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Terms & Conditions

SECTION 1: PROCESS
I’ve refined my process over time and find the process below to work best and most 
efficient when managing projects:

1. Client starts new email thread with the project as the subject line and includes       
 in the body of the email:
 a.   Details of project
 b.   Desired timeline
 c.   If there is a maximum number of hours budgeted

2. I respond with my additions and estimation of timeline and    
            may request additional items (like logos, files, further details ect)

3. Clients responds with approval of timetime which officially    
 starts the project.
 

4. I do my best in completing project by desired timeline, but if    
 circumstances come up that change that, I will certainly let you know before  
 the deadline passes.

5. I will send a proof via email or dropbox link

6. Client sends edits: this is the most important step. It is very important that the  
 client checks spelling, color, logo ect for accuracy. Multiple drafts may result in  
 exceeding the original time quoted.

7. I will revise and send final draft in all formats originally desired

    Notes:
 a.   I will create a dropbox folder for all of our materials
 b.   Please try to keep the same email thread going for each project.  
      This keeps it very clean for both of us so we can look back on all   
      correspondence pertaining to that project.
 c.   I always want you to be HAPPY… so please always let me know if there are  
       revisions to this process that you think would be better fit for you.
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TERMS AND CONDITIONS:

Time for Payment
All invoices are to be paid in full within 10 days of receipt. A 1.5% monthly service charge is payable 
on all overdue balances. The grant of any license or right of copyright is conditioned on receipt of 
full payment.

Default in Payment
The Client shall assume responsibility for all collection of legal fees necessitated by default 
in payment.

Quotes
The fees and expenses shown are minimum estimates only. Final fees and expenses shall be shown 
when invoice is rendered. The Clients approval shall be obtained for any increases in fees or expens-
es that exceed the original estimate by $200 or more.

Changes
The Client shall be responsible for making additional payments at $50 per hour for changes
requested by the Client after the specified number of included revision cycles quoted have been 
exhausted. 

Client Responsibilities
The Client shall be responsible for providing content to the Designer in a timely manner. Any 
revisions should be submitted to the Designer within 5 business days of receipt of last draft. 
Any delays incurred may extend the project deadline.

Rush
A rush fee of 50% of the final project will be applied to any project that needs to be done urgently 
enough that I have to rearrange other projects or push them out. This also includes “premium time” 
which is work that is done on the weekend. 

Expenses
The Client shall reimburse the Designer for all expenses arising from an assignment which they will 
be notified of before the purchased is made.

Cancellation
In the event of cancellation of an assignment, ownership of all copyrights and the original 
artwork shall be retained by Designer, and Designer shall be compensated by the Client for 
the services performed through the date of cancellation based on a prorated portion of the 
fees due.

Accreditation/Promotions
All displays, photography or publications of the deliverables shall bear accreditation of Designer’s 
name. Designer retains the right to reproduce, publish, and display deliverables on all platforms for 
marketing purposes.

ACCEPTANCE OF TERMS
Sign below as evidence that you have read and understand the terms above.


