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MANUSCRIPT EDITING AGREEMENT 

 

This agreement is a contract between Soul Ink Literary Services ("Editor") and _________ ("Client") for editing 

services. This Agreement must be signed and the retainer fee invoice must be paid in order for editing services 

to begin. The terms of this Agreement apply to any and all manuscript editing services provided by Soul Ink 

Literary Services.  

 

Author(s): 

 

Title and/or Description: 

 

Level of Editing & Rate: 

 

Word Count: 

 

Total Service Charge: 

 

Target Date of Editing Completion: 

 

LEVELS OF EDITING SERVICE 

A Proofread for Basic Review (per word rate or $25 minimum) involves a light manuscript read-through to search 

for and fix any overlooked typographical errors in spelling, capitalization, punctuation, and spacing. 

Proofreading does not include any queries, comments, or suggestions on content, and instead focuses solely on 

error detection and correction. 

 

A Copy Edit for Technical Corrections (per word rate or $50 minimum) addresses mechanical errors in spelling, 

capitalization, and punctuation, as well as grammar, tense, and syntax. Copy editing includes revisions to 

incorrect spelling and word choices, checking for proper verb and tense agreement, and rearranging faulty and 

confusing word order, along with editorial queries and comments on manuscript content. 

 

A Line Edit for Language and Voice (per word rate or $75 minimum) involves revising passages to address run-

on or confusing sentences, replacing words and phrases that are overused or redundant, revising awkward 

dialogue and exposition, and calling attention to unclear narration and rough transitions, along with editorial 

queries and comments on manuscript content. This option also includes the service of copy editing. 

 

A Developmental Edit for Substance and Structure (per word rate or $125 minimum) is for refining a 

manuscript’s overall construction by addressing elements such as characterization, dialogue, narration and 

description, active vs passive voice, showing vs telling, story progression, and plot and timeline consistency. 

This editing involves removing, reorganizing, and rewriting passages. 

 

The Full Service Edit (per word rate or $200 minimum) combines the three levels of copy, line, and developmental 

editing service. 
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RETAINER FEE & PAYMENT SCHEDULE 

A non-refundable retainer fee is charged to begin editing services. The retainer fee is equal to at least 50% of 

the total service fee when over $200, and equal to 100% of the total service fee when $200 or lower. Paid 

retainer fees are applied to the total balance. Any remaining balance is due upon initial completion of editing 

and must be received before the fully edited manuscript will be sent to the Client. Payments are handled via 

online invoice through PayPal with a credit card, debit card, or direct PayPal account. 

 

If the Client is unable to pay the remaining balance at the time of editing completion, it is the responsibility of 

the Client to request a payment plan and to adhere to any Editor-approved payment schedule. If the Client has 

made no balance payments within 30 days of editing completion, the Editor will retain ownership of all edited 

manuscript files and reserves the right to delete files, with no further obligation or refund owed to the Client. 

 

MANUSCRIPT SUBMISSIONS 

All editing is done electronically in Microsoft Word 2010 using the Track Changes feature. Submitted 

manuscripts should be in a Microsoft Word-compatible, 8 ½ x11-sized document with one-inch margins, 

double-spaced lines, single spaces between sentences, and in Times New Roman, size 12 font. The manuscript 

title, author name, and page number should be in the header. Submitted documents that do not meet these 

criteria may be charged an additional formatting fee. 

 

Upon editing completion, the Client will receive two manuscript files. The first file will be a .doc or .docx 

document that will show all of the color-coded edits and comments, which can be accepted or rejected as 

desired. The second file will be a “clean draft” PDF document with all changes incorporated into the 

manuscript. 

 

TURNAROUND TIME 

Editing turnaround time depends on manuscript word count, the level of service needed, and the Editor’s current 

workload. The target completion date is agreed upon by the Editor and Client once the Editor has reviewed the 

full manuscript. This date may be adjusted if necessary to ensure the best editing results, but only if agreed to by 

the Client. 

 

COLLABORATIVE FEEDBACK SESSIONS 

All levels of editing service except proofreading include one 45-minute collaborative feedback session to 

discuss manuscript edits. Sessions take place after the initial completion of manuscript editing and once the total 

service fee has been paid in full. Collaborative feedback sessions are conducted via phone or video conference, 

and occur within a time frame of ten calendar days from delivery of the edited manuscript. Any additional 

sessions will incur a “per session” charge. There is no refund for unused sessions. 

 

NON-DISCLOSURE & CONFIDENTIALITY 

The Editor agrees to hold in confidentiality the content of the Client’s manuscript. The Editor will not share, 

disclose, or discuss in any form the subject, plot, theme, characters, or any other literary element of the 

submitted manuscript with any person other than the Client until manuscript has reached publication. 
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OWNERSHIP & COPYRIGHT 

The Author maintains full copyright ownership of the submitted manuscript in its original form. The Editor will 

retain ownership of editing work performed on the manuscript until the service fee has been paid in full. Once 

full payment has been received, ownership of the manuscript in its edited form transfers to the Author. 

 

For manuscripts being published in book form, the Client agrees to supply the Editor with one complimentary 

physical copy of the book upon release, or a complimentary electronic copy for e-book-only publications. 

 

RIGHT TO SERVICE TERMINATION 

The Editor reserves the right to withdraw service for any reason which prevents the Editor from honoring the 

agreement. Should the Editor withdraw from service, the Client will be notified immediately and refunded all 

payments, with the Editor having no further obligation to the Client. The Editor also reserves the right to refuse 

service, present and future, to the Client for any reason, including by not limited to communication difficulties, 

false claims, and irreconcilable differences. Should the Client attempt to circumvent the conditions of this 

agreement or refuse to enter into this agreement, amended or as stated, the Editor will refuse service and will 

have no further obligation to the Client. 

 

Should the Client wish to terminate editing services for any reason, the Client must submit a termination request 

to the Editor in writing, either via email or traditional mail. If the termination request is received within 28 days 

of the target date of editing completion, the request will not be honored and all remaining balances are due. The 

retainer fee and any other received payments will not be refunded should the Client terminate editing services. 

 

LIMIT OF LIABILITY 

The Client acknowledges that manuscript editing is a subjective process and recognizes that the Editor does not 

guarantee that the manuscript will be completely error-free. The Client assumes full responsibility for reviewing 

and approving all changes and suggestions made by the Editor and for the quality, marketability, and/or 

reception of the final manuscript. The Client and Author(s) also assume all responsibility related to any negative 

claims of, including but not limited to, defamation, libel, and/or copyright infringement, and are accountable for 

verifying the validity and correctness of all information presented in the manuscript. The Editor is not 

responsible for any negative reviews, consequences, losses, or damages arising from or relating to services 

provided. The Client agrees not to hold liable the Editor and consents to indemnify and defend the Editor 

against any and all negative claims.  

 

--- 

 

This Agreement serves as a contract between Soul Ink Literary Services and the Client. Paying the retainer fee 

is acknowledgment by the Client that s/he understands and accepts the terms of this agreement. It is the 

responsibility of the Client to ensure that the terms of the agreement have been shared with all relevant parties. 

The Client assumes responsibility for any and all costs and expenses incurred by Soul Ink Literary Services, 

including but not limited to attorney fees, collections costs, court costs, travel expenses, and time-lost 

compensation, should legal enforcement of this agreement become necessary. 

 

THIS IS A SAMPLE AGREEMENT.  

DO NOT SIGN AND RETURN THIS AGREEMENT FOR SERVICE. 


