
SHAWNM. DONNELLEY CENTER
FOR NONPROFIT COMMUNICATIONS
Client Contract

Client:
Account Executive:

Contract Period Start: [Date] End: [Date]
*The Donnelley Center works alongside the academic calendar. Staff will be out of office on these dates: [School Break 1] and
[School Break 2]

The Shawn M. Donnelley Center for Nonprofit Communications is here to offer integrated
support to our nonprofit clients and partners. The Donnelley Center, Loyola University New
Orleans’ student-run agency, agrees to perform the services specified below in accordance with
the terms of this agreement.

I. Tasks/services: The list below represents services and/or projects you are currently requesting
the Donnelley Center to work on:

[insert tasks, services, and timeline/deadlines]

Initial______.

II. Distribution: The Donnelley Center is not responsible for the distribution of materials or for
personal fundraising on behalf of the client (e.g., Posters, solicitation of businesses) unless
additional arrangements are made between the client and the Donnelley Center staff. This may
include, but is not limited to: posters, solicitation of businesses and distributing flyers. If an
agreement is made, it must be in writing or the contract needs to be updated.

Initial______.

III. Planning and Execution: Before the execution of services provided by the Donnelley
Center staff all projects must first be approved by the client. The client is responsible for
updating the Donnelley Center on any changes to their brand or business which may affect the
services proposed.

Initial______.

IV. Expenses: The client is solely responsible for any and all expenses relating to the services
requested. This may include, but is not limited to: media buying, printing costs, binders, postage
and mileage.



Initial ______.

V. Check Ins/Meeting: At a minimum, required bi-monthly check ins will be held between the
client and client team in person or via video conference, email, or phone call. Please provide the
best days and times for you to meet:
________________________________________________________________

Initial ______.

VI. Contract length/Termination: This contract is binding for the period stated above. The
client has the right to terminate this contract if unsatisfied with the services provided before the
completion of the contract period. Prior to termination the client is expected to consult with the
Faculty Director and Firm Directors, and to complete an evaluation outlining reasons for
termination. The Donnelley Center maintains the right to terminate this contract at any time if
the client is not responsive to team emails, questions, and does not provide feedback on project
work. Clients should respond to emails within 48hrs with detailed responses.We understand
things happen, single offenses will not put the client in jeopardy of termination. Prior to
termination the Donneclley Center Faculty and Firm Directors will consult with the client.

Initial ______.

VII. Feedback Meetings: Client feedback on services are required at the midpoint of the
contract and at the end of the contract period. Failure to complete feedback may result in a
delay of work, termination of contract or inability to work with the DC in the future. Feedback
forms must be completed and returned within 48 hours of delivery.

Initial ______.

VIII. Client Presentations: Client teams are required to present final works to the client in
person in presentation format unless otherwise requested by the client.

Initial ______.

IX. End of contract period: After the contract has been completed, clients will be required to
evaluate the services and deliverables provided by the Donnelley Center. Failure to complete
will result in the inability to work with the Donnelley Center in the future.

Initial ______.

X. Fees: Due to the nature of our pro bono services, instead of fixed or hourly fees, the



Donnelley Center encourages clients to spread the word about our services and engage with us
on social media.

Initial ______.
We look forward to working with you!

Signatures constitute the entire understanding of this contract between all parties.

Client: ___________________________________________________

Account Executive: _________________________________________

Firm Director Approval: _____________________________________

Faculty Director Approval: ___________________________________

Date:___________________________


