 COMMISSIONING ARTWORK POLICY



Background

The purpose of this policy is to establish rules for Commissioning Artwork from designers and fine artists require different guidelines pertaining to process, technical requirements, copyright, and application of the artwork.
Definitions

Designer is defined as a person who has formal training in visual communication design and is concerned with image development, typography, and the layout of promotional and informational materials.

Artists are defined as individuals who create works of art for the purpose of self-expression, based on their own ideas.
References

N/A

Policy 


1. Working with an illustrator/ designer

Review a portfolio of related work (posters, book covers, CD Jacket covers, or other image based work). Examine this work for technical quality, for style (i.e. bold, graphic, soft) and the determine style and quality you see are appropriate and acceptable for your project.
2. Image

Meet with the designer and explain the theme, and provide them with any relevant background information. You should be able to tell the designer what you hope to communicate, and how you would like the image to feel. (i.e. celebratory, serious, fun, factual). If there is reference material available provide that to the designer. Part of the designers’ training is in developing conceptual frameworks to communicate specific ideas and intention. If you have any image in your own mind, it is helpful to explain your “vision” to the designer. However, it should not be necessary, nor will it yield the best result, to instruct the designer in how to specifically create the image. It is helpful to have a clear idea of what the image needs to ”say” to people.
3. Requirements

Be clear about your requirements. Indicate what you will be using the image for before the designer starts work, including specifics on:

• The range of materials, and their shape (these may range form square to  

   very thin verticals, which require very different image croppings.)

• How many colours of ink you will be printing. 

• What kind of printing you will use (i.e. web, offset, or digital photocopied, 

   web.)

• What kind of paper you will be using.

• The final finished sizes of pieces, and the final image resolutions you will  

  require.
4. Quote

Have the designer provide a specific quote for this work. Including the

Rights for usage of the image, as well as a list of deliverables, i.e. number of sketches, number of revisions, final artwork in what medium, final digital

in what resolution. You may want to draw up a letter of agreement outlining the terms for use, including specific details of print and web uses. You should expect that if the designer is creating a completely original image for you, will have full use of that image for the duration of the promotion of the conference. The designer/ illustrator is free to resell the image to a different client in the future, so you must ensure that they will not resell this image for an agree period (usually 12 months following the day of the first use.)

5. Commission

When you commission an illustration, you are purchasing the rights to use

the image for a specific time period and a specific range of application. You do not own the image itself, and you cannot re-appropriate it to any other purpose without the designers written permission, and without further payment.  Typically, you will be required to return the original artwork to the illustrator/ designer within an agreed time period (usually in the days following the printing of the first promotion piece).  What you can expect. When working with professional designers you can easily ask for two initial ideas for images to choose from. These may be presented in sketch form, or as polished mockups. Any feedback you may have can be given to the designer, who will present revised concepts, and following your approval of those, will provide finished art.

6. Working with an Artist
Artists may have formal training in their craft, but they typically create

images for their own purposes (personal expression or display) only. Artists do not necessarily have experience in creating artwork based on another persons ideas, nor do they have experience in creating multiple or different images around a given theme or idea. Finally, artists tend to work in a single particular medium, and you can expect that any request to them will be rendered in their medium of choice.

7. Existing Artwork
Working with existing artworks because most artists do not have experience in creating pictures for promotional purposes, you may have more success working with an existing artwork that fits your needs. If you want that artwork to reflect a theme, explain the theme to the artist and talk about how you see the theme being visualized, and see if there is a link between your vision and a piece of art that exists.  

Be cautious in choosing the piece. Most original art is created much larger

that it will be used in promotional materials. Make sure the image will be

clear and understandable in reduced sizes, and in black and white as well as colour applications. Make sure the shape of the image will work for all the range of shapes for promotional items.  If you find a piece that looks and feels right. Negotiate use of that piece.  As with designers and illustrators you do not own the actual artwork. You will be buying use of it for a specified period of time. This should be set out in a letter of agreement.

Do not ask the artist to create a digital file for you unless they work in a

digital medium in their artwork. Do not ask them to include any type in

their image?  You will have a better result to work with the type and image

separately.
8. Original Artwork

The alternative to using an existing artwork, is to commission a new piece. Typically, “artists” do not have the experience of being given a specific idea to render, and this approach may not produce a satisfactory result within the given timeframe.

Working with the artwork. If you have chosen a painting or drawing, work

with a designer to develop the “look”. The look includes background images, main image and all the text required. The artwork should not be recreated or re-rendered. It should be scanned in colour and black and white, and incorporated intact. Redrawing the image, will cause it to loose its’ character, and the artists integrity. If you are altering the image in any discernable way, you must have the artist’s permission to do so.
Employee Rights & Responsibilities

N/A

Executive Director, Manager & Supervisor Responsibilities

N/A

Complaint Process


N/A

Resolution Process

N/A
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