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Here we are in Part Two of our journey together. In Part One we

covered how to actively bring in commission projects you want, how
to navigate initial potential client communication and how to get clear

on someone's request for a commission.  
In this second session we'll pick up right where we left off and go over
the official beginning with new clients (aka on-boarding), the in's and
out's of the commission creation process itself and the closing of a

project. 

WELCOME BACK!

I recommend having this guide with you when you attend the live
class. You can follow along on your computer and write in a

separate notebook, or print it out and write directly in it. It's also a
great place to take notes while you follow along in class! 

 
Also, while this guide has tons of good info within it, it's not meant to

stand alone. I recommend using it in addition to parts 1 + 2 of the
crash course to make sure you're taking in all of the juicy info that
goes along with the writing exercises and key points mentioned in

the guide. 
 

   
 

AS A REMINDER...



THE OFFICIAL BEGINNING  
OF A NEW PROJECT 

Once you're clear on the project that's been requested of you and
you're a full Yes to working with a new client...it's time to quote them
a price and make the project official! There's a few things that go into
this phase of "on-boarding" a new client. 

1. Pricing + Price Quotes 

3. Having your new client sign a contract 

4. Setting up the container and expectations for the process  

PRICING + PRICE QUOTES 

As a rule of thumb, I like to use my standard price per size from my
own shop as a baseline and then ask myself the following questions: 

     1. In terms of time, effort and materials is this project going to 
        require more, less or an equal amount than a standard piece  
        this size? 

 



     2. In terms of client involvement or special requests, will the  
         standard price be sufficient? Or does it need to be more?  

     3. Is this a licensing project where the piece will be used for resale 
        or commercial purposes? If so, does it make more sense for my 
        own financial bottom line to add in a royalty percentage or a 
        large flat fee? 

Let's talk SHIPPING cost... 

You always want to say "plus shipping" whenever you give a quote. I
recommended giving a ballpark estimate for what that will be so they
can keep it in mind, or collecting their zip code before discussing
prices and then giving them an exact quote.  

If the client responds to your initial quote by staying it's too
expensive for them, you can always come back with budget options
on how to make the project less expensive. Some ideas for this
include: 

     1. A smaller size 
     2. A piece that is less involved and/or more simple 
     3. A piece with less expensive materials (ie paper v. canvas) 
     4. A piece with a longer timeline to complete (if that makes sense 
         for the way you do things)  
     5. Offering a payment plan  
     6. Rolled canvas shipping v. boxed shipping for larger pieces 

Once you have your price quote determined you can send it to them
in an email that looks something like this:  



Hi there Jane, 

Thanks so much for filling out the assessment form! I love what you have
in mind for this piece and I'd love to create it for you.  

The cost of a piece like the one you've requested is $800 plus shipping.
Boxed shipping for a piece this size is typically anywhere between
$70-$100 depending on where you're located. 

If this works for you-- great! We can take some next steps to make the
project official. If not, let me know and I'd be happy to discuss ways to
make a piece work within your budget. [You don't necessarily have to add
this...you can leave it out and respond with these options only if they tell
you the price is too expensive]. 

[You can end it here and wait for a yes. Or you can continue on with the
next part and explain everything in one email] 

The way I do payments is half up front and then half upon the final image
and before the piece is shipped out to you. The shipping cost will be
added to the second payment. 

If you're ready to move forward you can go ahead and make your initial
deposit with the link here. You'll receive a simple agreement in an email
following this one. Please let me know if any questions come up as you
look it over. If not, go ahead and digitally sign it. 

Once those two things are taken care of we will have officially started
together and I can begin to work on your piece! 

I can't wait to get started on this for you. And again, let me know if you
have any questions. 

Warmly, 
[Your Name] 
 



CONTRACTS 

I like to keep my contracts short, clear and simple. See below for
examples of a standard contract and a contract for a licensing
deal. The easiest way I've found to do contracts is to create a
template via a free online program called 17hats. This allows your
client to sign digitally, as well as a set a deadline for the contract.  

Example 1: Standard single art piece agreement



Example 2: Licensing Contract 

You'll notice this contract is very similar, but with the key
differences being the sections that cover usage, credit and
modifications. 

* Text verisons of these contracts will be sent in your resource
sheet so they can be copy and pasted and used as templates.  



THE CREATION PROCESS

Once the first payment is made and the contract is signed it's time
to start creating the custom piece! I find that keeping your client
informed and in the loop is key. 

If you haven't already communicated to them thoroughly about
what to expect in the process I recommend doing so before you
being so they're prepared for what's to come. Just a simple walk
through of the pre-work, and the back and forth progress photos
should suffice to prepare them. Don't forget to set expectations
as far as their own response time, as well. 

AN OVERVIEW OF THE PROCESS 

1. The pre-work 
2. The creation of the piece itself which happens layer by layer, or
part by part (depending on your style). 

Let's go into each. 

PRE-WORK 

This is the part of the process where you are still "visually
confirming" what your client wants and also getting a chance to
play with the ideas presented to you in the assessment form
without any pressure of starting in on the official piece just yet. I
like to let this be very elaborate and thorough, as the sample(s)
chosen will act as a guide for the rest of your process (a big stress
savor!). 



I like to do 2 rounds of samples, adding more if necessary. I
recommend choosing a type of sample that will be most helpful to
you in creating the piece and most helpful for your client in being
able respond to and choose from some visual options. Depending
on your style this might take the form of... 

     Examples of different color combinations 

     Mock-ups of different compositions and stylistic elements 

     Drafts or quick sketches if your style is more realistic or 
     figurative 

     A combination of the above 

See below for a few examples of some of my pre-work samples
from past projects. 

    



As for communication and back and forth of the pre-work, it's helpful
to draw your client's attention toward what's important in the
samples (are they judging for color? composition? style?) and let
them know HOW they can provide you with helpful feedback. 

Here's an example: 

Hi Jane, 

I have your first round of palette samples ready for you.  

The purpose of these samples is simply to give us a starting ground to work
with. If you see one or a few that you like-- great! We'll build on that. If not,
that's cool, too! Based on the colors you like and don't like in these samples,
I'll create another round that is more narrowed down and that expand on
what you like. 

You'll notice these are slightly more "styled" than straight forward palettes and
that's because I wanted to show how the white space would look with the
color schemes (since I know you want the piece to have spaciousness and lots
of white). But even though there are some stylistic elements here and there,
these are mainly to show colors and aren't necessarily indicative of any
specific composition yet.  

It's helpful for me to know which of these you like (if any) and what specifically
about them you like. I've numbered them in their titles for reference. 

Looking forward to hearing your thoughts! 

xo, 
Devon 



STEP BY STEP PROCESS OF THE OFFICIAL PIECE 

Once you land on one or two samples from the pre-work that your client
feels really good about you're ready to start in on the official piece.  

For this part of the process, I typically will send anywhere from 2-5
progress photos (depending on the size and type of piece).  

I recommend communicating each progress photo much in the same way
you did during the pre-work:  

     Explain to them what they're looking at 

     Let them know what would be helpful for you to know at this point 

     Prepare them for when they can expect the next photo and what might 
     be coming next in the next phase of the piece 

As you get farther along you may want to start letting them know where
things are still flexible and where they aren't. 

For example, in one of the final phases you might write something like.... 

"At this stage in the piece the composition is relatively set in stone, but
elements can still be added and colors can still be changed." 

     Some tips for YOU during the creative process of a custom piece: 

     Keep in mind that almost ALL pieces of art hit a difficult moment during 
     their creation process. You likely WILL make a mark you don't like or a 
     mistake that you regret. This is normal. You're client will very likely not 
     be able to tell and it's NOT a break for the whole project. 

     Take space from the piece when you need it. There's nothing like a 
     week break to give you new ideas and help you see the piece with fresh 
     eyes (I recommend factoring this into the the timeline you quote for a 
     project). 
      
      
    



     Refer back to your pre-work sample(s). Is the piece staying in 
     line with the agreed upon sample? If not, adjust! 

     Refer back to the original assessment. I like to write down 
     some key words from the survey and keep them in my work 
     space as a reminder. 
      

     If the piece is really giving you anxiety, work on two at the 
     same time. You can either only present the one that seems to 
     be moving in the right direction, or present your client with 
     the two options at the end. 

What to do if you're client DOESN'T like a progress photo: 

     Resist the urge to defend why you made the artistic choices   
     you did (we all want to do this when we first read the email! 
     But it's not productive, I promise). 

     Realize that this is totally normal and okay! It's WHY you have 
     progress photos and a process like this-- so you can adjust  
     things during the process. Negative feedback often makes the 
    piece even better in the end.  

    Thank them for letting you know. It's not easy tell someone 
    when you don't like something. 

    Present positive options. How can you adjust the piece to 
    accommodate what they don't like about it? Let them know 
    what is possible from this point in the piece. If you have 
    further questions about what they aren't liking be sure to ask. 



CLOSING THE PROJECT

Once final image of the piece has been approved by your client you
want to... 

1. Finish out with your client 
2. Collect feedback and (hopefully) a testimonial  

Before shipping out the piece, you want to be sure to collect the final
payment plus the cost of shipping.  

In your closing email you might say something like... 

Hi Jane, 

Your custom piece is complete and is all ready to be shipped out!
You can go ahead and make your remaining payment of XXX (which
is 50% of the total cost + shipping) with the link here. After I receive
the payment I'll have your new painting out to you in 7-10 business
days.  

It's been such a joy to work with you on this and I can't wait for you
to receive it. I look forward to hearing how it changes up your space.

Thank you again for everything! 

Warmly, 
[Your Name]



COLLECTING FEEDBACK + TESTIMONIALS 

About 7-10 days after your client has received their piece I
recommend following up with an email like this... 

Hi there Jane, 

I hope all is well with your new painting! How are you liking it so
far? 

If you have a few moments I would greatly appreciate if you
share about your experience working with me in this short
questionnaire here. 

I'm always looking to provide the best experience possible for
my clients and improve upon my process and I very much value
your thoughts. 

Thank you again for your business! I'm sending you all the best. 

Warmly, 
[Your Name] 

As for your questionnaire, your goal should be to a) genuinely
learn about what your client loved and what you might be able to
improve upon and b) collect some kind words for your website or
info page. 

See below for an example.  





That concludes the PDF Guide
for PART TWO 

Craft the answers you receive into a testimonial and add them to your
website or info page!  

Kind words like this are also great to share on social posts and Instagram
stories when you return to marketing your open commission spots. 

Other ideas for continued growth include... 

     Offering a referral program wherein the client who sends you a referral   
   receives a free print or special discount on their next purchase.  

    Following up and asking for a photo of the piece in it's new home to be 
    used for future promotions.  

A FEW CLOSING NOTES 

Even with ALL the best information and preparation you will inevitably learn
a ton from experience.Your art is unique and so your process for custom
pieces will have to be unique, too! Doing custom work is an art in itself, and
just like the creative process, you'll become more savvy AND confident as
time goes on. 


