

Update button.
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Registration Form

Step 65

Click the Save 

Update button.
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Registration Form

Step 66

Click the Next button.
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Registration Form

Step 67

Step 6: Select the 

categories which best 

apply to your 

organization. Select 

all that apply.

Click in the After 

School 

Programs field.
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Registration Form

Step 68

Click in the Arts & 

Environment field.
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Registration Form

Step 69

Click in the Arts & 

Health / 

Therapy field.
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Registration Form

Step 70

Click in the Arts & 

Military field.
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Registration Form

Step 71

Click in the Arts & 

Technology field.
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Registration Form

Step 72

Click in the Arts / 

Correctional 

Institutions field.

74Miami-Dade County Department of Cultural Affairs



Registration Form

Step 73

Click in the Classes 

for Kids field.
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Registration Form

Step 74

Select only those 

categories that

apply. 

Subject to editing.

Click in the Classes 

for Adults field.
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Registration Form

Step 75

Click the Save & 

Next button.
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Registration Form

Step 76

Step 7: The next step 
is where the Facility 
is defined. A Facility 
is a location, place or 
building where rental 
areas are 
available. The 
Facility is the main 
building or location 
that holds one or 
more Venues within. 
Define only the main 
Facility in this step, 
there will be an 
opportunity to define 
the Venues later.

If your organization 
has no rental 
facilities, you can 
Skip to the end.

Enter the desired 
information into 
the Facility 
Name field. 
Enter "Art Worlds".
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Registration Form

Step 77

This is the contact for 

the rental manager. 

By default, it will have 

the Account Owner 

pre-selected. 

You can select a 

contact from the list 

(if it was entered 

previously in step 1), 

or you can add a new 

Rental Manager 

using the provided 

link. 

Please add the 

contact BEFORE 

entering any data 

on the form.

Click the Rental 

Manager 

Contact list.
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Registration Form

Step 78

Enter the desired 

information into 

the Website field. 

Enter "http://artworl

d.com".
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Registration Form

Step 79

Enter the desired 

information into 

the General Facility 

Email field. 

Enter "artworld@art.

com".
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Registration Form

Step 80

Enter the desired 

information into 

the Telephone field. 

Enter "3055555555".
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Registration Form

Step 81

When done you can 

either press Save & 

Next to save and go 

to the next step or 

click Save if you want 

to stay on page to 

add more facilities. 

Remember, facilities 

are separate 

buildings on different 

geographic locations 

which might contain 

one or more venues 

each.

Click the Save 

New button.
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Registration Form

Step 82

The +New button 

allows you to register 

another Cultural 

Facility to the current 

organization by 

emptying the form.

Click the +New link.
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Registration Form

Step 83

The +Delete button 

allows you delete the 

current Cultural 

Facility (denoted bye 

the blue arrows). 

To be able to delete 

an organization, it 

must not have 

Addresses nor 

Venues assigned to 

it. 

Important: If there is 

a condition 

preventing de 

deletion of an 

organization, the 

+Delete hyperlink will 

not appear.

Click the +New link.
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Registration Form

Step 84

When ready press 

Next to continue. 

Click the Next button.
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Registration Form

Step 85

Step 8: An Address 

is required for the 

Facility. It can be a 

new address entered 

on the form or an 

address auto-

populated from the 

Main Address by 

clicking the up arrow 

on the existing 

address below.

Click the Up 

Arrow object to auto-

populate.
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Registration Form

Step 86

You can change any 

existing address by 

selecting it and when 

identified by the blue 

arrow, making the 

changes and clicking 

Save Update.

Click the Save 

Update button.
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Registration Form

Step 87

Click the Next button.
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Registration Form

Step 88

Step 9: Used to 

define the Venues (or 

rental spaces) 

available inside a 

Facility. You can 

define as one or 

more venues on the 

Facility. If your facility 

is the same as your 

Venue create a single 

Venue with the same 

name and the 

additional details 

required.

Enter the desired 

information into 

the Venue Name 

(Value 

Required) field. 

Enter "The Black 

Box".
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Registration Form

Step 89

Enter the desired 

information into 

the Editor editing 

area: main field. 

Enter "Modern spot 

for culture and 

classes".
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Registration Form

Step 90

To add more than 

one Venue, use the 

save button, doing so 

will save the current 

venue and stay on 

the current page.

Click the Save link.
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Registration Form

Step 91

The +New, +Delete

and +Save Update

buttons that appear 

after save will allow 

you to add, erase or 

modify multiple 

venues.

Enter the desired 

information into 

the Editor editing 

area: main field. 

Enter "Modern spot 

for culture and 

classes".
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Registration Form

Step 92

If you have not added 

multiple Venues you 

will see the Save & 

Next button.

Click the Save & 

Next button.
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Step 93

Step 10: Allows you 

to review the 

application, jump 

back to any step to 

make changes and 

finalize the 

application.

After review, click 

Accept & Submit to 

accept the terms of 

the registration and 

submitted for review 

and approval by 

Miami-Dade County 

of Cultural Affairs. 

Please allow 3-4 

weeks for review. You 

may login to view 

approval status.

Click the Accept & 

Submit button.
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Registration Form

Step 94

Your registration has 

been submitted.

Thank you.

Click 

the Close button.

SECURE THE 

ACCOUNT OWNER 

LOG IN 

INFORMATION. To 

make future updates, 

the Account Owner’s 

email and password 

will be required to log 

in.
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Registration Form

Step 95

This Step by Step

Guide demonstrates 

how to register your 

artistic organization 

with the Miami-Dade 

County Cultural 

Resource Directory.

For assistance, 

culture@miamidade.

gov. 

Questions will be 

answered during 

business hours 

(Monday – Friday, 

9:00 AM – 5:00 PM).

End of Procedure.
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Michael Spring, Director

Miami-Dade County Department of Cultural Affairs
111 NW 1st Street, Suite 625, Miami, FL 33128

www.miamidadearts.org

Thank You! ¡ Gracias! Mesi!
This Cultural Resource Directory, a program of the Miami-Dade 
County Department of Cultural Affairs, created in partnership with 
the Arts and Business Council of Miami and the Greater Miami 
Convention and Visitors Bureau, is made possible with the support 
of the Miami-Dade County Department of Cultural Affairs and the 
Cultural Affairs Council, the Miami-Dade County Mayor and Board 
of County Commissioners.

https://www.miamidadearts.org/
https://artsbizmiami.org/
https://www.miamiandbeaches.com/
https://www.miamidade.gov/global/government/mayor/home.page
https://www.miamidade.gov/global/government/commission/home.page
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