
 

 

Terms of Service 

 

How I Will Work With You 

As a copywriter, it is my job to be clear and concise. I have a flexible and 
collaborative approach with clients, but it is a good idea to have some terms 
available in plain, jargon free language. 

However, if anything is unclear, please ask me. I’ll be happy to clarify. 

 

Enquiry & Brief 

I am always happy to receive new enquiries either by phone, or email, but 
please include as much useful information as possible i.e what the work will 
involve and how this work fits in with your business. 

I can send you a list of questions to help you define your brief if necessary, 
but please give as much detail about the project requirements as possible.  

 

Fees 

Once I have all the info I need, I will send you a free quote, which is available 
for 14 days to give you time to consider it. I charge by  daily (based on a 7.5 
hour working day) and project fees.  

Project fees are fixed. No hidden extras, any expenses for meetings etc are 
accounted for in the price once the brief has been agreed. Additional charges 
may be applied if the brief or scope changes during the process. 

 

When the project is confirmed I expect 25% (or 50% depending on the scope 
and turnround) up front as a retainer and work will only commence when this 
has been received. For small projects the balance is payable on completion, 
for larger or ongoing work, we can agree to payment milestones. 
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Timescales 

I will give you an indicative timeline as part of our initial conversation.  If I am 
unable to meet your proposed deadline, then I will give you my earliest 
alternative date.  I will always keep you informed of progress and will let you 
know immediately if anything arises that might impact on our agreed 
schedule. 

 

Confidentiality 

I will treat any commercially sensitive information as confidential, and will sign 
an NDA if required. Sometimes it may be necessary for me to collaborate with 
other individuals on a project, but I will only share information with any 
associates once it has been discussed with you. 

 

Getting Started 

If you’re happy with my quote, all you need to do is confirm that you agree in 
an email. After this point, I will be available to discuss the project over the 
phone, e-mail, Skype or in person where necessary or possible depending on 
your location. 

Cancellation  

You are free to cancel a project at any time.   

But before you do, let’s have a conversation first, as it may be possible to 
refine the scope or adjust the timescales so that it is workable. 

If you cancel before work has commenced, you will forfeit 50% of the first 
invoice, as I may have turned down other work in order to complete your 
project. 

For cancellation at any point after work has commenced, you will forfeit the 
retainer fee, and I will invoice for time spent to date. 
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Delivery & Deadlines 

Once commissioned, we will work together to an agreed schedule for drafts, 
comments, revisions and final delivery. 

I will supply a full draft of all copy, and the price includes x 2  rounds of 
changes. We will agree a reasonable time period for comments, typically 7-14 
days, unless otherwise discussed. If I do not hear from you within the agreed 
period, I will assume that no changes are required and will send you my 
next/final invoice. 

Further rounds of changes will be charged at an hourly rate of £40 

It is best for both sides to work to agreed deadlines, you will receive work at 
the agreed milestones. Please be aware that any delay in requested 
information or feedback from you may have a knock-on for the completion 
date. 

 

Copyright  

Responsibility on both sides. 

As a client, you are responsible to check that all information provided is 
accurate and legal. If you have obtained any information or content from 
another person, please ensure you are permitted to publish, reproduce or 
change it. Once the final copy is approved, I take no further responsibility in 
the event of any legal repercussions that may arise if you have used 
copyrighted material without permission.  

 

After you have approved and paid for the full copy, all copyright and 
responsibility is yours. You can then use the work however you wish. 

 

I reserve the right to highlight projects on my portfolio (which in turn, might 
help a bit with your SEO ranking too), however I will always ask first. 
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Payments 

As a freelancer, prompt payment is important to me, so to ensure a smooth 
working relationship please pay all invoices within my Net15 day invoicing 
period. 

 

What we both agree to: 

In quick summary as a Writer, I agree to the following expectations: 

● To interpret and fulfill your brief to a high standard 
● To carry this service out in a professional manner 
● To respect the confidentiality of information you have provided 

 

As a client, by hiring me, you agree that 

● You are authorised to commission this work 
● You will provide any information, clarifications or comments as 

requested 
● You accept the payment terms 

 

That’s the official bit over, I look forward to working with you. 
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