
Terms & Conditions August 2019 

Catherine Doran proofreading. Please note – these are my default conditions and can 
only be overridden if I have made a personal written agreement with you.  

Accepting these terms and conditions 

When I negotiate with you, I will draw your attention to these terms and conditions 
and send you a copy along with my Academic Agreement form. By sending me your 
completed Academic Agreement form (and indeed by sending me your work to 
complete) you are indicating that you accept these terms and conditions. Please read 
them in full and ask me any questions before signing the agreement – I am happy to 
clarify any details. Thank you! 

Quotations 

I will give you a quote and return time based on the sample of work and information 
you provide to me. If, however, a new situation arises with the document provided or 
a new situation personally for me which affects quote or return time then I will stop 
work while you can decide whether you wish to continue.  

Booking in advance 

All work needs to be booked in advance. I recommend getting in touch at least five 
days before a short piece of writing needs completing (under 1000 words), increasing 
up to several weeks or even months for much larger texts. 

As I will have other work booked for the majority of the time, please contact me in 
advance so I can ensure enough time is available to give your work the attention it 
deserves. Please note that I may not be able to complete work depending on what I 
already have booked in and how long your work needs. Therefore I may need to 
specify a different timescale, charge more for urgent return times or refuse work 
depending on the existing circumstances of my workload.  

When booking your work in, I will need to know the date you send me work and the 
date it needs to be returned by. We will agree this. If your work is a thesis or 
dissertation, we will need to decide a rough return date for the finished document, 
and this can be confirmed as we approach that time.  

If your work can’t be sent to me on the date we agreed, I reserve the right to refuse 
your work even if we agreed previously – this is because I may no longer be able to fit 
your work into the pattern of my existing work. Therefore, I need to be kept informed 
about any delays. 



 

If you cannot meet an agreed deadline for sending me the work, please: 

• tell me as soon as you can so that I can rearrange work within my schedule 
• tell me when you think you can send me it so I can see when or if I am able to fit it 

in 
• tell me about any further delays 
• understand that it is possible that I cannot now work to a new deadline as it clashes 

with pre-existing bookings. 

This also applies if the document turns out to be significantly different in content, 
proofreading requirement or in length that originally agreed. I will reserve the right to 
refuse the work (with regret) and to change the deadline in order to accommodate it.  

Corruption and viruses 

If your document turns out to be corrupted in some way, I cannot promise that any 
formatting I undertake on the document will stay stable on return. If I do find 
corruption, I will inform you immediately and either we accept that the document 
may not stay stable or I will return the document to you without working on it – I may 
need to charge for any work completed up to the time the corruption was discovered. 
I will reserve the right not to work on that document if corrupted, even if previously 
agreed. 

Students 

Please note that you will need to agree to these terms and conditions for students 
before I can proofread for you. 

1. If, by negotiation, I have agreed to work on your thesis or dissertation chapter 
by chapter, each needs to be booked in at least two weeks in advance in order 
that I can accommodate it and complete it on time and with the consistency 
your work needs.  

2. I will always be extremely careful about authorship and plagiarism. I will not 
undertake any rewriting of your work. My work will entail making suggestions 
on spelling, grammar, punctuation and word order/sense using the “track 
changes” feature in Word. You will retain the authorship of the work. You will 
need to go through your work again after it has been proofread by me. Then, 
you need to decide whether to accept the changes I have suggested. There 
may be places where you need to rewrite the text. The (amended) errors are 
left in the text so that a. you can see what has happened and learn what needs 
to be written b. you can be sure I am not misinterpreting your meaning – I am 



not an expert in your work and ownership of the meaning of the document is 
your own c. you are aware of any changes and retain full authorship.  

3. If there are areas where a greater level of proofreading becomes necessary, my 
policy is to provide the student with an annotated and corrected copy of the 
text in question and ask them to show it to their supervisor. I will then need 
either an email or a letter on headed notepaper, scanned in, to confirm that 
this level of proofreading is acceptable. This is to ensure that the work can be 
confirmed to be adhering to good standards of proofreading. 

4. Payment in full will be due upon completion. The quote price may be different 
from the final invoice price depending on exactly what work has been involved 
(I will specify what work has been undertaken on the invoice). The final invoice 
price is not negotiable.  

5. If any rewritten proofread work is submitted to me (due to content changes 
during the writing process, not minor changes as a result of proofreading), then 

I reserve the right to charge for proofreading new text. 

Referencing and data 

Referencing - this is largely the domain of the student. When I check references, I 
check formatting and style, both for citations in the text and reference lists. If I see 
any citations missing from the reference list, or vice versa, I do not write them in; I 
flag the question of whether the referencing is complete for the student to deal with 
(as it is their thesis) before I carry on proofreading.  
 
I do not, of course, fact check references. I may ask a student to consider themselves 
whether any of the information in a paragraph needs a reference or not, so it is their 
decision, but would not indicate further. I do not check whether the reference itself is 
a genuine one – this is also a part of the student’s research skills.  
 
Data - I am happy to check layout and style of tables and graphs, but I do not check 
the data itself.  
 

Plagiarism 

If I find examples of deliberate plagiarism in your work, I reserve the right to refuse to 
work further on the document. It will be returned to you and I will reserve the right to 
charge for any work already completed on the document. The same conditions apply 
should it become apparent that you have copied work from another person or 
organisation’s web page or text, or if I am asked to rewrite anything to avoid this. All 
writing must be the work of the author. 
 



By accepting these terms and conditions (you indicate this by signing the Academic 
Agreement form) you are indicating that you will not send me work containing 
plagiarism.  

Invoicing and Payment 

I will usually invoice for the full amount once work on an entire document is 
completed. If your text is very large, I may reserve the right to request partial payment 
in advance or to return a watermarked copy to you with the unwatermarked copy 
sent on receipt of your payment. If I am completing your work in chapters (this is by 
mutual agreement only), then payment is due for each chapter as it is returned to 
you. Invoices will be provided for each chapter and will be based on the original price 
per thousand words which is applied to the word count of that chapter. 

Payment is due immediately for student clients. Please pay me directly instead of 
sending the invoice to their finance departments or supervisors. I am happy to 

provide a receipt for payment so that you can claim back the money. 

I accept payment by sterling cheque or bank transfer and will provide cheque payable 

and/or bank transfer details when invoicing you. 

Late payment and debt collection fees 

If your payment is late, I reserve the right to apply a late fee of up to 10% of the 
original invoice. If it continues to be delayed, I reserve the right to undertake the 
services of a debt collection agency and will give your fair warning before I do so in 
order to give you time to make the payment. Any charges I must pay to engage the 
services of the agency will be added to your bill.  
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