	


SIMPLE WORK AGREEMENT
A short, plain-language agreement between a freelancer and a client, built for how work actually happens in East Africa.
1. WHO'S INVOLVED
Freelancer / Business Name: ________________________
Client / Business Name: ________________________
Date: ________________________
2. WHAT YOU'RE GETTING
The freelancer will deliver:
1. [List each deliverable clearly, e.g. "1 logo design with 2 concepts"]
1. [Add more lines as needed]
Not included in this price (extra work here is billed separately):
1. [e.g. printing costs, extra pages, rush delivery]
3. TIMELINE
Work starts on: ________________________
Final delivery by: ________________________
If either side causes a delay (late feedback, missing files, changed brief), the delivery date moves by the same number of days.
4. PRICE & PAYMENT
Total price (KES): ________________________
Deposit before work starts: ________________________
Balance due on delivery: ________________________
Accepted payment: M-Pesa Paybill/Till [_______] or Bank transfer [_______].
Late payment: if the balance isn't paid within 7 days of the due date, a 5% late fee applies for each week it stays unpaid.
5. REVISIONS
This price includes [2] rounds of revisions. Extra rounds are billed at [KES ___ / hour or per round]. "Revision" means refining the agreed scope, not adding new work.
6. WHO OWNS THE WORK
Full ownership of the final work passes to the client once it's paid for in full. Before final payment, the work stays the property of the freelancer. The freelancer may show the finished work in their own portfolio, unless the client asks in writing to keep it private.
7. KEEPING THINGS PRIVATE
Both sides agree to keep any private business information shared during this project confidential, and not share it with anyone outside the project without permission.
8. IF PLANS CHANGE
Either side can end this agreement early by giving [7] days' written notice (a WhatsApp or email message counts). If work stops early, the client pays for everything completed up to that point; the freelancer returns any part of the deposit not yet earned.
9. IF THERE'S A DISAGREEMENT
Both sides agree to first try to sort out any disagreement by talking directly. If that doesn't work within [14] days, both sides agree to try mediation before taking the matter to court. This agreement is governed by the laws of [Kenya / your country].
10. SIGNATURES
By signing below (or replying "I agree" in writing / clicking to sign), both sides confirm they understand and accept these terms. A typed name, ticked box, or written reply counts as a valid signature under Kenyan law for this kind of agreement.
	Freelancer signature
Name: _______________   Date: __________
	Client signature
Name: _______________   Date: __________


This template is for general use and isn't a substitute for a lawyer's advice on your specific situation.
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