
Agreement between Camp Creative Group, herein referred to as CCG, and the business or individual identified on this agreement, herein referred 
to as CLIENT.

GENERAL WORK AGREEMENT
This document defines the terms and conditions of our working relationship. In choosing to work with CCG and signing a Proposal or Estimate, or 
requesting hourly work, CLIENT acknowledges their agreement to the following Terms and Conditions:

PAYMENT / INVOICING
CLIENT agrees to pay CCG in accordance with the terms specified in each proposal / estimate.

If no terms are specified, the following will apply: In proposals for a project rate above $2000, a 50% non-refundable retainer fee will be paid before 
the project commences and the remainder before delivery of the final files. Project rates $2000 or below will be paid in full before the project 
commences. For projects done at an hourly rate, the amount may be billed in phases and the total shall be paid before delivery of the final files.

In the case of hourly work, our current hourly rate will be billed in fifteen (15) minute increments with no less than one (1) billable hour. We will do 
our best to inform CLIENT of any rate changes, however it is ultimately CLIENT’s responsibility to be aware of our current hourly rate.

Unless otherwise specified, all invoices are due upon receipt and payable within fifteen (15) days of receipt. If an invoice is not paid within that time, 
it will be subject to a 10% late fee. Interest on past due invoices is 18% annum or 1.5% per month. We reserve the right to refuse completion or 
delivery of work until past due balances are paid. If we must retain attorneys to collect our invoices, we will be entitled to reasonable attorney’s fees, 
court costs, and interests.

If a project is postponed or delayed for 60 days, CCG retains the right to invoice for work performed. In the case of a project rate, the amount billed 
will be a percentage of the total due directly related to the percentage of project completion.

Upon reasonable notice, any and all invoices from our vendors, time sheets and other documentation relating to your account will be available to 
you. Requests for anything outside of our own documented records will be subject to our standard hourly rate for preparation of such materials.

All materials or property belonging to the CLIENT, as well as work performed, may be retained as security until all just claims against the CLIENT 
are satisfied.

PROPOSALS / ESTIMATES
Proposals are valid for thirty (30) days, after which CLIENT must request a new proposal.

In the case that a “wait list” exists, CLIENT will be notified when issued proposal and given an estimated start date. CLIENT’s project will be added 
to the wait list as soon as we receive the project’s 50% retainer fee. CCG will do its best to notify CLIENT of the project’s status in the wait list.

TIMELINE
When requested, CCG will provide CLIENT with an estimated timeline for the project. Timelines and delivery schedules are to be used as guidelines 
only. They are approximate estimations of working days. Timelines will be affected by holidays, CLIENT response time, and workload at time of CLI-
ENT approval. In the case of web sites, they will also depend upon troubleshooting and problems that may occur when uploaded to CLIENT’s server.

Production schedules will be established and adhered to by both CLIENT and CCG, provided that neither shall incur any liability, penalty or additional 
cost due to delays caused by a state of war, riot, civil disorder, sickness, fire, labor trouble or strike, accidents, energy failure, equipment breakdown, 
delays in shipment by suppliers or carriers, action of government or civil authority, and acts of God or other causes beyond the control of CLIENT 
or CCG. In the case of delays caused by any of the aforementioned, the production schedule will be extended by mutual agreement, or the project 
shall be terminated at the current phase, as provided herein.

OUT-OF-POCKET EXPENSES
Fees for professional services do not include outside purchases such as, but not limited to, printing, photography, color printouts, laminating, illustra-
tions, separations, shipping and handling or courier service. Expenses are itemized on each invoice and may include a handling fee as agreed upon 
prior to purchase. Expenses are subject to Pennsylvania sales tax unless 1) You are a nonprofit organization; or 2) the work is for resale and you have 
submitted a resale certificate to CCG. If consultant or supervisory services are required in out-of-town locations, we will bill lodgings, meals, and 
transportation at cost. Reimbursement for mileage is calculated at current allowable rates.

REVISIONS AND ALTERATIONS
Rounds of revisions included in a project rate are to be described as a single correspondence from the client with changes to a chosen design. Un-
less otherwise stated in Proposal, revisions only apply to design. Revisions will only be made to one chosen design. This does not include multiple 
versions of a design (such as seeing an array of the design with various color choices). CCG will notify the CLIENT if any revisions do not fall within 
this rule and if any additional charges will be incurred. 

New work requested by CLIENT and performed by CCG after a proposal / estimate has been approved is considered an alteration. If the job 
changes to an extent that substantially alters the specifications described in the original estimate, we will submit a proposal revision memo to you, 
and a revised additional fee must be agreed to by both parties before further work proceeds.

Author’s alterations and other copy changes required after layouts or mechanicals are completed are billed at our standard hourly rates.

REPAIRS AND MISTAKES
In the event that CCG has made a mistake in a design, content, or on a website due to their negligence, CCG will take reasonable measures to rectify 
that mistake at no additional cost to CLIENT. This does not include mistakes made due to a miscommunication from CLIENT or anyone representing 
CLIENT. A mistake is a technical error, and does not include CLIENT disagreeing on a design style or wanting a change made to a design or the way 
a website works. These are considered revisions.

CCG is not responsible for problems caused by third parties. In the event that CLIENT hires a third party to work on the design or website and the 
third party creates a problem that must be repaired, CCG will repair the design or website at an additional cost.

In the event that CLIENT is to provide content, CCG is not responsible for mistakes within the copy. CLIENT must proof read and provide edited 
and finalized content. Any changes to the content will be billed at an hourly rate.

CLIENT RESPONSIBILITIES
CLIENT acknowledges that it shall be responsible for performing the following in a reasonable and timely manner: (A) Coordination of any deci-
sion-making with parties other than the designer, (B) Provision of content in a form suitable for reproduction or incorporation into the deliverables 
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without further preparation, unless otherwise expressly provided in the proposal, and (C) Checking proofs carefully for accuracy in all respects, rang-
ing from spelling, to technical illustrations, if any remain in the finished product, CLIENT shall incur the cost of correcting such errors.

CCG will prioritize performance of the services as may be necessary or as identified in the proposal / estimate, and will undertake commercially 
reasonable efforts to perform the services within the time(s) identified in any timeline that has been provided. CLIENT agrees to review the deliv-
erables within the time identified for such reviews and to promptly either (i) approve the deliverables in writing or (ii) provide written comments 
and / or corrections sufficient to identify the CLIENT’s concerns, objections or corrections to CCG. CCG shall be entitled to request clarification of 
any concern, objection or correction. CLIENT acknowledges and agrees that CCG’s ability to meet any and all schedules is entirely dependent upon 
CLIENT’s prompt performance of its obligations and that any delays in CLIENT’s performance or changes in the services or deliverables requested 
by CLIENT may delay delivery of the deliverables or may be subject to revised charges.

In the case that CLIENT is to supply content, all content must be provided by CLIENT within 10 business days of CCG’s receipt of retainer to avoid 
project delays. Unless otherwise specified in proposal, CCG will not begin work on deliverables until content is delivered. Content includes text, 
photos, contact information, and anything else that CLIENT is to provide. Text must be supplied in .doc or .txt format. Images must be supplied as 
high resolution .jpg or .tif.

CLIENT must determine one person to be the point through which all communications with CCG will be made. If more than one person will be 
making decisions on the project, especially in the case that a board will need to make decisions, CLIENT must notify CCG before preparation of the 
proposal. Failure to do so may result in additional charges and an extended delivery date.

If CLIENT becomes unreachable or has a delay of any reason, CCG must be notified in order to make other arrangements. Failure to do this will 
result in the project being put on hold until CCG is able to work on it at a later date, which may also affect any estimated timelines. Also, CCG retains 
the right to bill for completed work, as stated in the “PAYMENT” clause.

OVERTIME
Estimates are based on a reasonable time schedule, and may be revised to take into consideration your “Priority Scheduling” requests requiring 
overtime, holidays, and weekends. Knowledge of your deadlines is essential to provide an accurate estimate.

CCG’s normal working business hours are Monday through Friday, 9:00 am until 5:00 pm Eastern Standard Time.

In addition, outside suppliers such as service bureaus charge a 100% to 200% markup on overtime after 5:00 pm and weekends.

NATURE OF COPY
CLIENT agrees to exercise due diligence in its direction to CCG regarding preparation of materials and must be able to substantiate all claims and 
representations. CLIENT is responsible for all trademark, servicemark, copyright and patent infringement clearances. CLIENT is also responsible for 
arranging, prior to publication, any necessary legal clearance of materials CCG prepares.

PROPERTY AND SUPPLIER’S PERFORMANCE
CCG will take all reasonable precautions to safeguard the property you entrust to us. In the absence of negligence on our part, however, we are 
not responsible for loss, destruction or damage or unauthorized use by others of such property. We will use our best efforts to ensure quality and 
timely delivery of all printed (offset, silk-screened, embossed or otherwise produced) pieces. Although we may use our best efforts to guard against 
any loss to you through the failure of our vendors, media, or others to perform in accordance with their commitments, CCG is not responsible for 
failure on their part.

If you select your own vendors, other than those recommended by us, you may request that we coordinate their work. If at all possible, we will at-
tempt to do so, but we cannot in any way be held responsible for quality, price, performance, or delivery.

RIGHTS / ACCREDITATION / PROMOTION
Once a project has been delivered by us and is fully paid for by CLIENT, CCG will assign the reproduction rights of the chosen design to the CLIENT 
for the use(s) described in the proposal. Website ownership is limited to design, graphics, text and HTML source code. Application(s), stock photos /
illustrations, prebuilt systems, and other items used under license remains the copyright of the respective owner. CCG retains the rights to any design 
iterations that are unused or unaccepted by CLIENT.

All displays or publications of the deliverables (logos withstanding) shall bear accreditation and / or copyright notice in CCG’s name in the form, size 
and location as incorporated by CCG in the deliverables, or as otherwise directed by CCG. Accreditation may be excluded by request of the CLI-
ENT, however, additional fees will be incurred – which will be determined based upon the nature of the project. CCG retains the right to reproduce, 
publish and display the deliverables in portfolios and web sites, and in galleries, design periodicals and other media or exhibits for the purposes of 
recognition of creative excellence or professional advancement, and to be credited with authorship of the deliverables in connection with such uses.

TERM AND TERMINATION
The term of this agreement will continue for work in progress until terminated by either of us upon thirty (30) days written notice. If CLIENT should 
direct us at any time to cancel, terminate or “put on hold” any previously authorized purchase, we will promptly do so, provided you hold us harm-
less for any cost incurred as a result. Client will be responsible for prompt payment for work completed. Upon termination of this agreement, CCG 
will transfer to CLIENT all its property and materials in our control and for which CLIENT has paid. CLIENT will indemnify and hold CCG harmless 
for any loss or expense (including attorney’s fees), and agree to defend CCG in any actual suit, claim or action arising in any way from our working 
relationship. This includes, but is not limited to assertations made against CLIENT and any of its products and services arising from the publication of 
materials that we prepare and you approve before publication.

ADDITIONAL PROVISIONS
The validity and enforceability of this agreement will be interpreted in accordance with the laws of the State of Pennsylvania applicable to agree-
ments entered into and performed in the State of Pennsylvania. This agreement is our entire understanding and may not be modified in any respect 
except in an executed agreement.
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Company and Signatory (Please print):

Signature:							       Date:


