FREELANCE BUSINESS FORMS AND CLIENT ONBOARDING TEMPLATES

[FREELANCER FULL LEGAL NAME]

[BUSINESS TRADE NAME, IF ANY]

[BUSINESS STREET ADDRESS]

[BUSINESS CITY, STATE, ZIP CODE]

[BUSINESS EMAIL ADDRESS]

[BUSINESS PHONE NUMBER]

[BUSINESS WEBSITE, IF ANY]

[CLIENT FULL LEGAL NAME]

[CLIENT BUSINESS NAME, IF ANY]

[CLIENT STREET ADDRESS]

[CLIENT CITY, STATE, ZIP CODE]

[CLIENT EMAIL ADDRESS]

[CLIENT PHONE NUMBER]

EFFECTIVE DATE: [EFFECTIVE DATE]

RE: FREELANCE SERVICES AGREEMENT AND CLIENT ONBOARDING

1. PARTIES AND RECITALS

1.1 Provider: This Agreement is entered into by and between [FREELANCER FULL LEGAL NAME], operating as [BUSINESS TRADE NAME] ("Provider"), and [CLIENT FULL LEGAL NAME], operating as [CLIENT BUSINESS NAME] ("Client").

1.2 Purpose: Provider agrees to perform certain freelance services for Client, and Client agrees to engage Provider, on the terms and conditions set forth in this Agreement.

1.3 Client Contact: The primary contact for Client under this Agreement is [CLIENT PRIMARY CONTACT NAME], [CLIENT PRIMARY CONTACT TITLE], reachable at [CLIENT PRIMARY CONTACT EMAIL] and [CLIENT PRIMARY CONTACT PHONE].

2. SCOPE OF SERVICES

2.1 Services: Provider shall perform the following services ("Services"): [DESCRIPTION OF SERVICES].

2.2 Deliverables: The deliverables to be provided by Provider are: [LIST OF DELIVERABLES].

2.3 Project Timeline: Services shall commence on [SERVICE START DATE] and be completed by [SERVICE COMPLETION DATE], subject to the terms of this Agreement.

2.4 Revisions: The Services include [NUMBER] rounds of revisions. Additional revisions shall be billed at [ADDITIONAL REVISION RATE] per [REVISION UNIT].

2.5 Out of Scope: Any work not expressly described in Section 2.1 is out of scope and shall require a written change order signed by both parties.

2.6 Change Orders: Changes to the scope, timeline, or deliverables shall be documented in a written change order specifying the additional fees and adjusted timeline, and shall be effective upon signature by both parties.

3. FEES AND PAYMENT TERMS

3.1 Total Fee: Client shall pay Provider a total fee of [TOTAL PROJECT FEE] for the Services.

3.2 Deposit: Client shall pay a non-refundable deposit of [DEPOSIT AMOUNT] ([DEPOSIT PERCENTAGE]% of the total fee) upon execution of this Agreement before work begins.

3.3 Payment Schedule: The remaining balance shall be paid according to the following schedule: [PAYMENT SCHEDULE].

3.4 Invoicing: Provider shall issue invoices to Client at [INVOICING EMAIL ADDRESS] on [INVOICING FREQUENCY].

3.5 Payment Terms: Payment is due within [PAYMENT TERMS, E.G., NET 15] days of the invoice date.

3.6 Late Payment: Late payments shall accrue interest at [LATE PAYMENT INTEREST RATE]% per month or the maximum rate permitted by law, whichever is lower.

3.7 Payment Methods: Payment shall be made by [ACCEPTED PAYMENT METHODS].

3.8 Expenses: Client shall reimburse Provider for pre-approved expenses, including [LIST OF REIMBURSABLE EXPENSES], upon submission of receipts.

3.9 Taxes: Each party is responsible for its own taxes. Client shall not withhold any taxes from payments due to Provider unless required by law.

4. CLIENT RESPONSIBILITIES

4.1 Materials: Client shall provide all content, materials, approvals, and information reasonably required by Provider by [MATERIALS DUE DATE].

4.2 Timely Feedback: Client shall provide feedback and approvals within [FEEDBACK RESPONSE PERIOD] business days of each submission.

4.3 Delays: Delays caused by Client shall extend the project timeline accordingly, and Provider shall not be liable for resulting delays.

4.4 Accuracy: Client is responsible for the accuracy and legality of all materials it provides.

5. INTELLECTUAL PROPERTY

5.1 Ownership Upon Full Payment: Upon receipt of full payment, Provider assigns to Client all rights, title, and interest in the final deliverables, excluding Provider's pre-existing materials.

5.2 Provider Materials: Provider retains ownership of its pre-existing tools, templates, and know-how and grants Client a non-exclusive license to use them solely as incorporated into the deliverables.

5.3 Portfolio Rights: Provider may display the work in its portfolio and marketing materials unless Client provides written objection.

5.4 Third-Party Materials: Client is responsible for obtaining licenses for any third-party materials it supplies, including [LIST OF THIRD-PARTY MATERIALS, IF ANY].

6. CONFIDENTIALITY

6.1 Definition: "Confidential Information" means non-public information disclosed by one party to the other, whether oral, written, or electronic, that is designated as confidential or would reasonably be understood to be confidential.

6.2 Obligations: Each party shall use Confidential Information solely to perform this Agreement and shall protect it with reasonable care.

6.3 Exclusions: Confidential Information does not include information that is publicly available, independently developed, or rightfully received from a third party without restriction.

6.4 Duration: Confidentiality obligations survive termination of this Agreement for [CONFIDENTIALITY SURVIVAL PERIOD].

7. INDEPENDENT CONTRACTOR

7.1 Status: Provider is an independent contractor, not an employee, partner, or agent of Client.

7.2 No Benefits: Provider is not entitled to employee benefits, and Client shall not withhold taxes from payments to Provider.

7.3 Control: Provider determines the manner and means of performing the Services, subject to the terms of this Agreement.

7.4 Subcontractors: Provider may engage subcontractors with Client's prior written consent, and Provider remains responsible for their work.

8. WARRANTIES AND REPRESENTATIONS

8.1 Provider Warranties: Provider warrants that the Services will be performed in a professional and workmanlike manner and that the deliverables will be original or properly licensed.

8.2 Client Warranties: Client warrants that it has the right to use all materials it provides and that such materials do not infringe the rights of any third party.

8.3 Disclaimer: Except as expressly stated, Provider disclaims all other warranties, express or implied, including warranties of merchantability and fitness for a particular purpose.

9. INDEMNIFICATION AND LIMITATION OF LIABILITY

9.1 Client Indemnity: Client shall indemnify and hold harmless Provider from claims arising out of Client's materials, instructions, or breach of this Agreement.

9.2 Provider Indemnity: Provider shall indemnify and hold harmless Client from claims that the deliverables infringe a third party's intellectual property rights, provided Client promptly notifies Provider and allows Provider to control the defense.

9.3 Limitation of Liability: Provider's total liability under this Agreement shall not exceed [LIABILITY CAP AMOUNT], except for gross negligence, willful misconduct, or breach of confidentiality.

9.4 Consequential Damages: Neither party shall be liable for indirect, incidental, special, or consequential damages.

10. TERM AND TERMINATION

10.1 Term: This Agreement begins on the Effective Date and continues until completion of the Services unless terminated earlier.

10.2 Termination for Convenience: Either party may terminate this Agreement with [TERMINATION NOTICE PERIOD] days' written notice.

10.3 Termination for Cause: Either party may terminate immediately upon written notice if the other party materially breaches this Agreement and fails to cure within [CURE PERIOD] days of notice.

10.4 Effect of Termination: Upon termination, Client shall pay for all Services performed and expenses incurred through the termination date.

10.5 Survival: Sections concerning confidentiality, intellectual property, indemnification, and limitation of liability survive termination.

11. DISPUTE RESOLUTION

11.1 Negotiation: The parties shall first attempt to resolve any dispute through good-faith negotiation.

11.2 Mediation: If negotiation fails, the parties shall submit the dispute to mediation administered by [MEDIATION PROVIDER] in [MEDIATION LOCATION].

11.3 Arbitration: If mediation fails, the dispute shall be resolved by binding arbitration under the rules of [ARBITRATION PROVIDER], with the arbitration held in [ARBITRATION LOCATION].

11.4 Governing Law: This Agreement is governed by the laws of the State of [GOVERNING LAW STATE], without regard to conflict of law principles.

12. GENERAL PROVISIONS

12.1 Entire Agreement: This Agreement constitutes the entire agreement between the parties and supersedes all prior agreements and understandings.

12.2 Amendments: This Agreement may be amended only by a written instrument signed by both parties.

12.3 Severability: If any provision is held invalid or unenforceable, the remaining provisions shall remain in full force and effect.

12.4 Waiver: Failure to enforce any provision shall not constitute a waiver of that provision or any other provision.

12.5 Assignment: Neither party may assign this Agreement without the other party's prior written consent.

12.6 Notices: All notices shall be in writing and delivered to the addresses set forth above or to [NOTICE EMAIL ADDRESS].

12.7 Force Majeure: Neither party shall be liable for delays caused by events beyond its reasonable control, including [LIST OF FORCE MAJEURE EVENTS].

12.8 Counterparts: This Agreement may be executed in counterparts, including electronic signatures, each of which is deemed an original.

13. SIGNATURES

13.1 Provider Signature: By signing below, Provider agrees to the terms of this Agreement.

PROVIDER SIGNATURE: ______________________________________

PROVIDER PRINTED NAME: [FREELANCER FULL LEGAL NAME]

PROVIDER TITLE: [PROVIDER TITLE]

DATE: [PROVIDER SIGNATURE DATE]

13.2 Client Signature: By signing below, Client agrees to the terms of this Agreement.

CLIENT SIGNATURE: ______________________________________

CLIENT PRINTED NAME: [CLIENT FULL LEGAL NAME]

CLIENT TITLE: [CLIENT TITLE]

DATE: [CLIENT SIGNATURE DATE]

14. CLIENT ONBOARDING QUESTIONNAIRE

14.1 Company Overview: [CLIENT COMPANY OVERVIEW]

14.2 Project Goals: [CLIENT PROJECT GOALS]

14.3 Target Audience: [CLIENT TARGET AUDIENCE]

14.4 Brand Guidelines: [BRAND GUIDELINES OR LINK]

14.5 Preferred Communication Channel: [PREFERRED COMMUNICATION CHANNEL]

14.6 Preferred Meeting Cadence: [MEETING CADENCE]

14.7 Decision Maker: [DECISION MAKER NAME AND TITLE]

14.8 Budget Range: [CLIENT BUDGET RANGE]

14.9 Hard Deadlines: [CLIENT HARD DEADLINES]

14.10 Existing Assets: [LIST OF EXISTING ASSETS]

14.11 Access Credentials Needed: [LIST OF ACCESS CREDENTIALS]

14.12 Competitors or References: [COMPETITORS OR REFERENCES]

15. PROJECT KICKOFF CHECKLIST

15.1 Signed Agreement Received: [YES/NO]

15.2 Deposit Received: [YES/NO]

15.3 Onboarding Questionnaire Completed: [YES/NO]

15.4 Materials Received: [YES/NO]

15.5 Kickoff Meeting Scheduled: [KICKOFF MEETING DATE AND TIME]

15.6 Communication Channel Established: [YES/NO]

15.7 Project Management Tool Access Granted: [YES/NO]

16. NEW CLIENT INTAKE FORM

16.1 Client Legal Name: [CLIENT FULL LEGAL NAME]

16.2 Client Business Type: [CLIENT BUSINESS TYPE]

16.3 Client Address: [CLIENT STREET ADDRESS], [CLIENT CITY, STATE, ZIP CODE]

16.4 Client Email: [CLIENT EMAIL ADDRESS]

16.5 Client Phone: [CLIENT PHONE NUMBER]

16.6 Referral Source: [REFERRAL SOURCE]

16.7 Services Requested: [SERVICES REQUESTED]

16.8 Estimated Start Date: [ESTIMATED START DATE]

16.9 Estimated Budget: [ESTIMATED BUDGET]

16.10 Additional Notes: [ADDITIONAL NOTES]

17. PROJECT PROPOSAL TEMPLATE

17.1 Proposal Date: [PROPOSAL DATE]

17.2 Proposal Valid Until: [PROPOSAL EXPIRATION DATE]

17.3 Project Summary: [PROJECT SUMMARY]

17.4 Proposed Deliverables: [PROPOSED DELIVERABLES]

17.5 Proposed Timeline: [PROPOSED TIMELINE]

17.6 Proposed Fee: [PROPOSED FEE]

17.7 Payment Terms: [PROPOSED PAYMENT TERMS]

17.8 Acceptance: Client accepts this proposal by signing below.

CLIENT SIGNATURE: ______________________________________

CLIENT PRINTED NAME: [CLIENT FULL LEGAL NAME]

DATE: [PROPOSAL ACCEPTANCE DATE]

18. CHANGE ORDER FORM

18.1 Change Order Number: [CHANGE ORDER NUMBER]

18.2 Date of Request: [CHANGE ORDER DATE]

18.3 Description of Change: [DESCRIPTION OF CHANGE]

18.4 Reason for Change: [REASON FOR CHANGE]

18.5 Additional Fee: [ADDITIONAL FEE]

18.6 Adjusted Timeline: [ADJUSTED TIMELINE]

18.7 Approved By Provider: ______________________________________ DATE: [PROVIDER APPROVAL DATE]

18.8 Approved By Client: ______________________________________ DATE: [CLIENT APPROVAL DATE]

19. INVOICE TEMPLATE

19.1 Invoice Number: [INVOICE NUMBER]

19.2 Invoice Date: [INVOICE DATE]

19.3 Due Date: [INVOICE DUE DATE]

19.4 Bill To: [CLIENT FULL LEGAL NAME], [CLIENT STREET ADDRESS], [CLIENT CITY, STATE, ZIP CODE]

19.5 Services Billed: [SERVICES BILLED DESCRIPTION]

19.6 Amount Due: [AMOUNT DUE]

19.7 Payment Instructions: [PAYMENT INSTRUCTIONS]

19.8 Late Fee Terms: [LATE FEE TERMS]

20. PROJECT COMPLETION AND SIGN-OFF

20.1 Completion Date: [PROJECT COMPLETION DATE]

20.2 Final Deliverables Delivered: [FINAL DELIVERABLES DELIVERED]

20.3 Final Payment Received: [YES/NO]

20.4 Client Sign-Off: By signing below, Client confirms acceptance of the final deliverables.

CLIENT SIGNATURE: ______________________________________

CLIENT PRINTED NAME: [CLIENT FULL LEGAL NAME]

DATE: [CLIENT SIGN-OFF DATE]

20.5 Provider Sign-Off: By signing below, Provider confirms completion of the Services.

PROVIDER SIGNATURE: ______________________________________

PROVIDER PRINTED NAME: [FREELANCER FULL LEGAL NAME]

DATE: [PROVIDER SIGN-OFF DATE]
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