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INTRODUCTION 

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

We founded Visible because we believe that organizations and 
businesses like yours deserve access to quality creative work. 

Whether or not you’ve worked with creative teams before, it’s 
important to understand Visible’s unique processes, how we work, 
and what you can expect before we get started. 

About Visible: What You Need to Know
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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 
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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RESOURCE 

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 to non-profits. 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.

Client Responsibilities

The Immediate Action Policy  

Feedback Guidelines
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Three 
Myths & 
a Truth  
So, you’re ready to start your first 
Visible project! Your creative team is 
passionate about your cause, you love 
their portfolio, and everyone is excited 
to get started. So, what could go wrong?  
Well, a lot! That’s why we’ve created 
these best practices guidelines.

We want your project to be as successful as possible, 
both for the sake of your organization, but also for 
your creative team’s sake. 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 the creative team is doing this work for 
free, the client will love everything they present, and 
appreciate their 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 businesses would never hire a designer for 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, your creative 
team will provide you with a Scope and Value of Work 
statement which cannot be added to or modified once 
signed. Your creative team knows that being  asked 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, our creative 
teams know the exact the amount of time and work 
they 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 

“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 creative team, and their 
deadlines. We want you to promise to tell us 
immediately if your creative team 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 client does not meet their 
responsibilities, they compromise the integrity 
of Visible as an organization. Lack of client 
accountability places creative teams in the tedious 
situation of having to remind a client of their 
responsibilities, and the added stress of completing 
a project in a shorter amount of time than needed to 
produce quality creative work. This wastes time, is 
disrespectful to your creative team, and harmful to 
your reputation as an organization.

If you have any doubts that you will  
be able to successfully meet your  
client responsibilities, please let us know. 
We would be happy to connect you with 
a designer, creative agency, or design 
studio accepting clients within your 
price range. 
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Real Talk™ 

Feedback
Guidelines  
Many of our clients are new to providing 
feedback to creative teams and may feel 
unsure of what to say or how to say it. 
We’ve put together a few basic guidelines 
to help communicate with your creative 
team and allow them to provide the best 
creative work for your project.

About rounds and revisions:

Your project includes three rounds of design, with the 
opportunity for two revisions that occur after Rounds 
1 & 2. Here’s how it works: In Round 1, your creative 
team will prepare initial design(s) for your review. 
Then, your creative team will make revisions to the 
design(s) based on your feedback, and present Round 
2. Your creative team will then collect more feedback 
from you, and make the 2nd revision, and present 
Round 3. Round 2 represents the final opportunity for 
revisions. The process is complete at the presentation 
of Round 3. If, a change in project direction is 
necessary after the presentation of Round 2, the 
project will be placed into a new project quarter and 
you will be assigned a new creative team to work on a 
new direction as part of a new project.

1. Be specific

Creative work is subjective. Ambiguous phrases 
such as “make it pop” or “it’s too bland” are not 
specific enough to guide your creative team towards 
a successful design solution. What “pops” to you 

and what “pops” to your creative team could be 
two different things. You might think “pop” means 
brighter colors. They might think “pop” means bigger 
and bolder fonts. 

So, be specific as possible in your feedback. Tell your 
creative team exactly what you like and don’t like. Is it 
the font? The colors? The imagery?

Subjective Feedback: ”It needs more pop."

Specific Feedback: "The colors might be a bit muted for our 

audience. A brighter color scheme might appeal to them and feel 

more like our brand.”

2. Trust your creative team to lead 
design decisions

Your project will be most successful if you resist the 
urge to tell your creative team exactly what to do. 
Whenever possible, try to provide specific critique 
without micro-managing.

Instead of directing your creative team to make 
changes in the way you think will work best, simply 
ask them to provide a few additional solutions for 
you to consider. This is a respectful way to allow 
your creative team to exceed your expectations and 
provide alternate design solutions that address your 
concerns in ways a non-design professional may not 
have been able to imagine.

Back Seat-Driver Feedback:  "Make our name red."

Design Neutral Feedback: "I’m not sure our audience will 

think we are a serious organization with our name in soft blue. 

Could you provide a few additional design solutions to make the 

mark feel more serious?"

2. Explain the “Why” 

Usually, when a client starts directing a design, it’s 
because they have an underlying concern that the 
presented design has not successfully addressed. 
Instead of trying to solve the design problem for your 
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creative team, it’s much more effective to simply 
explain the concern you have, and trust your creative 
team to provide a new solution to address it.  

For instance, feedback such as “make the title bigger” 

directs your team towards a specific solution, but 
doesn’t provide context for your concern underlying 
the request. Perhaps you want the title to be bigger 
because it’s too small to read. Or, perhaps your 
concern is that it doesn’t stand out from the rest of 
the text on the page. 

Our creative teams are trained professionals who may 
consider many possible solutions before deciding 
on the best one for the job: they may choose to make 
the font bigger, use a different font, change the color, 
create white space around the title, etc.

Mysterious Origin Feedback: "Make the title bigger."

Feedback with Concern Description:  
"I’m worried that people won’t be able to distinguish the title from the 

rest of the text on the page. How can we put more emphasis on it?"

3. It’s not about you, it’s about your 
audience

It’s easy to get caught up in what you like and what you 
don’t like. It’s important to remember that this creative 
work isn’t about you, it’s about your business. What 
matters is if your audience likes it, and if it meets the 
goals established at the beginning of the project. 
 
Self-centered Feedback: "I don’t like light blue. Change it to red".

Audience-centered Feedback: "The light blue color is 

playful, but our audience is serious. Could you provide a few 

more color options?"

4. Use respectful language

Creative teams are used to receiving feedback. You 
should feel comfortable sharing both positive and 
negative feedback with your creative team.

That said, receiving client feedback can be a vulnerable 
process, even for professionals. Please remember to 
be courteous and thoughtful about the way you frame 
your design feedback. Constructive criticism is helpful. 
Insults are never appropriate or helpful. 

Everyone likes to feel appreciated. Even if your team’s 
work didn’t hit the mark on this round, please don’t 
forget that this team is volunteering and donating 
their time. 

Disrespectful Feedback:  "Hell no. None of these marks are 

even close. Are these computer-generated? All are a definite NO. 

All these designs are a big miss. I am not feeling any of the marks 

you have sent. Not even a little bit. I am sorry to be so blunt, but I 

figure you need to hear my honest reaction."

Ok, perhaps their work didn’t hit the 
mark on this round. It’s important to 
remember that these are volunteers, 
and that they are donating their time to 
help your business. Not getting it right 
on the first try is a normal part of the 
creative process. 

It is possible to be honest while remaining respectful. 
As always, express your concern about what’s not 
working tactfully, and mention any elements you 
do like from the presented work as a point to move 
forward into the next round. Try to avoid all caps, as 
they can feel confrontational.

Respectful Feedback:  "The icon options presented in this 

round don’t feel right. I am concerned that they aren’t expressing 

community outreach. I want to keep cultural sensitivity in mind, 

so let’s avoid anything that is reminiscent of tribal iconography 

going forward. 

The elements I do like are the colors and the typefaces from 

direction A. Can we return to the mood board and revisit some of 

the initial icon benchmarks? Let me know if there is room in our 

scope of work to see a few new icon options that have a stronger 

visual association with my brand keywords.”
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PROCESS 

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 
each client contractually agrees 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.  

Visible Terms of Service & Client Agreement 

Visible Client Contract 
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Q2  

Project 
Timeline  

W E E K  1  

Monday, April 1st 
 

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, April 5th

W E E KS  2  &  3  

Monday, April 8th 

Round 1 of creative work is started & completed.

W E E K  4  

Monday, April 22nd
 

Round 1 deliverable submitted to client on or before  
Monday, April 22nd. 

Client deadline:  review work and provide feedback by 
Friday, April 26th.

W E E KS  5  &  6  

Monday, April 29th

Round 2 of creative work is started & completed.

W E E K  7  

Monday, May 13th 

Round 2 deliverable submitted to client on or before  
Monday, May 13th. 

Client deadline:  review work and provide feedback by  
Friday, May 17th.

W E E KS  8  &  9  

Monday, May 20th 

Round 3 of creative work is started & completed.

W E E K  1 0  

Monday, June 3rd 

Round 3 deliverable submitted to client on or before  
Monday, June 3rd. 

Client deadline:  review work and provide final 
feedback (only small changes) by Friday, June 7th.

W E E K  1 1  

Monday, June 1oth 

Final changes completed, project wrap up. All final 
print-ready files, deliverables and project assets to 
client on or before Friday, June 14th. 
 
All project work officially ends and client work is 
officially considered closed Friday, June 14th.

W E E K  1 2  

Monday, June 17th

Creative Team completes project case study and final 
Value of Work document and sends both to Visible by 
Friday, June 21st. 

N A M E

S I G N AT U R E

D AT E 
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Terms of Service
 

 Client
Agreement   
This is a legally binding contract. Please initial each box and sign.

1. Pro Bono vs. “Free”

Your Visible Creative Team is providing 
work to you at no charge (“free”), to 
support the value of what you do for our 
community. While this work is being 
provided at no financial cost to you, 
there are other ways we will ask you to 
compensate your Creative Team for the 
work they are donating. 

We’ve promised our volunteers that we’d let you know 
how important these forms of compensation are to 
the success of your project, so we need to make sure 
that you understand and agree to them before your 
project begins.

A .  A P P R E C I AT I O N  &  R E S P E C T

Appreciation is the emotional currency of volunteering. 
While your Creative Team is not being compensated 
financially for this project, your compensation to them in 
the form of appreciation, kind words, and respect is key to 
helping them maintain enthusiasm and motivation to create 
the best possible work for your project. 

B .  C R E AT I V E  F R E E D O M

We will expect you to grant your Creative Team more creative 
freedom in the work that they create for your project than 
you would when paying for creative work. This compensates 
your Creative Team by providing professional development 
opportunities that they may not enjoy at their paid job. 

C .  P U B L I C  P R O M O T I O N

Pro-bono work can provide your Creative Team with 
professional opportunities for advancement, but it can only do 
that if they are allowed to show off the work they have created 
for you. Visible requires you to grant your Creative Team 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 websites and social media channels, 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.

We usually find that if a client does not feel comfortable in 
agreeing to these three trade-offs in exchange for free creative 
work, Visible is probably not a good match for their needs. If 
this is the case for you, just let us know. We would be happy to 
connect you with a designer or design studio accepting clients 
within your price range. 

I agree that these trade-offs are a fair exchange for 
receiving professional creative work free of charge. 
I agree to appreciate and respect my Creative Team 
verbally and in writing throughout the project, 
allow them full creative freedom, and permit them 
to publicly promote the work they create for this 
project without limitation.

2.  Project timeline
 
Before your project intake call, you’ll receive a project timeline 
from Visible. Please review this document carefully to make 
sure that you are available and willing to provide feedback 
to your Creative Team on or before the client deadline dates 
in this document. Providing feedback by these dates is your 
main responsibility during the 12-week process. Any delay 
in providing feedback creates a time deficit for your Creative 
Team to work on the following round of creative work, and 
places your project in danger of not being completed before the 
project completion date.

I agree to provide feedback on or before the 
client feedback dates listed in the timeline, and I 
understand that my project will be terminated if 
I fail to provide feedback by any of the scheduled 
dates in this document. 
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3. Designated point of contact and  
decision makers

Before your Creative Team begins work on your project, it is 
important that you review our guidelines with your board 
members, trustees, donors, or any other main decision 
makers on your team so that they understand our rules and 
feedback guidelines. Visible requires your Creative Team to 
be in direct contact with the main decision makers at each 
stage of the process. 

We require that you limit your main decision makers for 
the project to a maximum of 2-3 trusted colleagues, board 
members, or employees that are familiar with your business 
to help you review the work your Creative Team creates for 
you. 

I agree that there will be no more than 3 decision 
makers contributing feedback to this project, and 
that feedback from all parties will be compiled into 
a single email with no conflicts in direction. There 
will be one designated main point of contact for all 
project communications, who must also be the signee 
of this contract. If this main point of contact changes 
during this project, the new point of contact must 
review and sign this document before work can 
resume.

4. Scope of work 

Just as your project has a start date, it also has an end. The 
process of working with your Creative Team is finite. Visible 
projects extend 12 weeks and end on the project completion 
date in your timeline document. 

You will receive a specific and limited number of 
opportunities to provide feedback to your Creative Team 
and influence the direction of your project during the 12 
week process, as outlined in the project timeline. As such, 
it’s important to be fully engaged when your Creative 
Team presents work for your review, and thorough in your 
feedback and direction for the next round of work in order 
to make the most of your time together. 

At the beginning of the project your Creative Team will 
provide you with a Scope and Value of Work statement 

outlining each deliverable you can expect to receive at 
the end of the project. This scope of work is a contractual 
agreement, and cannot be added to or modified once signed.

I understand that this project has an end date, 
and that the project may not extend beyond the 
timeline for any reason. Furthermore, I agree 
that asking my Creative Team to provide more, or 
different, work than outlined in the official Scope 
of Work agreement is a breach of contract, and will 
result in an immediate project termination.

5. Value of work

Though your Creative Team has agreed to donate their 
services free of charge, the value of their work corresponds 
to a specific dollar amount, based on their hourly rate. 
You will receive a Value of Work estimate at the beginning 
of your project that outlines the number of hours your 
Creative Team estimates they will spend completing your 
project, and the corresponding dollar value of that work. 
Keep this document for your records. You will be expected 
to provide your Creative Team with the same amount of 
appreciation and respect that you would to a donor giving 
this dollar amount in currency to your organization.

I understand that my Creative Team normally 
charges market rates for creative work and is 
donating these same services to me without being 
compensated financially in any way. 

6. Trust

You may be wondering  “If we agree to grant our Team 
creative freedom, how can we be sure that the work will be 
good, or fulfill the needs and requirements of our project?”

One of the reasons that Visible personally reviews the 
experience, qualifications, and track record of each of our 
members and Studio Partners is to select the most qualified 
Creative Team available to work on your project. Visible 
members and Studio Partners are practicing professionals 
with clients that pay market rates for their services.
As experts in their field, you can expect your team to create 
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exciting work for you that pushes the boundaries of what you 
may be used to seeing. We encourage you to give it a chance, 
and keep in mind that these are the same teams whose paying 
clients trust to lead the look and feel of their brands.

If, after giving the work a fair chance, you still aren’t 
convinced that the project is going in the right direction or 
have concerns about the work that your Creative Team is 
recommending, please contact the Visible HQ team as soon 
as possible.

I agree to place the full trust of my organization 
into the expertise and advice of my Creative Team. I 
agree to give their work a fair chance, even if it may 
be different than what I was initially expecting. 

7. Feedback & Revisions

Allowing your team increased creative freedom does not mean 
that they will do whatever they want without your input. 

Visible Creative Teams agree to follow processes that 
facilitate focused and appropriate client input at critical 
stages of each project.

Prior to starting creative work, you’ll have the opportunity 
to participate in processes that help your Creative Team 
gather more information about your project goals and 
aesthetic preferences. This is the perfect time to invite your 
board, team members, or employees to participate in the 
creative process. 

At the beginning of the project, your Creative Team will 
start a conversation that will help establish the overall look 
and feel of the work that they will create for you.

Next, your Creative Team will begin work. From there, you 
will choose the option you like best from the directions 
presented and provide feedback to the Creative Team 
for revisions. Then, they will refine the direction you’ve 
selected, and present you with additional work. The project 
lasts until the project end date is reached, then the project 
is complete.

I agree to follow the Visible feedback guidelines 
when providing feedback to my Creative Team.

8. If in doubt, contact us

We’re committed to making sure that each and every project 
that is completed through Visible is conducted ethically, 
professionally, and respectfully. If at any time you have 
concerns about your Creative Team or the work that they 
are producing for you, please contact us immediately.

I agree to contact Visible immediately if I have any 
concerns about my Creative Team, the work they 
have presented, or if I am dissatisfied with any 
aspect of this project. 

9. Accepted

I have read, understand, and agree to  follow the 
Visible Terms of Service & Client Agreement

C L I E N T 

S I G N AT U R E 

N A M E  
 

D AT E
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Service Agreement
 

 Client
Contract   
This is a legally binding contract. Please fill and sign.

This service agreement (“Agreement”) 
is made and entered into as of the date 
on on this document between Visible 
(“Visible”) and      
(“Client”). (“You” or “Your”), individually 
a “Party” and collectively the “Parties”. 

1. To Begin...  
You are entering into an agreement with Visible to 
promote your project to a Visible Creative Team to create 
work for You free of charge. Your Visible Creative Team 
will provide a separate Scope of Work document, which 
includes a list of what You can expect Your Creative Team 
to deliver (individually a “Deliverable” and collectively the 

“Deliverables”). 

The Parties agree as follows: 

2. Process and Policies

ROUNDS. Each design draft that Your Visible Creative Team 
presents under this Agreement is referred to as a “Round” 
and collectively the “Rounds”. This project includes a 
specific and limited number of Rounds of design, with the 
opportunity for a specific and limited number of revisions 
which will be outlined in the Scope of Work document 
provided by Your Visible Creative Team.

FEEDBACK PROCESS. Throughout the completion of Rounds, 

Your Visible Creative Team will be seeking Your feedback. 
You agree to provide feedback to Your Visible Creative 
Team after receipt of a Deliverable and before the client 
deadline date. Although Your Visible Creative Team is going 
to work very hard to make sure You are completely satisfied, 
You agree that Your approval is not needed for the purposes 
of considering a Round completed. 

3. Client Initiated Project Delays 

If Your project is delayed for more than one (1) week due 
to non-response of emails, lack of feedback, or a delay 
in supplying assets, Your Visible Creative Team may 
consider that Your notice of Your intention to terminate 
this Agreement, and the provisions of the section headed 

“Termination” will apply. 

Your Visible Creative Team has arranged its schedule 
to devote a specific time period to Your project. 
Consequently, Your Visible Creative Team cannot extend 
a project deadline after a delay has occurred, and you 
will not be eligible for further service through Visible 
after a Client initiated project delay. See: Immediate 
Action Policy on page 6 of the Visible Client Handbook.

4. Scope Changes
 
At the beginning of the project Your Creative Team will 
provide you with a Scope and Value of Work statement 
outlining each deliverable you can expect to receive at the 
end of the project. This Scope of Work is a contractual 
agreement, and cannot be added to or modified once signed.
Requests to provide more, or different, work than 
outlined in the official Scope of Work agreement is a 
breach of contract, and will result in an immediate project 
termination.

5. Rounds

Each design draft that Your Creative Team presents under 
this Agreement is referred to as a “Round” and collectively 
the “Rounds”. This project includes three (3) Rounds of 
design, with the opportunity for two (2) revisions that 
occur after Rounds 1 & 2. Here’s how it works: In Round 1, 
Your Creative Team will prepare initial design(s) for Your 
review. Then, Your Creative Team will make revisions to 
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the design(s) based on Your feedback, and present Round 
2. Your Creative Team will then collect more feedback 
from You, and make the 2nd revision, and present Round 
3. Round 2 represents the final opportunity for revisions. 
The process is complete at the presentation of Round 3.

6. Project Promotion

Visible and Your Visible Creative Team reserve 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, 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 you 
choose not to use the creative work produced, You agree that 
Visible and Your Visible Creative Team 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, 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.

7. Term and termination

This Agreement shall be effective as of the date in this 
Agreement. This Agreement shall continue until the Visible 
Project Quarter is completed 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.

Both parties have the right to terminate this Agreement 
immediately by written notice if either Party breaches the 
Agreement and does not cure that breach within fifteen (15) 
calendar days of receipt of notice of the breach. 

Visible HQ and/or your Visible Creative Team have the 
right to terminate this Agreement if You fail to cooperate 
or follow Your Visible Creative Team’s advice on a material 
matter, or if any fact or circumstance, in Your Visible 
Creative Team’s view, renders continuation of Your Visible 
Creative Team’s services inadvisable, commercially 
impracticable, illegal, or impossible.

Upon termination, Your Visible Creative Team agrees to 
deliver to You any completed Deliverables, along with any 
files Your Visible Creative Team has pertaining to the project. 

Because Your Visible Creative Team has reserved a certain 
block of time to complete this project for You, if You 
terminate the project before it is completed, you will not 
be eligible for further services through Visible.

8. Compensation
Both parties agree that this is a pro bono work agreement, 
and that there is no monetary compensation for this 
project. Your Visible Creative Team will be credited as 
creative author of this project in all references to the 
project online, in social media, and in print publications.

9. Copyrights & Intellectual Property 
Ownership

You guarantee to Your Visible Creative Team that any 
elements of text, graphics, photos, designs, trademarks, or 
other artwork that You provide Your Visible Creative Team 
for inclusion in our designs are either owned by Yourself, or 
that You have permission to use them. 

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

You also own text content, photographs, and other data You 
provided, unless someone else owns them. 

Your Visible Creative Team retains ownership of all original 
artwork, design elements, and other graphic information 
contained herein whether preliminary or final. Your 
Visible 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).

You may not in any way use original artwork designed 
by Your Visible Creative Team for purposes outside the 
scope of the agreed project parameters without express 
written permission from Your Visible Creative Team. Only 
when a specific license agreement outlining usage rights 
of original artwork has been agreed upon, can You claim 
usage rights of the original design.
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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 
remains with Your Visible Creative Team. An agreement 
to provide usage rights of source files may be entered into 
between You and Your Visible Creative Team. Until such 
time, source files remain the legal and exclusive property of 
Your Visible Creative Team.

The Copyright of any concepts, unused designs, illustrations or 
any other rejected artwork produced by Your Visible Creative 
Team remains the property of Your Visible Creative Team unless 
written authorization is supplied by Your Visible Creative Team.

Visible and Your Visible Creative Team reserve the right to 
reproduce any and all designs created in print and electronic 
media for  promotional purposes.

10. Relationship

Your Visible Creative Team has the experience and ability 
to perform the services contained in the Scope of Work and 
will carry them out in a professional and timely manner.  

You have the power and ability to enter into this contract 
on behalf of Your company or organization. You agree to 
provide Your Visible Creative Team with everything that 
Your Visible Creative Team needs to complete the project 
on or before the project start date, and in final format. You 
agree to review the work, provide feedback, and sign-off 
approval in a timely manner. 

This Agreement does not create an employee-employer 
relationship. Our relationship to You is that of independent 
contractors. As a result, both parties are solely responsible 
for all of our own employees, including the payment of 
compensation, and other required payments.

Nothing in this Agreement will be deemed to create any 
association, partnership, employment, joint venture, 
or agency relationship between the Parties, and the 
Parties shall not have the right or authority to create 
any obligations of any kind, make any representation or 
warranty on behalf of the other Party, or to bind the other 
Party in any respect. 

10. Limited Liability
 

Neither Party will be liable for any indirect, special, 
incidental, consequential, exemplary, or punitive 
damages. You agree that Visible and Your Visible 

Creative Team’s liability arising out of this Agreement 
will not exceed the amount actually paid or payable to 
Your Visible Creative Team under this Agreement.

This Agreement constitutes the Parties’ entire understanding 
with respect to the work and supersedes all prior 
understandings, whether written or oral. You cannot 
transfer or assign this contract without Your Visible 
Creative Team’s written permission. This contract stays in 
place and need not be renewed. Except as provided herein, 
no term or condition of this Agreement may be amended or 
deemed waived, except by a writing signed by the Parties 
that refers to this Agreement. This Agreement may be 
executed in identical duplicate counterparts, each of which, 
when so executed, will be deemed an original, but all of 
which will constitute one and the same agreement. If any 
term or part of a term of this Agreement is invalid, illegal, 
or unenforceable, the rest of the Agreement will remain in 
effect. This Agreement will be governed by and construed 
in accordance with the laws of the state of Oregon, without 
regard to conflict of laws principles. Any claim arising out 
of this Agreement, including tort claims, must be resolved 
in Multnomah County, Oregon.

 
11. Accepted

I have read, understand, and agree to follow the Vis-
ible Contract and Service Agreement.

C L I E N T 

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 creative team or the work 

that they are producing for you, please contact us immediately.

 

Jennifer Thomas, Executive Director
Kristin Wilson, Operations Director

team@visiblealliance.org
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