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Proofreading Work Contract Draft 

Preamble 
DeutschTextLand is a growing start-up focusing on human-powered German text proofreading. The company’s vision genuinely reflects its name, a land for everything related to the German language. Turning into the most precise, user-friendly, and affordable German text proofreading platform on the internet is the first step, which can be achieved by hiring native German proofreading experts.  
Parties
This Agreement is between Robert Mikoleit(“Editor”), operating in the country Germany, and Zarin homa foreign trade industry & limited trade company  (“Contractor”):
Editor
EDITOR NAME	 
EDITOR ADDRESS	 
EDITOR TELEPHONE	 
EDITOR EMAIL	
Contractor
CONTRACTOR NAME	Zarin homa foreign trade industry & limited trade company 
CONTRACT ADDRESS	level 5 & 6, Louis Vuitton Orjin Building Abdi Ipekci Bostan Street 15 Nisantasi Sisli Istanbul Turkey 34367
CONTRACTOR TELEPHONE	+90 531 248 0123
CONTRACTOR EMAIL	info@zarinhoma.com
If there is more than one person on the client’s team, you may want to have the client identify a primary contact who can triage issues and provide approvals. Use the following lines to add that person’s information here:
CONTACT NAME	{Name}
CONTACT ADDRESS	{Address}
CONTACT TELEPHONE	{Telephone}
CONTACT EMAIL	{Email}

The Parties agree as follows:
Effective Dates
This Agreement will begin on       and continue for 24 months. 
If the agreement is for a specific term or specific project, this clause could be rephrased as follows:
[bookmark: Text14][bookmark: Text59]This Agreement will begin on {Date} and continue until {Date OR Event}, unless terminated earlier, as provided in this Agreement. The term of this Agreement may be extended if both the Client and the Editor agree in writing.
If the agreement is long term, consider whether you want to use an end date to ensure that you and your client revisit the agreement at some point, providing you with the opportunity to review pricing and terms of work.
Statement of Work
The Statement of Work establishes what tasks you will and will not perform. Taking time to clearly describe the work will help prevent uncontrolled change or growth in a project’s scope.
Project Description
Proofreading is the act of finding and correcting mistakes in a text before it is printed or put online. There exist two concepts for proofreading in the German language. The first one is “Korrekturlesen”, which is about improving punctuation, spelling, and grammar correction. The second term, “Lektorat”, comprises what is conducted in “Korrekturlesen” plus sentence structure check, improving style, checking consistency, and readability of a text. What follows is the linguistic definition of the terms. 
· Grammar check: 
Grammar is a part of linguistics dealing with linguistic forms and their functions in a sentence. Grammar check ensures that the text’s elements fulfil the grammar laws of the German language. 
· Spell check: 
Spell check is identifying possible misspellings in a sentence by comparing the text with Duden’s database of accepted spelling. 
· Sentence Structure check:
Sentences must be written according to certain structures in any language including the German language. Analyzing, verifying, and if needed, modifying sentences are carried out in sentence structure check.
· Consistency check: 
Consistency is adhering to the same rules throughout a piece of writing. It includes the following elements: format, terminology, spelling, punctuation, verb tense, point of view, audience, and audience level. A consistency check assures the text’s aforementioned aspects are consistent in the text.
· Readability check:
Readability refers to how easy it is to read and understand a text. Factors such as average sentence length, syllable count, percentage of multi-syllable words, average word length, the familiarity of words, and complexity of sentences. A readability check is conducted to have an easy-to-read text. 
· Style Improvement:
Style explains how two grammatically correct texts written by two different authors about the same topic can be unique. Style improvement ensures that the text’s style is in harmony with the type and content of the text. 
· Detailed editor’s feedback for Document proofreading service:
The editor comments on every paragraph highlighting the types of edits he/she conducted. In the end, he/she also provides the platform’s user with a general comment describing his/her overall evaluation of the quality of the writing and the key points to be considered to write correctly.
· Detailed editor’s feedback for Advanced, and German Language Test:
The editor provides the platform’s user with a general comment describing his/her overall evaluation of the quality of the writing and the key points to be considered to write correctly.
· Simple editor’s feedback:
The editor provides the platform’s user with a short comment, describing her/his overall evaluation of the quality of the writing.
The information you include in the project description will depend on the project, your client, and how you work. If the agreement is for a specific project, you may want to use some or all of the following headings, or add other headings of your own, to describe the project:
[bookmark: Text34]Title of the document or product: {Title}
[bookmark: Text35]Number of pages and/or words: {# words/pages}
[bookmark: Text36]Purpose of the finished product: {Purpose}
[bookmark: Text37]Intended audience: {Audience}
[bookmark: Text38]Format of the final product: {e.g., print (magazine, hardcover book, newsletter) or electronic (pdf, e-book, HTML)}
If the agreement involves multiple documents or ongoing services, you will want to adjust the project description accordingly, perhaps listing the documents in a table, or if you are contracting for ongoing services, giving a more general description of the work.
Type of Editing and Work Plan
DeutschTextLand enables native German experts to easily proofread the text using the interactive features of the platform. The task and the delivery will both happen on the DeutschTextLand platform. 
The Basic proofreading service consists of grammar, spelling, punctuation checks, and the short editor’s feedback. The delivery duration is 12 hours.
The Advanced and German Language Test proofreading services comprise grammar, spelling, punctuation checks, detailed editor’s feedback, sentence structure check, style improvement, consistency, readability and if needed one re-revision.  The delivery duration is 12 hours.  
The Document proofreading service is for texts with more than 2100 characters. All the characteristics of an Advanced proofreading service apply to the Document proofreading service. The delivery duration is to be defined by the platform’s user. The editor will have the right to accept/reject proofreading after the contractor offers him/her the text. However, once he/she agrees to proofread the text within the specific deadline, he/she is bound to proofread the text accordingly.
Deadlines may change, but starting with an agreed-upon deadline establishes a benchmark that helps to manage expectations and allows you to consider how to address changes, for example, charging an additional fee if the deadline is moved up.
Place of Work and Meetings
Working necessary utilities such as laptops, and internet expenses are not on behalf of the contractor. 
The meetings will take place in Google Meetings/Microsoft Teams/Zoom to discuss the possible problems and to hear the editors’ ideas and comments on using the platform.  
The meetings will happen every week with an approximate duration of one hour each. However, DeutschTextLand reserves the right for itself to hold meetings with the editor on short notice. The editor is bound to be accessible and participate in such meetings.  
Specifying where the work and meetings will take place may affect the resources you will need and the fees you will charge. It may also be especially relevant as a freelancer to establish that you are a self-employed individual and not an employee of the client. (For more details, see Revenue Canada’s publication “RC4110: Employee or Self-employed?”: https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4110-employee-self-employed.html.)
When describing where the work and meetings will take place, consider, for example, whether it is an on-site job with the expectation that you will work from the client’s office or if you will be working from your own office. Are there certain meetings to attend? If so, how often and where?
If meetings are planned, consider specifying whether a project fee includes a certain number of meetings or if your time at meetings will be charged at an additional rate. If the project is based on an hourly rate of pay, you will want to clarify whether your regular hourly rate applies to time at meetings. One of the following clauses could be used:
[bookmark: Text43][bookmark: Text44][bookmark: Text45]The project {includes/does not include} {#} meetings. Time spent at additional meetings will be charged at the hourly rate of ${0.00}. Meetings include those conducted in person, by phone, or electronically.
OR
Unless otherwise agreed in writing, the regular hourly rate {will/will not} apply for meetings. Meetings include those conducted in person, by phone, or electronically.
Changes and Additions
The Editor will adhere to the agreed time of proofreading service delivery regardless of the needed additional work that he/she thinks is necessary to conduct the proofreading. The editor is compelled to deliver the text/document on the agreed deadline. No late delivery is accepted by the contractor except for a genuine, well-documented reason from the editor. In case of no delivery/late delivery, DeutschTextLand reserves the right for itself to offer the text to another available proofreader at the expense of the proofreader who failed to fulfil in-time delivery. The cost of proofreading will be deducted at the time of payment from the wage of the editor who failed to deliver the text/document in time. It is worthy of note that no/late deliveries result in demerits for the proofreader, which will be a basis for the decision on the possibility of further cooperation in the future.      
Some editors choose to charge an additional fee if a client requests a faster turnaround time, such as when a client has missed a target date but still wants the editor to maintain the schedule, or when the client’s own circumstances change. The following clause may be useful for that purpose:
[bookmark: Text27]Rush Work: Any work required before an agreed deadline or rush work that is needed to compensate for targets missed by the Client will incur a surcharge of {#}% for that portion of the work.
Documenting changes in writing does not necessarily require an amendment to the agreement. An exchange of emails outlining and acknowledging the agreed changes may be sufficient.
Deadline/Working Timetable
The delivery duration for Basic, Advanced, and German Language Test proofreading services is 12 hours.  
The delivery duration for the Document proofreading service is to be defined by the platform’s user. The editor will have the right to accept/reject proofreading after the contractor offers him/her the text. However, once he/she agrees to proofread the text within the specified deadline, he/she is under obligation to proofread the text accordingly.  
For the sake of abiding by the promised delivery durations to the platforms’ users, DeutschTextLand requests each editor individually to provide his/her working timetable. The editor is obliged to work in his/her pledged time slots. In case of absence/not performing the demanded tasks, DeutschTextLand reserves the right for itself to offer the text to another available proofreader at the expense of the proofreader who failed to fulfil the task. The cost of proofreading will be deducted at the time of payment from the wage of the editor who was absent and failed to proofread the text/document. It is worthy of note that absence/no-delivery results in demerits for the proofreader, which will be a basis for the decision on the possibility of further cooperation in the future.      
Delivery Details
DeutschTextLand platform provides a user-friendly, interactive interface for the editor, helping him/her to proofread the text using creative embedded features. The editor is provided with the option either to proofread the text sentence by sentence or to proofread it as a whole. DeutschTextLand will host webinars and provide necessary pieces of training to guarantee that the editor has a sufficient understanding of the platform’s mechanism to complete his/her tasks.
For improving the quality of our services, DeutschTextLand platform will perform organized updates, which may even alter the way that editors work with the platform. Consequently, the editor is bound to adjust himself/herself not only to the new functionalities of the DeutschTextLand platform but also to the new delivery durations. However, it is worth noting that all the updates are announced and also discussed beforehand with the editors.
The Basic proofreading service consists of grammar, spelling, and punctuation checks. The editor will also provide the platform’s user with a short comment, describing her/his overall evaluation of the quality of the writing and the main notes to be considered while writing.
The Advanced, and German Language Test proofreading services comprise grammar, spelling, punctuation checks, detailed editor’s feedback, sentence structure check, style improvement, consistency, readability and if needed one re-revision. 
Simple editor feedback provides the platform’s user with a short comment, describing her/his overall evaluation of the quality of the text.
Detailed editor feedback is offered for Advanced, German Language Test, and Document proofreading services with a small difference. Only in the Document proofreading service, does the editor comment on every paragraph highlighting the types of edits he/she conducted. In all of the aforementioned services, the editor provides the platform’s user with a general comment describing her/his overall evaluation of the quality of the writing and the main notes to be considered while writing.
Depending on the nature of the project, you may have research materials or client documents to return with the completed product.
Consider how the final product will be delivered. For example, will you provide the product as a marked-up, printed copy or by email as digital files in DOC (.docx), PDF (.pdf), or another format as requested by the Client?
If sending printed copy, the following clause may be of help:
The final product will be delivered to the Client using a traceable service through Canada Post or courier. Delivery will incur an expense billed to the Client.
Financial Details
Fees/Rate
The Editor’s wage depends on the type of service he/she is performing. The wages for the Basic, Advanced, German Language Test and Document are as follows
· Basic proofreading service: 0.0021$/character
· Advanced proofreading service: 0.0063$/character
· German LanguageTest proofreading service:  0.0063$/character
· Document proofreading service: 0.0061$/character
The contractor pays the editor every month between          of each month. The payment is in the form of a bank transfer. All the possible occurring transfer fees and commissions are on behalf of the contractor.
Editor’s Bank’s Name: 
IBAN:                  
BIC:
Specify whether fees are a flat rate; per hour, word, or page; or something else. If the fees are hourly, include a provision specifying the segments of time used for billing. The typical segment is quarter-hour, but you may be billing, for example, in five-minute segments or by tenths of hours.
If the terms of the agreement include payment associated with use of the product (e.g., a portion of royalties or licensing fees), you should consider seeking legal advice to ensure that the added terms and language are appropriate.
Many editors choose to require a deposit before beginning work on a project. If that is your preference, the following clause could be inserted here:
[bookmark: Text26][bookmark: Text25]Deposit: A {non-refundable/refundable} deposit of ${###.##} is required before work will begin on the project. This amount will be credited toward the total amount owing for the project.
.
Expenses to be billed could include, for example, photocopying, printouts, long-distance calls, parking, couriers and postage, or travel (mileage or meals).
When completing this section, also consider interim billing for long-term projects. This helps to reduce the gap between completing the work and being paid and ensures that the client is aware of the total (growing) costs on large projects. Smaller, interim billings may also help you quickly address problems with timely payment. If using interim billing, the following clause could be added to this section:
[bookmark: Text48][bookmark: Text49][bookmark: Text50]If the project exceeds {specify number, e.g., 30} days, the Editor will send interim invoices {specify frequency, e.g., monthly} for work completed. The Editor has the right to stop work on the Client’s project if any interim invoice remains unpaid for more than {specify number, e.g., 30} days.
Overdue Payments: Any payment after the aforementioned due date is subject to late fees of 1% per month (12% per year).
To encourage timely payment, agreements typically include a provision for charging late fees on past-due invoices. Requesting payment within 30 days (sometimes referred to as “net 30”) is a common practice; however, some clients may have their own policies. If you do include a clause charging interest on overdue payments, be sure to also include the terms clearly on the invoice. Interest cannot be charged on overdue accounts unless the terms have been specified in an agreement or on the invoice. Canadian legislation requires that you specify both the interest rate by term (e.g., monthly) and if compounding the interest, the effective annual rate. Under Canadian law, you may not charge more than 60% interest per year.
An interest rate converter can help you with compounding and converting between monthly and annual interest rates. The Canada Business Network, a branch of the Government of Canada, provides advice for collecting payments from clients: https://www.canadabusiness.ca/managing-your-business/day-to-day-operations/protecting-your-business/risk-management/getting-paid-by-your-customers.
Other Terms and Conditions
Editor’s Status
Nothing in this Agreement will be understood to create a partnership, joint venture or co-venture, agency, or employment relationship between the Contractor and the Editor.
Depending on the context, you may want further clarification of your independence from the client. If that is the case, the following clause may be of use:
The Editor is free to provide services to other clients as long as there is no interference with the Editor’s obligations to the Client as outlined in this Agreement.
If you are working for others, the client may want to include a non-compete clause in the agreement. These clauses are controversial; they are considered by many to be a restraint of fair trade and can be difficult to apply. Similarly, if you will be working with the client’s employees or customers, the client may want a non-solicit clause that restricts you from encouraging an employee, client, or contractor to leave the client. If you are asked to include either of these clauses or sign such an agreement, you should consider seeking legal advice.
If the project involves managing a team of independent professionals, a clause could be inserted to clarify your ability to contract for additional services:
Sub-Contracts: The Editor may act on behalf of the Client to contract, at the Client’s expense, with other individuals or companies to provide additional services, such as writing, photography, illustration, pre-press services, printing, fabrication, programming, or manufacturing. The Client agrees to pay these expenses and to be bound by the terms and conditions of these sub-contracts.
The editor hereby confirms that publishing his/her picture and resume information on the DeutschTextLand platform is permissible.
The editor should be aware that whatever he/she does on the platform is strictly monitored. 
Under Canadian law, the creator of original work automatically acquires both copyright and moral rights in the created work. Moral rights do not transfer with copyright. They protect the creator’s choice to be or not be associated with the created work. This means that, as an editor, you can choose whether to be associated with editing work you have done. Note, however, that the moral right to be associated with a work is subject to what is reasonable under the circumstances. For example, a copy editor could not claim an infringement of moral rights if the editor is not identified in a publication that typically does not include the name of copy editors.
Confidentiality and Non-Disclosure
The Contractor will provide all information that has a direct bearing on the successful outcome of the project. All the pieces of writing are confidential and are the intellectual property of DeutschTextLand. The Editor will hold in confidence and not disclose the confidential information to any third party, except with the Contractor's written consent or as required by law with prior notice to the Contractor.
The Editor will take all reasonable steps to safeguard and prevent the loss, destruction, or unauthorized access, use, or disclosure of the confidential information using a reasonable degree of care and no less than the same degree of care used to protect the Editor’s own confidential information. The Editor will promptly return to the Contractor or destroy, as directed by the Contractor, confidential information and any other Contractor property requested by the Contractor at any time.
The Editor will not make any unauthorized use of any of the Contractor’s trade secrets, confidential information, proprietary property, trademarks, or copyrighted materials. Publishing any Contractor’s information without his/her consent is a breach of confidentiality and is subject to severe legal consequences.
A client may not always identify information as confidential, even if it is. A clause in the agreement reminding the client to identify confidential information can be helpful. Editors should also be aware of what legally constitutes confidential information: (i) information not public at the time of disclosure but disclosed by one party to the other, and marked or indicated by the disclosing party to be confidential, and (ii) any information that under the circumstances ought reasonably to be considered confidential, whether or not the information is marked confidential.
An editor may be required to disclose confidential information, despite a client’s request, if ordered by a court or the government. If that occurs, you should provide the client with prompt notice before making the disclosure and seek legal advice for yourself.
If you would like to be able to use some or all of the work completed under this agreement in your portfolio, the following clause could be added to this section:
The Client agrees that the Editor may use the product completed under this Agreement as part of the Editor’s portfolio (including websites, galleries, and other media) solely for the purpose of showcasing the Editor’s work but not for any other purpose. The Editor agrees not to publish any confidential or non-public work without the Client’s prior written consent.
Indemnity and Liability
The Editor will comply with all applicable laws in the course of performing the services.
Failure to Perform: If the Editor cannot perform the duties outlined in this Agreement for reasons beyond the Contractor’s or Editor’s control, the Editor will refund any amount paid by the Contractor for services not delivered. The Contractor will not have any further liability concerning the Agreement.
Failure to perform is sometimes referred to as “force majeure.”
Termination
This Agreement may be terminated by the Contractor or the Editor with at least one month's notice. If the Agreement is terminated, the Contractor will pay the Editor, as specified under Financial Details, for work done up to the date of termination. 
[bookmark: NoticeTime]If the project is rescheduled, postponed, or cancelled with less than {# hours’/# days’} notice, or if there is a breach of contract by the Client, the deposit is non-refundable. The Client also agrees to pay all of the Editor’s costs and fees incurred up to the time of rescheduling, postponing, or cancelling.
OR
[bookmark: Text55]If the project is rescheduled, postponed, or cancelled with less than {# hours’/# days’} notice, or if there is a breach of contract by the Client, the Editor will charge a cancellation fee of ${###.##}. The Client also agrees to pay all of the Editor’s costs and fees incurred up to the time of rescheduling, postponing, or cancelling.
The provisions of this Agreement that by their nature are intended to extend beyond its termination will survive and remain in effect despite the completion of the services or the termination of the Agreement. This includes the sections of this Agreement required for its interpretation and enforcement.
Notice
Notice by one party to the other under or for this Agreement will be in writing via an email to the email address written at the beginning of this Agreement.
Communications by email will be considered to have been given and received at the time of delivery or transmission if that delivery or transmission occurs before 4:00 p.m. UTC +2 summertime on a business day, failing which the communication will be considered to have been given and received on the next business day. For this Agreement, a business day means any weekday that is not a holiday.
Dispute Resolution
The Contractor or the Editor may request that any dispute arising out of this Agreement be submitted to binding arbitration before a mutually agreed-upon arbitrator under the arbitration legislation of the governing province or territory. The arbitrator’s decision or award will be final. The contractor is available to respond to legal claims in the court of Tallinn. The cost of litigation is on behalf of the plaintiff. The plaintiff is bound to compensate for any costs occurring for the Contractor as a result of his/her legal claim, such as the cost of hiring the legal team, commute, accommodation, and meal expenses
Applicable Law
This Agreement will be governed and interpreted following the laws of Estonia.
Laws vary by jurisdiction; therefore, the agreement should specify which laws will apply to the agreement. This will avoid any confusion or conflict if you work for a client in another province, territory, or country.
[bookmark: Editing]If any part of this Agreement is found to be unlawful, void, or for any reason unenforceable, it will be considered separate from this Agreement and will not affect the validity and enforceability of the remaining Agreement. If either the Contractor or the Editor waives a breach or default under this Agreement, the waiver will not apply to a repeat of the same breach or a breach or default of another clause in the Agreement.
Modification of Agreement
Any modification of this Agreement must be in writing and acknowledged in writing by both the Contractor and the Editor.
The Agreement refers in several places to documenting changes in writing. This does not necessarily require an amendment to the agreement. An exchange of emails outlining and acknowledging the agreed changes may be sufficient.
Signatures
The Contractor and the Editor each confirm that they have full power and authority to enter into this Agreement and acknowledge that their signatures are sufficient proof of accepting the terms of this Agreement.
DATE:	

[bookmark: Text52]_____________________________________________	_____________________________________________
Editor	Contractor
{Editor’s Name}	Zarin homa foreign trade industry & limited trade company
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