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Terms of Business 
 
‘The Translator’ means Speech Marks Translation Ltd., registered in England and Wales 
(8038501). All language work implies that the Client has agreed to these terms and 
conditions, which override any other document and are subject to modification 
without notice. 
 
Definitions 
‘Client’ means the party commissioning a translation in the normal course of business. 
‘Confidential Material’ means any sensitive or private information with regard to the 
Client or their business.  
‘Source Material’ means any text or other medium provided by the Client to the 
Translator and which contains a communication which has to be translated, and 
may comprise text, sound and/or images. 
 
No part of any clause shall be read separately from any other part. 
 
Clause headings are provided for convenience of reading only and shall be ignored 
for the purposes of ascertaining meaning. 
 
Initial requirements 
The Translator accepts an assignment from the Client on the understanding that 
performance of the translation will not infringe any third party rights. Accordingly, the 
Client warrants to the Translator that:  
 
1) the Client has full right and authority to enter into this Agreement, having acquired 
the right and licence to translate and publish the Source Material; and  
2) the Source Material does not infringe the copyright or any other right of any person 
 
Any fee quoted, estimated or agreed by the Translator on the basis of the Client’s 
description of the Translation Task may be subject to amendment by agreement 
between the parties if, in the Translator’s opinion on having seen or heard the Source 
Material, that description is materially inadequate or inaccurate. 
 
A binding quotation once given after the Translator has seen or heard all the Source 
Material shall remain valid for a period of thirty (30) days from the date on which it 
was given, after which time it may be subject to revision. 
 
Intended Usage 
The Client shall clearly indicate the intended use of the translation, that is to say 
whether it is required either for information or for eventual publication. 
 
Quotations and Acceptance 
The Translator will provide a free quotation for each order, which includes: 
• the number of words to be translated/edited/proofread/written 
• the cost 
• the estimated delivery date 
• any surcharges (e.g. formatting, postage, external proofreading) 
 
All work is carried out subject to written confirmation by the Client, and no contract 
shall be concluded until such confirmation is given. Each order constitutes a separate 
contract. 
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Any estimated delivery time is based on confirmation of the assignment and receipt 
of all source material. If the Client does not confirm the assignment within 3 working 
days from the quotation, or does not provide the source material as agreed, the 
delivery time shall be subject to adjustment according to the Translator’s current 
workload. 
 
If any changes are made to the text or the Client’s requirements at any time while 
the translation is in progress, the Translator’s fee, any applicable supplementary 
charges and the terms of delivery shall be adjusted in respect of the additional work. 
 
Deposits 
New Clients will be required to make an advance payment of 50%-100%. Existing 
clients may be required to make an advance payment of 50% for any work worth 
more than £500.00. 
 
Delivery 
Prices are based on delivering the finished text(s) electronically (as email 
attachments) in Word format. Additional costs may apply for providing the translation 
in an alternative format, or printing and postage if a hard copy is required. 
 
The Translator shall not be held responsible for any loss, damage or late delivery of 
finished work due to the postal or telecommunication services or to force majeure. 
 
Payment Terms 
Payment is to be made by bank transfer. Unless otherwise agreed, payment of the 
balance amount is due 14 days after receipt of the translated file(s) for both new and 
existing clients. Failure to settle an invoice within 14 days will incur a late payment fee 
of £30 or 10% of the invoice total (whichever is greater). 
 
For long assignments or texts, the Translator may request initial payment and periodic 
partial payments on terms to be agreed. 
 
Where delivery is in instalments and notice has been given that an interim payment is 
overdue, the Translator shall have the right to stop work on the task in hand until the 
outstanding payment is made or other terms agreed. This action shall be without 
prejudice to any sums due and without any liability whatsoever to the Client or any 
third party. 
 
Order Modification or Cancellation 
Any project that is changed or cancelled after the quotation has been accepted will 
be subject to a cancellation charge of 50%, in addition to the cost of any work that 
has already been completed. The work completed shall be made available to the 
Client. 
 
If a Client goes into liquidation (other than voluntary liquidation for the purposes of 
reconstruction), or has a receiver appointed or becomes insolvent, bankrupt or enters 
into any arrangement with creditors, the Translator shall have the right to terminate a 
contract. 
 
Neither the Translator nor the Client shall be liable to the other or any third party for 
consequences, which are the result of circumstances wholly beyond the control of 
either Party. 
 
Complaints or Disputes 
The parties acknowledge that translation is not an exact science and no two 
translators will translate any text in the same way as each other. However, failure by 
the Translator to meet agreed order requirements or to provide a translation fit for its 
stated purpose shall entitle the Client to: 
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(1) reduce, with the Translator’s consent, the fee payable for work done by a sum 
equal to the reasonable cost necessary to remedy the deficiencies, and/or 
(2) cancel any further instalments of work being undertaken by the Translator. 
In any event, the Translator is not liable for any amount that goes beyond the 
invoiced amount. 
 
Such entitlement shall only apply after the Translator has been given one opportunity 
to bring the work up to the required standard. This entitlement shall not apply unless 
the Translator has been notified in writing of all alleged defects. 
 
Any complaint in connection with a project must be brought to the Translator’s 
attention by the Client (or vice-versa) within one month of the date of delivery of the 
translation. 
 
If the Parties are unable to resolve the complaint, the matter may be referred by 
either Party to the Chartered Institute of Arbitrators. Such referral shall be made no 
later than two months from the date on which the original complaint was made. If a 
dispute cannot be resolved amicably between the Parties, or if either Party refuses to 
accept arbitration, the Parties shall be subject to the exclusive jurisdiction of the 
Courts of England and Wales. In any event this Agreement shall be construed in 
accordance with English law. 
 
Liability 
The Translator accepts no liability for the consequences of any delay in completion of 
the translation caused by the Client and in this event any agreed deadlines or 
delivery schedules will automatically cease to be valid and new dates must be 
negotiated. 
 
The Translator shall carry out the translation with reasonable skill and care and in 
accordance with the Code of Professional Conduct of the Institute of Translation and 
Interpreting. The Translator shall endeavour to ensure that the translation is suitable for 
its agreed purpose and target readership. 
 
In any event, the Translator is not liable for any amount that goes beyond the 
invoiced amount. Neither Party shall be liable to the other in respect of any 
consequential or indirect loss whatsoever. 
 
Copyright 
The Translator accepts an order from the Client on the understanding that 
performance of the translation will not infringe any third party rights. If the source 
language text is subject to copyright, the Translator shall only accept an order on the 
understanding that the Client 
(1) has obtained the translation rights, or 
(2) will be using the translation for private study only. 
 
If the Translator retains copyright, unless otherwise agreed in writing, any published 
text of the translation shall carry the statement: “© English translation by Megan 
Onions (Year date)”, as appropriate to the particular case. 
 
If the Translator assigns the copyright and the translation is subsequently printed for 
distribution, the Client shall acknowledge the Translator’s work by means of the 
following statement: “© English translation by Megan Onions”, as appropriate to the 
particular case. 
 
If a translation is in any way amended or altered without the written permission of the 
Translator, he/she shall not be in any way liable for amendments made or their 
consequences. 
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Confidentiality 
No documents for translation shall be deemed to be confidential unless this is 
expressly stated by the Client. 
 
However the Translator shall at all times exercise due discretion in respect of 
disclosure to any Third Party of any information contained in the Client’s Source 
Material or translations thereof without the express authorisation of the Client. 
 
Notwithstanding the previous clause, the Parties agree that a Third Party may be 
consulted over specific translation terminology queries in relation to the Source 
Material. 
 
The Translator shall be responsible for the safekeeping of the Client’s Source Material 
and copies of the translations, and shall, where necessary, ensure their secure 
disposal. If requested to do so by the Client, the Translator shall insure documents in 
transit from the Translator, at the Client’s expense. 
 
Applicability of these terms and conditions 
This Agreement shall come into effect either: 
(1) when the Client signs the Agreement 
(2) when the Client commences delivery of the Source Material 
(3) when the Translator provides any services under the Agreement, whichever is the 
earlier. 
 
This Agreement should be read in conjunction with the Code of Professional Conduct 
of the Institute of Translation and Interpreting. 
 
No waiver of any breach of any condition in this Agreement shall be considered as a 
waiver of any subsequent breach of the same or any other provision. 
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