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Why should you have a contract?

• To protect yourself, your work, and your time.
• Spell out terms, payment, and delivery
• Assures rights, claims to files, usage and other rights 

purchased
• Sets hourly rate and number of revisions before more 

$$$ is exchanged
• It is what the court will use if there is a problem
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Things to include 
in your contract:
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1. Estimate terms: 
Estimate the amount of time needed – overestimate at first
	 Clients love it when things are done early and under budget
	 If more time is needed, call and check in with them

Who pays for special things like fonts or stock imagery? Are 
these added to the final charges or a part of the  
initial estimate?

Are there special charges for rush orders? Special project 
fees? Kill fees? 

Exact description of the product/services and an  
invoice schedule
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2. Changes: 
How many changes or rounds of revision are 

allowed before an additional fee is added? 

How much is the additional revision?
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3. Turn around time: 
How quickly should they expect to see work back? 

Deadlines motivate you to get stuff done.
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4. Client approval: 
How does the approval process work 

• Is a print sent to the client, signed and returned? 
• Is email ok? 
• If there is a rush, does will you allow it to go  
   straight to a printer (no proofread from client)?
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5. Promoting: 
Do you retain the right to show the work in 

your portfolio? Both online and in print? 
Can you enter competitions with the 
work you made for your client?
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6. Confidential info: 
Each party’s private information remains 

private and protected.
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7. Relationship to client: 
Do you clarify that you are not an employee if you 

are doing freelance or contracted work? Is it 
required that you work on site?
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8. Warranties: 
How long after it’s been turned over are you willing 

to fix a typo, grammatical error or broken link? 

Is a month too long? Is a year too long?
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9. Contract termination: 
You just don’t want to work together anymore, how do 

you go about that? Who owns the progress so far?
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10. Act of God: 
Fire, flood, earthquake…in the event  

of something out of your control,  
what do you do?
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11. Other legal considerations: 
How are they dealt with when they come up? How 

does third party usage get treated?
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12. Signatures
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Sample Contracts:
Docracy – AIGA customizable contracts
http://www.docracy.com/doc/showalluserdocs?sortBy=3&page=1&userId=7435


