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Agreement 
 

Date:    

Between me:  David Grant of WORDVOICE 
And: (insert name here), also referred to as ‘the client’, 

Please make sure you read each page of this Agreement. There are            pages. I also 
recommend that you read the relevant pages of my website where additional information is 
provided about the way I work, invoicing and payment terms. 

Introduction 

It is always a good idea to have an agreement on paper so we both know what to expect. I 
prefer agreements to be clear, concise and jargon free, so I have used the clearest possible 
language. 

If anything remains unclear, do not hesitate to ask me and I will be glad to clarify any points 
before you sign this agreement. 

Project summary 

As my client, you are contracting me to write creative content for you at the agreed price 
outlined either in our previous communications and in a quote which you have signed (or 
both). The numbers are detailed again below. 

What do we both agree to do?  

As my client, you undertake and agree: 

• You have the power to enter into this contract on behalf of your organisation. 
• To provide me with everything I need to complete the project, when I need it. 
• To review my work, provide feedback and sign-off within agreed timescales. 
• To adhere to the payment schedule described at the end of this agreement. 

 
As the writer of your materials, I confirm: 
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• I have the experience and ability to perform the services you need from me. 
• I will carry this service out in a professional manner. 
• I will respect the confidentiality of any information you give me. 
• I aim to complete the work within the agreed schedule. 

 
My service to you 

I will create written text for you as described in the Project Brief and Proposal section of this 
Agreement (at the end) 

Project schedule 

We have both agreed and accepted the project schedule, along with a completion deadline 
date on or before (date to be inserted here).         

Once this agreement is signed and once I have received your initial payment, I will deliver a 
first draft of the copy by  (date to be inserted here).               

Changes and revisions  

I wish to remain as flexible as possible within the boundaries of what has been agreed and 
to your changing circumstances. However, as this is a fixed-price agreement, I do have to 
limit the time I can spend rewriting and editing. This agreement therefore includes: 

• The delivery of the completed written work within the agreed timescale. 
• Two subsequent rounds of changes, if required. 

The project brief may not be changed once this Agreement is in place, and any edits or 
rework must take place within the scope of the project description. 

If, during or following our initial discussions, you sense that you might need to do the 
following: 

• Substantially alter the market positioning, features or selling points of your products 
or services  

• Need different written materials in quantity, style or number to those we have 
discussed 

• Redesign the structure of your website or the layout of the pages themselves  

• Make any other changes which will require a change of direction to my writing 

… then it would be best for both of us if we delay starting the project until these items have 
been agreed. 

Of course, I welcome additional work in the form of bolt-on modules related to this project, 
but these will need a new quote and a separate Agreement. 
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How I provide my finished work to you 

Unless otherwise agreed, I will provide all written copy to you in Microsoft Word. We can 
agree some basic formatting such as the use of fonts, margins, bold, headers and bullets, if 
that is helpful to you. 

The extent of my services 

It is your job to copy, paste and upload the text I provide in MS Word to the platform you 
intend to use it on. I cannot upload my work to your website, or into CAD files, publishing 
software, or any other format; this is your responsibility, as is its final formatting and 
optimisation for that platform. In summary, I provide the raw wording and written content for 
you to use in the format relevant to your business. 

Errors and Omissions 

I make every effort to ensure my writing is ‘proofread’, grammatically accurate, and error 
free. However, it is your responsibility to check the text before using it yourself and I cannot 
be held responsible once you start publishing the text I provide to any forum. Until then, I will 
correct errors you spot (if any) at no cost. 

Payment Terms  

Income from working as a freelance creative content writer is my living, so prompt payment 
is important and appreciated. To help make sure we remain on the very best of terms, you 
agree to stick tight to the following payment schedule: 

The total cost of the work to be undertaken under this Agreement is: £             

I will invoice for an initial deposit payment of £                payable immediately after this 
agreement has been signed. I will not commence work until I receive this payment.  

I will invoice for the remaining balance of £               once the work has been completed 
(unless included in the initial payment) and handed over to you. 

If I have not received any feedback or comments from you within 21 days of submitting work 
to you at any stage (whether this is the initial draft, subsequent edits, or the finished work), I 
will assume you are happy with the work and the project has been completed, so  I will 
invoice for the remaining balance. 

I am not registered for VAT and my payment terms are 14 days.  
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The Legal Stuff 

These legal clauses below are to protect all parties: myself and my clients. Again, I have 
attempted to use the clearest possible language, but you are welcome to ask me for any 
clarification.  

Deadlines 

Deadlines are important for both of us, but I can only stick to the agreed schedule(s) with 
your help. I cannot be responsible for a missed deadline if you have been late with an initial 
payment, slow to supply materials, or not provided feedback and amends within the agreed 
timescales. 

Confidentiality 

I agree to hold all information provide to me, written or verbal, in confidentiality, as well as 
trade secrets. I agree not to disclose, divulge, reveal, report or publish any materials I have 
obtained, except as authorised by my clients or as required by law. Confidentiality will apply 
during the term of this Agreement and indefinitely thereafter. 

Confidential information refers to any data and information relating to clients, whether 
business or personal, which would reasonably be considered to be private or proprietary to 
my clients and not generally known, and where the release of this information could 
reasonably be expected to cause harm to my clients. Any information in the public domain is 
excluded. 

Representation of materials 

As my client, when signing this Agreement you are confirming to me that you have the right 
to use any proprietary information, including, but not limited to trade secrets, trademarks, 
logos, copyrights, images, data, figures, content and the like, that it may provide to me to be 
included in my written work. In the event that a client does not have these rights, the client 
will repay any associated damages I may experience or will take responsibility so that I do 
not experience any damages. 

Return of Property 

I agree to return to my clients any property, documentation, records or other materials 
provided for the purpose of completing my work once the project has been completed. 

Copyright 

When I have received full and final payment as outlined in this Agreement, copyright of the 
work I produce is automatically assigned to you. You can then use the work however, 
wherever, and whenever you wish. 

However, until final payment is received, copyright of the work remains with me and you may 
not use it in any way. 
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It is important for me to be able promote myself and my work, so I reserve the right to 
display and link to your completed project work as part of my online portfolio (the link could 
help your Google ranking, so there is potentially something in this for you too). Out of 
courtesy, I always ask a client for their blessing before doing so. 

Late Payment  
 
I understand my statutory rights to interest and compensation and I will implement them for 
debt recovery costs under the late payment legislation if they are not paid according to 
agreed Agreement terms. The legal penalties and interest now apply to all businesses 
regardless of size. 

Interest payable on any overdue amount under this Agreement is charged at a rate of is 20% 
per annum over the Bank of England base rate or at the maximum rate enforceable under 
current legislation.  

We both agree that neither party can be responsible for deadlines missed due to 
circumstances completely beyond our control (force majeure), such as family emergencies, 
telecommunications breakdowns, equipment failure, injury or accident, floods, war, virus 
pandemics, acts of god, and so on.   

Indemnity  

I will do my best to ensure all facts and statements in my work are true and do not infringe 
upon any copyright or other right of a third party. 

However, I cannot be liable to you, or any third party, for damages, including lost profits, lost 
savings, complaints, claims, litigation or other incidental, consequential or special damages 
which arise regarding this assignment. 

Severability 

If any provision of this agreement is deemed be unlawful, void, or for any reason 
unenforceable, then that provision will be deemed severable from this agreement and will 
not affect the validity and enforceability of any remaining provisions. 

Reimbursement of expenses 

From time to time my clients engage me in a manner or for a project which results in out-of-
pocket expenses and which have not factored into the original brief and proposal. This may 
involve travel or the purchase of research materials, for example. All such expenditure will 
be agreed by both parties before it is incurred and, once agreed, I will be reimbursed in full 
for the agreed expenses. 

Right of substitution 

Except where specifically stated or pre-agreed, I may at my absolute discretion and for 
specialist tasks which fall outside my expertise, engage a third-party sub-contractor to 
perform some or all of the obligations to complete the work specified in this Agreement. For 
clarity, this may be when a client has asked for my finished work to be submitted in a 
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specialised file format, or when a client has provided me with images or other materials that 
need enhancing in some way. The cost of this additional work will either be factored into my 
quote at the outset, or it will constitute a separate work module, or made known to them. 
Either way, the cost and nature of the work will be clearly specified, agreed and paid for 
before it is undertaken (unless otherwise agreed). 

Independent contractor status 

In providing the services under this Agreement, it is expressly agreed and acknowledged 
that I am acting as an independent contractor and not as an employee. Both parties agree 
that this Agreement does not create a partnership or joint venture and is exclusively a 
contract for service. 

Autonomy 

As an independent contractor I have full control over my working time, methods and 
decisions while completing the agreed work. I will, however, remain responsive to the needs 
and concerns of my clients and fulfil my obligations the agreed time scale and deadlines. 

Transferability  

You cannot transfer this contract to anyone else without my permission. This contract stays 
in place and need not be renewed.  

Non-Exclusivity 

Both parties acknowledge that this Agreement is non-exclusive and that both parties will be 
free, during and after the term of the Agreement, to engage with or contract third parties to 
procure or provide services similar to those outlined here, as long as they do not conflict or 
impede the work being contracted, or conflict with any clause of this Agreement. 

Waiver 

The failure by either party at any time, or for any period, of any one or more of these terms 
and conditions or the proposal/quote, will not be a waiver of them of the right at any time 
subsequently to enforce the provision of this Agreement. 

Cancelling this Agreement 

If you wish to cancel this agreement after is has been signed, I will retain your down 
payment and you may be required to make an additional payment to cover the work I have 
already completed. If I have already completed all the project work when you inform me you 
wish to cancel, you will be responsible for payment of the total project cost. 

Termination  

This Agreement will automatically terminate upon a client’s acceptance of the finished work 
and full payment of the agreed fee made, except where clauses (such as ongoing 
confidentiality) are to be maintained. 

Language and Law 
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Although the language is simple, the intentions are serious and this contract is a legal 
document under exclusive jurisdiction of English courts. 

(Phew! Thanks for reading it all.) 

 

Signatures (with dates) 

 

 

For WORDVOICE                               For (insert company name here) 

 

 

Project Brief and Proposal section 

This section contains specific information about the work I am going to do for you. If I have 
already sent you an initial proposal, it will be likely be copied from that, but please read it 
carefully again before signing this Agreement. 

The headings below are purely for guidance and may be expanded in scope or contracted 
depending on the project. 

 

The assignment 
 
 
Audience and tone 
 
 
Intended platform of the written content 
 
 
Special requirements 
 
 
Important notes 
 
 
Timing considerations 
 


