
 

 

C L I E N T  Q U E S T I O N N A I R E  +  C O M M I S S I O N  P R O C E S S  I N F O R M A T I O N  

 

1. What is your full name and contact information? (Email, web address, physical address for 

mailing if applicable) 

2. What type of commission service are you requesting? 

a. Full color portraiture 

b. Full color illustrations  

c. Character sketches/designs  

3. What concept do you envision for the overall composition? 

4. How would you describe the subject’s style (be it you, a loved one, character, etc.)? 

a. Colorful, strictly professional, fun, traditional, modern, trendy, simple, creative, 

minimalist, or other. 

5. What five adjectives would you use to describe the overall aesthetic (look + feel)? 

6. Is there a specific color scheme you would like used or a specific color to be included? 

7. Are there any specific elements that you would like to avoid? 

8. What sizing would you prefer? 

a. 8.5” x 11”  

b. 12” x 15” 

c. 13” x 19” 

d. Other (larger sizing will be outsourced for printing for extra fee, if applicable) 

9. Are there any additional details, questions or concerns you would like to add? 

10. What is the usage purpose/rights desired for this commission? 

a. Personal usage (home/office, gift, private collector, etc.) 

b. Commercial usage (business/ product related) 

11. What deliverables do you need at the end of this commission? 

a. High res file (.jpg, .png, .pdf, etc.) 

b. High quality print on matte, semi-gloss, luster, or platinum paper 

12. What is your deadline for commission completion?  

  



C R E A T I V E  +  P A Y M E N T  P R O C E S S  W A L K T H R O U G H  

 

Creating a commission involves three separate stages: 

1. The first stage consists of 1-3 clean sketches to deliver for critique. The main goal at this point 

is to nail the likeness (if applicable) , overall composition, and establish any fine details. Two 

revisions are offered at this stage. All feedback is welcome.  

2. The second stage consists of a basic color composition. The basic color composition serves 

as a loose mockup of the color scheme(s) that would best fit the concept/mood as well as 

swatches of the brushes and textures to be utilized. Two revisions are offered at this stage 

and all feedback is welcome.  

3.  The final stage is the building up of the painting to finished quality and adding all final 

details. Snapshots of progress at 50%, 75%, and 95% completion will be sent for critique. 

Three revisions are offered at this stage.  

Letter of agreement + payment process that is client friendly: 

1. Upon completing this questionnaire and further discussion of details, a letter of agreement 

and invoice will be drafted. The letter of agreement is a basic contract containing all the 

details discussed as well as important legal information.  

2. I encourage all my clients to read over the letter of agreement carefully to ensure all details 

are included and to voice any questions or concerns that arise for possible amendment.  

3. After the letter of agreement is authorized, an invoice will be sent directly from my business 

PayPal. All commission require a 50% deposit in order to initiate work starting. When the 

commission is completed to your satisfaction, the final deposit will be due. All final files 

and/or prints will be sent immediately after final payment is completed.  

Additional procedures and policies:  

1. Scheduling to allow a minimum of 2-3 weeks for completion is preferred. Anything with a 

turnaround time of less than two weeks will be considered a rush job and will be subject to 

additional fees.  

2. I adhere to a strict confidentiality code. Your information will never be divulged to any third 

party.  

3. My preferred method of communication is via email. However, if you are more comfortable 

handling the commission process by phone, my contact number can be provided.  


