
2019  
PROJECT 

HANDBOOK  
A handbook for navigating your Visible project 

including best practices, policies, contracts & agreements, 
and real-world advice about what to expect.

VISIBLE 

 



V I S I B L E  P R O J E C T  H A N D B O O K

2

INTRODUCTION 

Welcome
We are so grateful for the work you’re doing. 

Whether or not you’ve worked on pro-bono projects before, doing 
a project through Visible is going to be a little different. So, it’s 
important to understand how it all works and learn a little about 
what you can expect before we get started. 

About Visible: What You Need to Know

Pro-bono Mythbusting & Visible Best Practices

The Immediate Action Policy  
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About 
Visible  
Visible is a non-profit organization that 
provides creative services to businesses 
and organizations with a primary 
mission to serve POC, refugee, LGBTQ+, 
immigrant, and underrepresented 
communities within the United States 
with annual operating budgets under 1M.
 
Who We Are

Visible is 100% volunteer-run. We aren’t funded by any 
type of government agency or public or private grant. 

We do this work because we want to see POC, BIPOC, 
immigrant, refugee, LGBTQ+, and other communities 
and causes that have been traditionally limited in 
privilege and opportunity thrive. 

Our staff and members donate their time to connect 
pro-bono projects with volunteers, and develop 
resources (like this handbook!) to help non-profits 
and volunteers work better together. 

How We Work

Visible conducts 4 organized project drives per year. 
Projects are completed in quarter-based cohorts by 
independent member-volunteers. All projects follow 
a shared 12-week timeline, which outlines deadlines 
and milestones for both clients and volunteers. After 
Visible HQ facilitates the initial connection, volunteers 
work independently with clients to manage their own 
projects and client communications. 

Each Visible project consists of a single component. 
For instance, a logo is one project, a website is a 
separate project, and a business card, brochure, or 
copywriting are each separate projects. Projects each 
take 12 weeks to complete.

What We Do

We offer two types of creative services:

Basic needs projects: At Visible, we believe that a 
professionally designed logo, website, and marketing 
collateral are basic needs for businesses. Basic 
Needs requests may (individually) include: a logo, 
brand style guide, copywriting, informational 
website, brochure, postcard or flyer, business card, 
or newsletter template. Visible can typically fill these 
types of projects with volunteer help within one 
project quarter cycle. 

If a client does not have a logo or brand style guide, 
they are required to complete these projects before 
starting any other project with Visible.

Specialized projects:  After a Visible client has their 
basic needs met, Visible will consider applications 
for more specialized creative services like video, 
photography, front end UX design, and SEO.  

Specialized services require specific skill sets and 
qualifications. Applicants should expect a wait time 
of up to a year to be matched with a volunteer creative 
partner. Qualifying organizations and businesses may 
apply for one specialized project with Visible per year.

What We Don’t Do

Visible isn’t meant to be a solution for ongoing design 
needs, and we’re not able to provide comprehensive 
creative services like ad campaigns or large website 
projects. And, we’re not available on short-notice for 
quick turnaround projects. For these types of needs, 
Visible HQ provides consulting and resources (like 
our Creative Services Guide) to empower clients with 
viable options for hiring a creative professional.
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Three 
Myths & 
a Truth  
So, you’re ready to start your first 
Visible project! Your client is a cause 
you’re passionate about, they love your 
portfolio, and everyone is excited to get 
started. So, what could go wrong?  
Well, a lot! That’s why we’ve created our 
own set of Visible best practices.

We want your project to be as successful as possible, 
both for your sake, but also for the sake of your 
organization. Who wants to invest their time and energy 
into a project that fails? Or create work that never gets 
used or isn’t appreciated? Lucky for you, we’ve put 
together a set of guidelines, contracts, and processes to 
help lead your pro-bono project to success.

In our work in connecting clients to pro-bono 
projects, we’ve observed three myths shared between 
organizations and creative pros that can cause even 
projects with the best of intentions to fail:

Myth #1
Receiving pro-bono creative services is faster/easier/ 
more casual than paid work.
 
Myth #2
Because you are doing this work for free, the client 
will love everything you present, and appreciate your 
work and time.

Myth #3
Because everyone involved has good intentions, the 
project will succeed.

The Truth? 

Turns out, good intentions and enthusiasm aren’t 
enough to make pro-bono projects successful. ¯\_(ツ)_/¯ 

Most of us would never start work on a paid 
project without a contract, deadlines, and clearly 
communicated deliverables. So, why do we expect 
pro-bono projects to be successful without them?

The success of a pro-bono project depends upon 
solid planning, processes, and agreements, just like 
any paid project. This is one of the reasons Visible 
requires our creative teams to put everything in 
writing — if any miscommunications do occur, there 
is a clear record of what was promised and the 
processes everyone agreed to.

Our Contracts, Agreements, and Policies 

Visible projects may not extend more than 12 weeks 
and that’s non-negotiable. Whether completed or not, 
after 12 weeks, the contractual agreement between 
volunteer and client ends and the project is over.

During the first week of your project, you will provide 
your client with a Scope and Value of Work statement 
which cannot be added to or modified once signed. 
In fact, your client already knows that asking you to 
provide more, or different, work than outlined in this 
official Scope of Work is a breach of contract, and will 
result in an immediate project termination. 

With these understandings in place, you know the 
exact the amount of time and work you are committing 
to the project, and our clients understand there are 
clear consequences to not respecting that agreement.

So, with all these processes in place, 
all Visible projects must be 100% 
successful, right? Nope.

This year, our team is determined to reach a 
100% project success rate. For this reason, the 
following pages contain some Real Talk™ about our 
expectations, your responsibilities, and what happens 
if they aren’t met. 
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Real Talk™ 

Immediate 
Action
Policy  
Here at Visible HQ, we know all the signs 
of a project entering what we like to call 
the “danger zone.” These are the red flags 
our team is on watch for during a project:

 
• A client missing a deadline for feedback

• A creative team missing a deadline to present a round of work
 
• A change in the organization’s main point of contact
 
• Additional work requests outside the agreed scope of work 
 
• Disrespectful communication or project feedback

Your Responsibilities and Deadlines  

When you sign the timeline agreement, you are 
contractually agreeing to meet your deadlines by the 
dates outlined in your project timeline. If you do not 
meet your client responsibilities, get ready for the 
Visible HQ team to contact you immediately!

The same goes for your client, and their deadlines. 
Since you will be handling all your own client 
communications, we want you to promise to tell us 
immediately if your client is entering the danger zone, 
even just a little bit! Even if they miss a deadline by a 
day! It’s easier for us to step in early to get things back 
on track, rather than correct an established pattern. 

Immediate Action Policy
 
Because we have found that non-responsiveness to 
a deadline (yes, even missing just one deadline for 
feedback) is such a reliable indicator that a project 
will not be completed, we have implemented an 
Immediate Action Policy to make sure that no party 
wastes additional time investing work or energy into 
a project that will fail.

If you miss even one of your project’s deadlines, and 
Visible has not received prior notification or a reason 
based on extenuating circumstances (like a medical 
or family emergency), the project will be terminated 
immediately.

Consequences

When a Visible volunteer does not meet their 
responsibilities, they compromise the integrity of 
Visible as an organization, and place the Visible HQ 
team and client in the tedious situation of having to 
remind them of their responsibilities, and, in a worst 
case scenario, they make the client wait out the rest 
of the quarter, go through the volunteer matching 
process again, then wait an additional 12 weeks just 
to receive creative work they are in urgent need of. 
Wow. Needless to say, this wastes time, is harmful 
to the reputation of our organization, the non-profit 
client, and your reputation as a designer.

If you have any doubts that you will  
be able to successfully meet the basic 
responsibilities of volunteering with 
Visible (weekly check-ins, delivering 
rounds on dates in the timeline, letting 
us know when you see a danger zone, 
and finishing the scope of work you’ve 
contractually agreed to deliver), please 
do not volunteer for a Visible project!

https://www.youtube.com/watch?v=yK0P1Bk8Cx4
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RESOURCES 

Best Practices 
Since 2016, Visible has been facilitating volunteer creative services. 
Along the way, we’ve learned a lot about service-based volunteer 
work, and also about the unique challenges of providing pro-bono 
creative services. Our new and improved best practices guidelines 
(now with Real Talk™ ) have been designed by our team to make sure 
that each Visible project is completed successfully and is a positive 
experience for everyone involved.

Weekly Volunteer Slack Check-ins with Visible

Non-profit Printing & Asset Budget Guidelines 

Scope and Value of Work Statements
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Real Talk™ 

Weekly 
Slack
Check-ins  
Throughout the 12-week project 
timeline, Visible has two priorities: 

1.  To make sure that the scope of work for every Visible 
project is completed within 12 weeks.

2. To make sure that the work created meets or exceeds 
Visible’s standards of quality.

Your Slack check-in responsibilities are:

1. Check in each week before 10am PT each Monday. 

Our team has reserved Monday mornings to attend 
this Slack check-in process. Visible is 100% volunteer-
run. If you post Tuesday—Friday, you are taking time 
away from our paid work which allows us to run 
Visible. Please be respectful of our time by checking in 
on or before Monday at 10am. 

Please do not make us remind you of this 
responsibility; and do not make us email you 
because you missed a check-in! 

Our team responds to check-ins until Monday 2pm PT.

2. Turn on Slack notifications.

We don’t like to have to remind our volunteers to 
check in, but pinging you on Slack is the easiest way 
to do it if we have to. 

Receiving Slack notifications is the best way to stay on 
top of questions and comments and help your cohort 
members lead their projects to success.

Because missing a Slack check-in has 
proved to be such a reliable danger 
zone  indicator, missing two consecutive 
check-ins will result in an immediate 
project termination. Yes, really.

3. Post your work in progress weekly and help  
your fellow cohort members.

We require our cohort members to post WIP each 
week so we can all work together to ensure that the 
work presented to every Visible client meets our 
quality standards.  
 

Our volunteers span many skill levels.
While we fully expect that your work 
will exceed our standards, every creative 
team needs a little feedback sometimes. 

Along the way, our team will comment and give a 
thumbs up to work that is exactly where it should be. 
We may ask questions about style choices or routes 
of exploration to help guide your work. Typically, 
critique sessions are very light touch. 

An example of a typical work-
in-progress Slack channel post
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Printing 
& Assets  
Creating top notch creative work while 
working within the limited budgets of 
non-profit clients can be tricky. Here are 
a few best practices to get you started. 
If you come up with any new creative 
solutions to save your client money 
during your project, please share them 
with our team! We’re always working to 
expand our resources.

Printing

The majority of Visible clients don’t have prior 
experience sending creative work to print. So, we 
recommend that you start a conversation about 
printing as early as possible to avoid last minute 
surprises. In the first week of your project, ask your 
client how they are planning to have this work printed. 
The answer will guide and influence your design. 

For instance, if your client is planning to 
print materials at FedEx, you’ll probably 
want to avoid bleeds on your design, 
since a copy shop can’t accommodate 
bleeds without substantial added cost. 

Encourage your client to do a little homework in the 
first two weeks to gather pricing from three types of 
vendors. For instance, you may want to ask them to 
contact FedEx, Vistaprint, and a local digital printer.  
When they contact the local printer, they may want to 
ask if they can offer a discount—many printers have 

been known to support local causes with donated 
printing. Alternatively, you can do this research and 
present options to your client to choose from. 

Fonts

Fonts are complicated! For instance, if you own the 
license to a typeface, and you use it to design a logo 
for a client, that client can use the font as it appears 
in that logo. However, if your client asks for that 
typeface to use as a functional font (for letter-writing 
on a branded letterhead, as an example), they need 
to purchase it to use on their computer. The same 
applies if they want to use that typeface on a website: 
they will need to purchase the webfont files. This can 
all be cost-prohibitive to a small non-profit, and may 
even prevent them from fully implementing your work. 

The conversation about the ins and outs of 
purchasing and licensing can be challenging for 
designers, and even harder for non-profit clients to 
understand. That’s why we suggest avoiding this 
conversation entirely! How, you ask?

By only using open source typefaces. That’s right! We 
went there! Say goodbye to Gotham and Chronicle, and 
hello to Proxima Nova and Playfair Display. Free fonts 
are better for your client in the long run, and we know 
you can handle the challenge.

We recommend using only Google  
Fonts whenever possible, because they 
will always be free for the client to use 
in the future, and available in webtype 
versions without additional licensing. 

Because you are such a resourceful, smart, and 
thoughtful designer, we are confident that you’re 
going to be able to find a well-designed typeface with 
multiple weights and a full set of glyphs that your 
client will be able to use for free.

You’re welcome to use an expensive typeface in a logo, 
as long as the brand is designed so that typeface is 
not required for body text or website use. 

https://fonts.google.com/
https://fonts.google.com/
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Case Study  
File Specs  
You did it! You completed your project 
and handed the final files off to the 
client. Time to kick back and relax, 
right? Nope! The 12th week of your 
project is reserved to prepare your case 
study for Visible. Your case study helps 
us officially promote and demonstrate 
the value of work completed through 
Visible, so that we can apply for grants 
and funding.

Below is a complete list of assets to provide to Visible 
for your case study. Please reference the example to 
the right for an ideal case study text and assets. You 
can find live case study examples at visiblealliance.
org/featured-work.

Text or MS Word doc that includes: 

Your project’s description 
Creative team details, role and link to portfolio
Donated services list
Donated Value of Work 
Client / Creative team quote (optional)
Creative team IG @handle for social media posts

3-12  JPGS  
 
1500 x 1200 px, 300 ppi
Include one "hero shot" placed in context 
(visit graphicburger.com for free in-context PSD files to use)

At least one Work in Process photo  
 
1500 x 1200 px, 300 p

Project Description
Portland United Against Hate (PUAH) is a coalition of local and regional 
organizations and governments working together to improve the way the city 
responds to hate crimes. 

PUAH contacted Visible for volunteer help to create a brochure and content 
strategy to help tell their story and boost fundraising efforts.

Project Team 
Peter Dean, Writer
Tess Donohoe, Designer

Work Completed
Visual identity redesign: logo, color, typography, style guide
Brochure creation: copywriting, graphic design, production design

Donated value
$6,250

Creative team Quote
"When I first saw the open project posting for PUAH on Visible, I knew this was 
a cause I wanted to get behind. They originally asked for just a logo, though 
we felt there is much more to a brand than just the mark. PUAH now has the 
tools they need to branch out with a brand that will grow with them. I’m really 
excited to see the impact and positive change PUAH will have in the STEM 
field’

—  Tess Donohoe, Designer 

Client Quote
"Tess took our organization from little branding content at all to a fully 
developed style guide. She took time to research our organization, was 
attentive and open to feedback, and created beautiful design options for us 
to choose from. Tess kept us up to date and involved in the progress of the 
project, ensuring it would reflect our organizations values. We look forward to 
building a recognizable brand with the tools Tess gave us." 

—  Jess Faunt, Communications and Development Assistant, PUAH

Examples of ideal case study 
images (above), and examples 

of ideal case study project 
descriptions and details (below)
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PROCESSES 

Contracts & 
Agreements 
We’re committed to making sure that each and every project 
completed through Visible is conducted ethically, professionally, 
and respectfully. To ensure this, we put everything in writing, and all 
clients and volunteers contractually agree to follow our policies and 
processes. This helps us protect the time and effort of our volunteers, 
and helps our clients understand everything they need to know 
about the process, before it begins, so that there are no surprises.  

Project Timeline

Case Study Agreement and File Specs 

Visible Creative Team Contract 
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Scope  
and Value 
of Work
A Scope of Work that includes a final 
list of deliverables prevents surprises, 
disappointments, and scope creep. 
Providing a Value of Work helps your 
client understand the value of your 
donation and respect your time. 

Scope of Work 

Clear expectations = happy clients. Our creative teams 
are required to provide a Scope of Work document to the 
client in the first week of the project, outlining exactly 
what they can expect to receive at the end. A logo? A 
6-page website? Be as specific as possible. "Branding" 
may mean one logo to you, but it may mean a set of 
logos, style guide and icons, letterhead, and business 
card to your client. Let them know exactly what is and 

what is not a deliverable for this project, in as much 
detail as possible. Once your client signs this document, 
they may not request changes or additional work, so it’s 
important to get this right.

Value of Work

Organizations typically aren’t familiar with what 
creative work costs. It’s important that your client 
knows the worth of your work, so that they can respect 
your time and appreciate the value of your donation. 

For this reason, Visible provides a SVOW template 
and requires all of our creative teams to clearly 
communicate the dollar value of their donation in 
a Value of Work document before starting a project. 
Be sure to use the hourly rates that correlate to your 
skill level in the chart below. This allows Visible to 
standardize our volunteer donations, and helps 
educate non-profit clients so they know what to 
expect when they are ready to hire a paid designer. 

We prefer you to over-estimate your hours rather than 
under-estimate, and under-promise your scope of 
work. Although your client cannot request additional 
work, you do have the option to over-deliver.

Our volunteers tend to be very modest with their time 
and value estimates, but modesty is not a virtue here. 
Please, make sure that you use the hourly rate that 
corresponds to your actual skill level, and allow for a 
minimum of at least 3.5 hours of work per week. 

J U N I O R  L E V E L M I D  L E V E L S E N I O R  L E V E L S M A L L  ST U D I O L A R G E  AG E N C Y

Hourly rate $35/hr $65/hr $85/hr $125/hr $145/hr

Estimated average  
volunteer project hours 3.5 hrs/week 3.5 hrs/week 3.5 hrs/week 3.5 hrs/week 3.5 hrs/week

Minimum estimated  
donation value for 

a 12-week project
$1470 $2730 $3570 $5250 $6,090
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Terms of Service 

 Creative
Agreement   
This is a legally binding contract. Please fill and sign.

This service agreement (“Agreement”) 
is made and entered into as of the as of 
the date on on this document between 
Visible (“Visible”) and                                                                                                     
(“Creative Team”).

To Begin... 
Visible desires to retain Creative Team as a volunteer 
independent Creative Team to perform creative services on 
behalf of Visible, and Creative Team is willing to perform 
such services, on terms set forth more fully below. In 
consideration of the mutual promises contained herein, the 
parties agree as follows:

1. Services

Creative Team agrees to perform for those services de-
scribed in “Tasks and Responsibilities” and “Process and 
Workflow”  incorporated herein by reference (the “Servic-
es”). Creative Team is authorized to perform the Services 
under this Agreement only upon the request or at the direc-
tion of, and shall report solely to, Visible.

2. Compensation

Both parties agree that this is a pro bono work agreement, 
and that there is no monetary compensation for this proj-
ect. The volunteer Creative Team will be credited as cre-
ative author of this project in all references to the project 
online, in social media, and in print publications.

All equipment and tangible materials purchased by Cre-
ative Team and reimbursed by Visible under this provision 
shall be the property of Visible, and, upon request by Vis-
ible, Creative Team shall assign ownership in, and deliver, 
any such equipment to Visible.

3. Copyrights & Intellectual property 
ownership 

No copyrightable Developments authored or created by 
Creative Team under this Agreement is deemed a “work 
made for hire”.  Creative Team retains all right, title, and 
interest in and to the Developments until this project is 
completed. 

Creative Team retains ownership of all original artwork, 
design elements, and other graphic information contained 
herein whether preliminary or final. Creative Team herein 
retains all rights except for those explicitly transferred via 
a usage rights agreement of original artwork (including but 
not limited to electronic files such as Adobe InDesign files, 
Adobe Illustrator files and Adobe Photoshop files).

Client may not in any way use original artwork designed by 
Creative Team for purposes outside the scope of the agreed 
project parameters without express written permission 
from Creative Team. Only when a specific license agree-
ment outlining usage rights has been agreed upon, can 
Client claim usage rights of the original design.

Standard industry practice stipulates that a general design 
project does NOT result in transfer of digital design assets 
such as original design files (also known as: source files), 
therefore the ownership of this intellectual property re-
mains with Creative Team. An agreement to provide usage 
rights of source files may be entered into between the Cli-
ent and Creative Team. Until such time, source files remain 
the legal and exclusive property of Creative Team.

The Copyright of any concepts, unused designs, illustra-
tions or any other rejected artwork produced by Creative 
Team remain the property of Creative Team unless written 
authorization is supplied by Creative Team.

Creative Team reserves the right to reproduce any and all 
designs created in print and electronic media for Creative 
Team’s promotional purposes.

In the event that Creative Team decides to terminate the 
project prior to completion, an agreement to provide usage 
rights of source files will be entered into between Creative 
Team and Visible to ensure that Visible is able to assign the 
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completion of the project to another Visible Creative Team 
and assign usage rights to the Client for any work complet-
ed until the point of Creative Team termination. Until such 
time, source files remain the legal and exclusive property of 
Creative Team.

Creative Team agrees to grant Visible the rights to use Cre-
ative Team work in progress for promotional purposes on 
social media and on the Visible Website, and Visible agrees 
to obtain written permission from Creative Team before 
publicly promoting any work in progress.

4. Originality and Non infringement 

Creative Team represents and warrants that the Work 
Product and all materials and Services provided by Creative 
Team hereunder will be original with Creative Team or its 
employees or contract personnel, or shall be in the public 
domain and that the use thereof by Visible or its customers, 
representatives, distributors, or dealers will not knowingly 
infringe any patent, copyright, trade secret or other intel-
lectual property right of any third party. Creative Team 
agrees to indemnify and hold Visible harmless against any 
liability, loss, cost, damage, claims, demands, or expenses 
(including reasonable outside attorney’s fees) of Visible or 
its customers, representatives, distributors, or dealers aris-
ing out of any breach of this paragraph.

5. Confidentiality 

“Confidential Information” means the Work Product and 
any Visible proprietary information, technical data, trade 
secrets or know-how, including, but not limited to, re-
search, product plans, products, services, customers, 
customer lists, markets, software, developments, inven-
tions, processes, formulas, technology, designs, drawings, 
engineering, hardware configuration information, market-
ing, finances, or other business information disclosed by 
Visible either directly or indirectly in writing, orally or by 
drawings or inspection of parts or equipment.

Creative Team shall hold all Confidential Information in 
the strictest confidence and shall not, 
during or subsequent to the term of this Agreement, use 
Visible’s Confidential Information for any purpose whatso-
ever other than the performance of the Services on behalf 
of Visible. Confidential Information does not include 
information that (i) is known to Creative Team at the time 
of disclosure to Creative Team by Visible as evidenced by 
written records of Creative Team, (ii) has become publicly 
known and made generally available through no wrongful 

act of Creative Team, or (iii) has been rightfully received by 
Creative Team from a third party who is authorized to make 
such disclosure. Without Visible’s prior written approval, 
Creative Team shall not directly or indirectly disclose to 
anyone the terms and conditions of this Agreement. 

Creative Team agrees that it will not, during the term of 
this Agreement, improperly use or disclose any trade se-
crets of any former or current employer or other person or 
entity with which Creative Team has an agreement or duty 
to keep in confidence information acquired by Creative 
Team in confidence, if any, and that Creative Team shall 
not bring onto the premises of Visible any unpublished 
document or proprietary information belonging to such 
employer, person, or entity unless consented to in writing 
by such employer, person, or entity.

6. Visible Case Study

Creative Team agrees to provide a Project Case Study to 
Visible no later than the end of the 12th week of the project 
based on the guidelines provided on the previous page of 
this document.

7. Project Promotion

Visible reserves the right to display and link to all work 
created for this project as part of their online portfolio, 
write about this project and creative process on their 
websites and on social media channels, or enter this 
finished project or any designs created during the 
project into design competitions, and to write about the 
project on websites, in magazine articles, and in books 
about design.

In the event the project does not go to completion, or that 
the client chooses not to use the creative work produced, You 
agree that Visible still reserves the right to display and link 
to all work created for this project as part of Their portfolio, 
write about Your project and creative process on Their websites 
and social media channels, or enter Your finished project or any 
designs created during Your project into design competitions, 
and to write about the project on websites, magazine articles, 
and books about design. 

This license is exclusive, royalty free, perpetual, 
worldwide, and irrevocable.
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8. Conflicting obligations
 
Creative Team certifies that Creative Team has no outstand-
ing agreement or obligation that is in conflict with any of the 
provisions of this Agreement, or that would preclude Creative 
Team from complying with the provisions hereof, and further 
certifies that Creative Team will not enter into any such con-
flicting agreement during the term of this Agreement.

9. Term and termination

This Agreement shall be effective as of the date on this 
Agreement. This Agreement shall continue for 12 weeks or 
termination as provided below (“Term”). Either party may 
terminate this Agreement without cause upon ten (10) days 
prior written notice to the other party.

10. Assignment

Creative Team acknowledges that the services to be 
performed hereunder are of a special and unique nature. 
Neither this Agreement nor any right hereunder or inter-
est herein may be assigned or delegated by Creative Team 
without the express written consent of Visible. Any such 
attempted assignment shall be void.

11. Independent Creative Team

Creative Team shall perform the Services hereunder as an 
independent Creative Team. Nothing in this Agreement 
shall in any way be construed to constitute Creative Team 
as an employee of Visible. Since Creative Team is not an 
employee of Visible, it is understood that neither Creative 
Team nor any of its employees is entitled to any employee 
benefits during the Term. Creative Team acknowledges and 
agrees that Creative Team is obligated to report as income 
all compensation received by Creative Team pursuant to 
this Agreement, and Creative Team agrees to indemnify 
Visible and hold it harmless to the extent of any obliga-
tion imposed on Visible (i) to pay withholding taxes or 
similar items or (ii) resulting from Creative Team’s being 
determined not to be an independent Creative Team. In the 
performance of all Services hereunder, Creative Team shall 
comply with all applicable laws and regulations.

11. Limited Liability

Neither Party will be liable for any indirect, special, inciden-
tal, consequential, exemplary, or punitive damages. I agree 
that Visible will not be liable for any indirect, special, incidental, 
consequential, exemplary, or punitive damages arising from this 
project. I agree that Visible cannot guarantee the success of this 
or any other project completed through Visible. 

11. Miscellaneous

This is the entire agreement between the parties relating 
to the subject matter hereof and no waiver or modification 
of the Agreement shall be valid unless in writing signed 
by each party. The waiver of a breach of any term hereof 
shall in no way be construed as a waiver of any other term 
or breach hereof. If any provision of this Agreement shall 
be held by a court of competent jurisdiction to be contrary 
to law, the remaining provisions of this Agreement shall 
remain in full force and effect. Neither party shall have any 
liability for its failure to perform its obligations hereunder 
when due to circumstances beyond its reasonable control. 
This Agreement shall inure to the benefit of and be binding 
upon each party’s successors and assigns. 

This Agreement is governed by the laws of the State of 
Oregon without reference to conflict of laws principles. All 
disputes arising out of this Agreement shall be subject to the 
exclusive jurisdiction of the state and federal courts located 
in Multnomah County, Oregon, and the parties agree and 
submit to the personal and exclusive jurisdiction and venue 
of these courts. In witness whereof, the parties hereto have 
executed this Agreement as of the day and year below.

Accepted

C R E AT I V E  T E A M 

S I G N AT U R E 

N A M E  
 

D AT E
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Thank you. 
 

We’re committed to making sure that each and every project that is com-

pleted through Visible is conducted ethically, professionally, and respect-

fully. If at any time you have concerns about your client or the work that they 

are producing for you, please contact us immediately.

 

Jennifer Thomas, Executive Director
Kristin Wilson, Operations Director

team@visiblealliance.org

    

mailto:team@visiblealliance.org
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Q3  

Project 
Timeline  

W E E K  1  

Monday, June 24th 
 

Project kickoff call. Client contract and Scope and 
Value of Work agreements submitted to client for 
signature. 
 
Moodboarding, brand focus questions to client. 
 
Client / Creative Team deadline: return documents & 
contracts to Visible HQ by Friday, June 28th

W E E KS  2  &  3  

Monday, July 1st 

Round 1 of creative work is started & completed.

W E E K  4  

Monday, July 15th
 

Round 1 deliverable submitted to client on or before  
Monday, July 15th. 

Client deadline:  review work and provide feedback by 
Friday, July 19th.

W E E KS  5  &  6  

Monday, July 22nd

Round 2 of creative work is started & completed.

W E E K  7  

Monday, August 5th 

Round 2 deliverable submitted to client on or before  
Monday, August 5th. 

Client deadline:  review work and provide feedback by  
Friday, August 9th.

W E E KS  8  &  9  

Monday, August 12th 

Round 3 of creative work is started & completed.

W E E K  1 0  

Monday, August 26th 

Round 3 deliverable submitted to client on or before  
Monday, August 26th. 

Client deadline:  review work and provide final 
feedback (only small changes) by Friday, August 30th.

W E E K  1 1  

Monday, September 2nd 

Final changes completed, project wrap up. All final 
print-ready files, deliverables and project assets to 
client on or before Friday, September 6th. 
 
All project work officially ends and client work is 
officially considered closed Friday, September 6th.

W E E K  1 2  

Monday, September 9th

Creative Team completes project case study and final 
Value of Work document and sends both to Visible by 
Friday, September 13th. 

N A M E

S I G N AT U R E

D AT E 
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