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Standard Terms of Business for Commissioned Translation Work 
Revision date: 15 June 2013 

 
 

The following Standard Terms of Business shall apply exclusively for all commissioned 
translation work unless they are amended or excluded with the express written consent of 
LingServe. 
 
These Terms of Business merely provide a background framework; the details of an 
assignment will be specified in the confirmation of order. The terms of the order as set out in 
the Confirmation of Order form constitute the special terms of the contract and prevail over 
the general terms. 
 
LingServe’s undertaking 
 
LingServe undertakes to take all reasonable steps to ensure that the translations it provides 
are carried out to the highest professional standards. Any requirement for the use of special 
terminology must be expressed in writing at the time of placing the order. In the absence of 
an explicit glossary or reference material from which such terminology may be obtained, 
LingServe will attempt to provide the closest possible translation. Our obligation to perform 
will have been entirely satisfied if we prepare the translation, exercising due care and 
attention, on the basis of the meaning as understood by us, to the best of our knowledge and 
in accordance with generally accepted standards of comprehension of the language(s) 
involved. 
 
Copyright in original texts, and translation rights 
 
1. LingServe accepts an order from Client on the understanding that Client holds translation 
rights in the original text or will be using the translation only for the purposes of study, in 
which case the question of infringement of rights does not arise.  In all cases, Client 
undertakes to indemnify LingServe against any claim for infringement of copyright and/or 
translation rights, likewise from any legal action including that which may arise between 
Client and a third party as a result of the content of the original text or its translation. 
 
Fees and quotations 
 
2. In the absence of any specific agreement on the fee to be charged, this shall be determined 
by LingServe in accordance with the price list currently in force.  Any quotations given or 
fees agreed by LingServe on the basis of Client’s description of the text may be subject to 
amendment if, in LingServe’s opinion on sight or processing of the text, that description was 
materially inadequate or inaccurate. 
The agreed fee may be subject to amendment in the light of any changes in the requirements 
made by Client after the order has been accepted by LingServe. 
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3. Subject to clause 2 above, a quotation once given after sight of copy by LingServe shall 
remain valid for acceptance within a period of three months from the date on which it was 
given, after which time it may be subject to revision. 
 
4. Translations will normally be delivered electronically unless otherwise agreed. If Client 
requests delivery by post or courier, LingServe reserves the right to charge the delivery costs 
to Client.  Other special expenses incurred in connection with the translation may also be 
charged in addition to the fee.   
 
Delivery and payment 
 
5. Any delivery date or dates agreed between LingServe and Client shall be binding only after 
LingServe has had sight of the full text to be translated, and may be subject to amendment in 
the light of any changes in the requirements made subsequently by Client. 
 
Time is not of the essence and LingServe shall only be required to use its reasonable 
endeavours to meet any delivery dates as agreed in writing upon placing an order.  LingServe 
reserves the right to request an extension of the agreed deadline should unforeseen 
circumstances arise. 
 
6. Payment in full to LingServe shall be effected within thirty days of receipt of the invoice. 
LingServe reserves the right to charge interest on delayed payment at the Bank of England 
base rate plus 2 per cent. For long assignments or texts, LingServe may request periodic 
partial payments on terms to be agreed.   
 
Where delivery is in instalments and notice has been given that an interim payment is 
overdue, LingServe 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 Client or any third party. 
 
7. If a translation is supplied to Client in another EU country and if Client has a valid foreign 
(non-British) VAT registration number, and provides this number to LingServe, the invoice 
for the translation shall be zero-rated for VAT purposes in accordance with the reverse-
charge procedure. 
 
If a translation is supplied to Client in another EU country and if Client does not have a valid 
foreign (non-British) VAT registration number, or fails to provide it to LingServe, the invoice 
for the translation shall include VAT at the statutory British rate. 
 
Cancellation 
 
8. If work is commissioned and subsequently cancelled, Client shall pay LingServe a sum 
equal to the proportion of the complete fee which the work completed bears to the original 
text and a further sum charged on a time basis for preliminary research and enquiries.  The 
work completed shall be available to Client. 
 
Copyright in translations 
 
9a. For texts which are published and sold in the open market, in the absence of a specific 
written agreement to the contrary, copyright in the translation remains the property of 
LingServe.  Where the translation is known by LingServe to be intended for publication, it is 
agreed that LingServe grants to Client a licence to publish the translation on a single 
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occasion, in consideration of the agreed translation fee and when this has been paid.  Where 
copyright is assigned, this is effective only on payment of the agreed fee in full.  Where work 
on a translation is started but the translation is not completed, copyright in the incomplete 
translation remains the property of LingServe, and the conditions applicable to assignment of 
copyright and those applicable to the grant of a licence to publish shall be as specified above 
in relation to a completed translation. 
 
9b. Where documents, advertising and promotional material are to be used for normal 
business purposes, it is accepted as standard business practice that payment of the fee to 
LingServe automatically transfers to Client in perpetuity all rights in the text, including 
copyright and the right to amend, and LingServe shall have no further claim on Client in 
respect of that translation (see clause 10 below) unless otherwise agreed in writing. 
 
10.  Where LingServe retains the copyright, unless otherwise agreed in writing, any published 
text of the translation shall carry the following statement: 
© (English, etc.) text (LingServe) 20… as appropriate to the particular case. 
 
Confidentiality and safekeeping of Client’s documents 
 
11. LingServe shall at no time disclose to any third party any information contained in 
Client’s original documents or translations thereof, without the express authorisation of 
Client.  This provision shall not apply to information which is already in the public domain, 
or which comes to LingServe’s knowledge via a third party. 
 
12. LingServe is responsible for the safekeeping of Client’s documents or translations 
thereof, including copies, while these are in LingServe’s keeping, and shall ensure their 
secure disposal.  Wherever possible, Client should provide copies rather than original 
documents.  If original documents are supplied, Client must advise LingServe of this and 
ensure they are appropriately insured. 
 
Complaints and disputes 
 
13.  Any complaint in connection with work carried out shall be made by Client to LingServe 
within thirty days of delivery of the translation.  If such complaint is found to be justified, 
LingServe shall be granted a reasonable period within which to modify the translation 
accordingly.  LingServe’s liability shall be limited to modification of the translation.  
LingServe shall not be liable for any expenses incurred by Client through failure to comply 
with this complaints procedure.  LingServe expressly excludes any liability for consequential 
losses incurred by Client.  In any event, and without prejudice to the exclusions referred to 
above, LingServe’s entire liability under this contract shall be limited to sums which it 
receives from its professional indemnity insurer. 
 
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 jurisdiction of the Courts of England and 
Wales. 
In any event these Terms of Business shall be construed in accordance with English law. 

 


