Sample Letter of Agreement
Below is a sample of the letter of agreement that I require for all projects. 




Monday, September 15, 2002


Mr. Joe Jones, Marketing Manager
Stuff & Things, Inc.
111 Your Blvd, Suite 222
Portland, OR 12345 

RE: Quote for brochure copy

Dear Mr. Jones, 

Thank you for requesting a quote on costs pursuant to providing copy for your Stuff v2 product brochure. Based on your brief description of the aims of the piece, I understand it is to be a tri-fold brochure measuring 8 1/2" x 11", including approximately 800-1000 words of copy. The brochure will serve as a critical product support/sales tool, while helping launch the product at the International Stuff Convention & Exhibition in Las Vegas, NV, on January 14, 2003. 

To meet these goals and provide fitting copy, I will provide such editorial, marketing and consulting services as are necessary to complete the project to your satisfaction and by the designated deadline of December 19, 2003. 

Estimated hours: 

Research of market, company, product, and/or service*: 5-10 hours

Creation of first draft: 12-15 hours

Revision and creation of second draft: 3-5 hours

Revision and creation of third/final draft: 2-3 hours

[Client revisions/rewrites are to be returned within 10 working days of receipt of copy.] 

Total: 22-33 hours x $40/hr = $880-$1,320

*To most effectively represent your company/product/service, I request the following:

  Ads, brochures, direct mail and internal communications germane to project 

  Literature on other company products/services 

  Appropriate competitor literature 

  Literature on target audiences

  Access to appropriate individual(s) within Stuff & Things to determine the unique selling proposition and benefits to be stressed 

  Company communications/marketing plan 

Terms & Conditions

1. For first projects with new clients I require an advance equaling 50 percent of the low end of the total estimated project cost (in this case, US$440.00). 

2. If the project will exceed the above estimate due to client scheduling and/or revisions, an updated estimate will be generated and signed and returned by the client. 

3. A detailed invoice with itemized break down of hours will be submitted within one week after submission of final copy.

4. Remaining project fees are due within 30 days of receipt of final copy. 

How to Proceed

If this quote is acceptable, please sign and return with a check for US$440.00 and, if possible, all support materials identified above. Signed receipt of this quote authorizes me to proceed with the assignment as identified and for the fee specified. 


Sincerely, 

Greg Coyle


ACCEPT & AGREE:
I accept the above terms and hereby authorize Greg Coyle
to proceed with the specified assignment for the fee specified. 

Signed: __________________________ 

Name: __________________________ 

Title: ____________________________ 

Date: ____________________________ 

Job Name: ____________________________ 

Job Number: __________________________ 

Purchase Order Number: _________________

