Model Terms of Business
These model terms are provided to SFTI members to adapt for their own business. They are not legal advice. Replace the words in square brackets before use.
1. Quotes and orders
1.1 A quote is valid for 30 days.
1.2 Work starts only when the client has accepted the quote in writing, including by email.
2. Fees and payment
2.1 Fees are as stated in the quote. A minimum charge of [£40] applies to every job.
2.2 Invoices are payable within 30 days of the invoice date.
2.3 If an invoice is paid late, the translator may charge interest and fixed compensation under the Late Payment of Commercial Debts (Interest) Act 1998.
2.4 For new clients, the translator may ask for 50% of the fee in advance on jobs over [£1,000].
3. Cancellation
3.1 If the client cancels before work starts, no fee is due.
3.2 If the client cancels after work has started, the client pays for the work done so far, and at least 50% of the quoted fee.
3.3 Interpreting bookings cancelled less than 48 hours before the start are charged in full.
4. Quality and corrections
4.1 The translator will correct any errors reported within 14 days of delivery free of charge.
4.2 Changes to the source text after the job has started are charged as additional work.
5. Liability
5.1 The translator's total liability for any job is limited to twice the fee for that job, except where the law does not allow liability to be limited.
5.2 The translator holds professional indemnity insurance of [£1,000,000].
6. Confidentiality and data
6.1 The translator keeps the client's documents confidential and deletes them 12 months after delivery unless agreed otherwise.
6.2 The translator will not use public machine translation or AI tools on the client's documents without the client's written consent.
Fee schedule (example)
	Service
	Fee

	Translation
	[£0.11] per word

	Proofreading
	[£35] per hour

	Urgent jobs (within 24 hours)
	Plus [30%]

	Certification
	[£25] per document


Society of Freelance Translators and Interpreters (fictional, created for testing).




