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1. Company Information and Definitions

These Terms are issued by [CLIENT LEGAL NAME], a [COMPANY / SOLE TRADER / PARTNERSHIP / OTHER] 
established in [JURISDICTION].

Company number: [NUMBER / NOT APPLICABLE]. Registered office or principal address: [ADDRESS]. Email: 
[EMAIL]. Telephone: [TELEPHONE]. Website: [WEBSITE / NOT APPLICABLE].

In these Terms, “Company”, “we”, “us” and “our” mean [CLIENT LEGAL NAME]. “Customer”, “you” and “your” 
mean any person or organisation purchasing, ordering, accessing or using our products or services. “Consumer” 
means an individual acting wholly or mainly outside their trade, business, craft or profession. “Business 
Customer” means a person or organisation acting wholly or mainly for business purposes. “Digital Product” 
means electronically supplied content. “Physical Product” means tangible goods. “Membership” means any paid 
or complimentary subscription or restricted-access service.

2. Application and Acceptance of These Terms

These Terms apply to all supplies of products and services by the Company unless a different written agreement 
has been signed by an authorised representative.

They may apply to transactions made through a website, online shop, marketplace, email, telephone, social 
media, quotation, invoice, order form, premises or another agreed sales channel.

By placing an order, accepting a quotation, purchasing or using a product or service, creating an account or 
joining a Membership, the Customer agrees to be bound by these Terms.

3. Authority, Eligibility and Customer Information

Where a person acts for a business or organisation, that person confirms that they have authority to bind it.

The Customer must provide complete, accurate and current information and must promptly correct any 
material error. The Company may delay or refuse supply where required information is missing, inaccurate or 
appears fraudulent.

4. Products and Services

The Company may supply goods, services, publications, templates, document packs, printed materials, Digital 
Products, educational resources, podcasts, videos, courses, subscriptions, Memberships, merchandise and other 
items described in its sales materials.

Product descriptions explain the principal characteristics. Images, mock-ups, samples and colours may be 
representative only. Minor differences may arise because of screens, printers, production methods or materials.

5. General Information and No Professional Advice

All publications, templates, policies, procedures, manuals, examples, podcasts, videos, courses and other 
materials are provided for general information, education and business-support purposes only.

They do not constitute legal, financial, accounting, taxation, employment, investment, medical, regulatory or 
other professional advice.

The Customer is solely responsible for checking suitability, replacing placeholders, adapting documents, 
verifying accuracy and continuing relevance, complying with applicable law and obtaining independent 
professional advice where appropriate.
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6. No Guarantee of Outcome

The Company does not warrant or guarantee any particular legal, regulatory, commercial, financial, 
professional or business outcome.

Examples, testimonials, forecasts, projections, case studies and descriptions are illustrative and do not constitute 
promises or guarantees.

7. Quotations and Estimates

Unless stated otherwise, a quotation or estimate is valid for [NUMBER] days and may be withdrawn before 
acceptance.

An estimate is not a fixed price unless expressly described as such. Additional work, changes in scope, 
unforeseen requirements or Customer delays may result in additional charges, which will be explained where 
reasonably practicable.

8. Orders and Formation of Contract

An order is an offer by the Customer to purchase the selected products or services. An automated 
acknowledgment confirms receipt but does not necessarily constitute acceptance.

A binding contract is formed when the Company sends an acceptance or confirmation, dispatches goods, 
provides access to Digital Products or Memberships, begins the service with the Customer's agreement or 
otherwise confirms acceptance.

Each accepted order is a separate contract. The Company may contact the Customer to clarify or correct order 
information before acceptance.

9. Availability and Right to Refuse or Cancel

All products and services are subject to availability. Adding an item to a basket or requesting a quotation does 
not reserve it.

The Company may refuse or cancel an order where an item is unavailable, payment cannot be authorised, there 
is an obvious pricing or description error, supplied information is incomplete, fraud or misuse is suspected, 
delivery restrictions apply, supply would be unlawful or the order breaches these Terms.

Where payment has already been taken for an order that cannot be fulfilled, the relevant amount will be 
refunded.

10. Prices, VAT, Taxes and Additional Charges
Prices are stated in the currency shown in the relevant quotation, invoice, order form or sales channel. The Company
may change prices before acceptance.

The Client must retain only the VAT wording that applies:
[THE COMPANY IS VAT REGISTERED. PRICES ARE [INCLUSIVE / EXCLUSIVE] OF VAT. VAT WILL BE CHARGED AT THE
APPLICABLE RATE.]
[THE COMPANY IS NOT VAT REGISTERED AND DOES NOT CHARGE VAT.]
If the Company's VAT status changes, VAT may be charged on future orders where required by law. Delivery, packaging,
travel, third-party and other applicable charges must be disclosed before the Customer becomes bound.

Where a price is obviously incorrect because of a technical, typographical or administrative error, the Company may
offer the correct price or cancel and refund the order.
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