The Three Things Your Business Contract Must Have.
What they are, why you need them and how to use them!
First things ﬁrst. A contract is a legally binding agreement setting out what each
party is oﬀering the other. It doesn’t have to be long, complicated or legalistic –
or even in writing.
If you don’t think you have contracts in your business, you’re probably mistaken.
You just don’t know what they say!
Each time you accept a purchase order, buy something or agree to deliver
products or services to someone, a contract is created. It might be on their
terms, or just under the laws of the land, but it will be there somewhere!
All good contracts should have these three important components:
1. Who does what, when?
2. When does payment occur?
3. What happens if things go wrong?

This diagram will help you remember these three important points.

Create the basis for a good contract.
Answering the questions in each of the Three Triangles creates the basis for a
good contract.

Answering each one from both your and the other party’s perspective
ensures that everyone understands what’s expected of them.
Use your contract to explain how you sell and deliver your product or service.
Demonstrate that you’ve ‘done this before’ by being clear about what you
need from the client for a successful outcome – you can be as speciﬁc as you
think will be useful in driving a successful outcome to the project.
Introduce the contract early in the sales process to ﬂush out what really
matters when you still have time to negotiate. The contract gives you other
things to negotiate on, so you don’t need to start with price!
Remember you’re entitled to charge interest on late payments without
mentioning this in your contract, provided that either English law or any other
EU law applies. If you would like to know more about how to calculate interest,
get in touch.
Managing delivery in line with the contract helps avoid scope creep and
ensures you hold on to more of your margin. Be clear about what rights the
client has to the intellectual property in any materials you might deliver or
create in the course of your engagement.
Having clearly deﬁned expectations at the outset results in happier customers,
fewer disputes, more referrals and a more proﬁtable business.
Interested in learning more? Visit www.tiﬀanykemp.com for public training
courses, books and more.

