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Terms and Conditions Agreement 

 
Signature of client(s) required. Unless otherwise stated in writing, this contract will apply to current  

and future orders up until expiration or revision. The most recently signed and dated contract will always govern  
the flow of business.  Additional terms, conditions and contractual agreements may apply for long-term  

partnerships, high value orders and etc. 
 

 
The Standard Design Process: 
Step 1: Prospective client submits an inquiry via the online order form, the online contact form or directly via email. 
Step 2: Complete and return the order questionnaire (when applicable). 
Step 3: Designer accepts or rejects order based on order information provided. 

− If accepted, the client will receive a quote based on the information provided for their order. 
o If the quote is accepted by the client, an invoice will be issued which is due in full within 48 hours. 

− If an order is rejected, the designer will explain why and redirect customer to another designer, if possible. 
Step 4: Fulfill invoice in full within 48 hours *turnaround time begins once payment is submitted*. 
Step 5: Order marked as “ready for production”. 
Step 6: Designer communicates any questions or updates to client via email as work is being produced. 
Step 7: Client is sent a draft of artwork by agreed upon deadline 
Step 8: Revision process begins, if necessary. 
Step 9: Revisions finalized and order completed (revision process may exceed beyond project’s deadline). Final files are 
sent to the client via email or google drive link. 
Step 10: Follow and shout out @cosmopolitancreations on social media when you post your artwork and leave a review 
on our Facebook page to receive $5 off of your next order. Client must mention shout out and review at the time of order. 
Discount cannot be combined with other offers. 
 

 
Primary Method of Communication: 
For record-keeping purposes, nearly all communications between the designer and client will take place via email. If phone 
calls or in-person meetings are to take place, the designer reserves the right to follow up all verbal communication with a 
written summary via email and the client is required to confirm receipt, acknowledge and agree to the contents of the 
written summary. Please allow anywhere from 24-72 hours to receive a response to all communications. 
 

 
Order Turnaround Times: 
Project turnaround times vary based upon the artist’s current workload at the time of your order. To best ensure that an 
order (with the exclusion of websites) can be completed without incurring additional expedition fees, it is advised that the 
order be placed at least 14 calendar days in advance of the date that the order needs to be completed. If an order is placed 
less than 14 calendar days before the date that the order needs to be completed, the client may be required to pay an 
expedition fee which is calculated based upon 1) how quick of a turnaround is required, 2) the requirements of the order, 
and 3) the designer’s availability. The expedition fee will be calculated and quoted at the time of order and the client is 
required to agree to and pay this fee prior to any services being rendered. In the alternative, the designer may also propose 
a later completion date that will not require the payment of an expedition fee. You must agree to either 1) remit the 
expedition fee or 2) accept the/an alternate and later date prior to any services being rendered. Please note that the 
turnaround time quoted for your service begins on the date that the payment is made and not the date that an inquiry is 
submitted and that the revision process may extend beyond the project’s deadline. The turnaround time for printing and 
shipping is not included in the time set by the designer to complete your order. The process to complete print jobs will 
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subsequently follow the completion of your order and the turnaround window will begin on the date which your order is 
placed by the designer with respect to the print company’s daily cut off times. 
 

 
Accepted Payment Method(s): 
Payments for all services are due at the time of order. No work will be rendered prior to payment unless negotiated and 
agreed upon in writing by the designer. Payments are accepted primarily via PayPal Invoices that are sent directly to the 
customer from the PayPal platform. Invoices must be paid in full within 48 hours of issuance unless otherwise stated by 
the designer in writing. Invoices that are not fulfilled within this time, will be cancelled. Re-invoicing fees may apply. In the 
event that another money transfer platform must be used to complete a transaction, the client is responsible for any fees 
that arise during the transfer of funds unless otherwise stated by the designer in writing. Receipts and proofs of purchase 
will automatically be issued by PayPal upon the payment of an invoice. If another platform is used and a receipt is not 
provided, one can be requested from the designer. The agreed upon turnaround time for each order begins on the date 
which the associated payment is made. 
 

 
Post-Production and Partial Payment Policy: 
For any and all orders that are allowed post-production or partial payment, a written contractual agreement must be 
signed by each involved party before the order(s) go into production. The contract must state a guaranteed hourly rate, 
per project/order rate, overall project/order rate or guaranteed price range within which the final payout will fall. Deposits 
may be required for post-production payment orders with a value of $500 or more and deposits are non-refundable. Upon 
completion of the order(s), the full or remaining balance (if a deposit is made) for the service(s) rendered is due in full to 
Cosmopolitan Creations, LLC within 10 business days (14 calendar days). After the 10 business day grace period, the 
pending order will begin to incur late fees which will be calculated as follows: 
 

• Late fee for payments made 1 day after grace period (i.e. on the 11th business day/15th calendar day) = $35  

• Late fee for payments made 2 or more days after the grace period = $3 per each day late 
 

Payments can be made digitally or via cashier’s check or money order. The client is responsible for any fees that may arise 
during payment. Upon the close of order, a mailing address will be provided to which non-digital payments can be 
addressed and mailed to. The lifespan of a contract may vary from client to client and from order to order. An active 
contract may only be terminated if there is written consent from each involved party. Failure to comply with the terms of 
any contractual agreement may result in the contract being temporarily suspended or permanently terminated by the 
designer and Cosmopolitan Creations, LLC pending the collection of any outstanding debts. 
 

 
Refund Policy: 
Full refunds will only be issued if requested prior to the designer rendering any parts of the service requested. Clients have 
5 days from the time of payment to request a refund and after that timeframe has passed, no refunds will be issued. If the 
order has already been started on within the first 5 days, a prorated amount will be refunded to the client based upon 
how much work has been rendered up to that point. For rush production orders, the eligibility for a refund will be 
determined on a case by case basis. At all times, the designer reserves the right to deny a full or prorated refund at their 
discretion and refunds will not be issued on rendered services. If a client is dissatisfied with the artwork produced, the 
designer will guide the client(s) through the revision process in order to deliver satisfactory artwork. Additional fees may 
apply as outlined in the revision policy listed below. 
 

 
Revision Policy: 
Each order is allowed 3 reasonable revisions prior to finalizing the artwork at no cost and the designer has the sole 
discretion to determine which revisions are reasonable. Once the complimentary revisions have been exhausted, 
additional revisions start at $5 each and all incurred fees must be paid prior to the final files and receipt (when applicable) 
being sent over. Revisions refer to changes in placement, font, size, elements, layout, colors and etc. The entire design will 
not be changed as a revision. It is imperative that the client provide the designer with clear instructions when placing their 
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order so that revision, inconvenience and change of plans fees are not incurred. If the client decides that they want 
something other than what was initially requested, they may be required to place a new order or pay a change of plans 
fee. The designer and Cosmopolitan Creations, LLC reserves the right to hold any and all artwork files until the client has 
paid off their balance in full. 
 

 
Content Composition and Proofreading Policy: 
All written content must be composed by the client and proofread in depth for any spelling or grammatical errors prior to 
the content being provided to the designer for use. Cosmopolitan Creations, LLC is not responsible for revising or 
proofreading any written content provided by a client for their project(s) nor any damages or extra costs that the un-
edited content may cause.  
 

 
Inconvenience Fees: 
Inconvenience fees may apply to orders that require unreasonable, continuous and repetitive revisions or requests that 
inconvenience the designer and/or business and/or interfere with the regular flow of business. 
 

 
File Types: 
Clients may receive JPEG, PNG and PDF files of still artwork and motion graphics will be sent as a MP4 file. When applicable, 
the PNG file will feature a transparent background and EPS files may be available upon request. The client will not receive 
any files through which they can freely edit the artist’s work. This includes Photoshop files, Illustrator files, InDesign files 
and etc. If any edits are needed at any time following the close of order, the client must return to the designer to have 
those changes made. Additional fees may apply. The client only has rights to the final files sent over for their order. The 
designer retains ownership of any sample and draft files and these files may not be used or displayed by the client 
anywhere at any time unless purchased or otherwise stated by the designer. Additional copies of artwork with different 
color ways, layouts, features, and etc. are considered as “add-ons” to the order and additional fees may apply for 
their purchase. 
 

 
Printing and Shipping: 
Printing and shipping is available via an outsourced company. The client is responsible for any and all printing and shipping 
costs associated with their order. The time required for print production, processing and shipping is not included in the 
design turnaround window, but will follow subsequently and begin on the date which your order is placed by the designer 
with respect to the print company’s daily cut off times. 
 

 
Printing Disclaimer: 
Cosmopolitan Creations, LLC is not responsible for any technical difficulties, shipping delays or any other uncontrollable 
issues that may arise due to actions by any 3rd party company. Once uploaded and approved, full responsibility 
is transferred over to the 3rd party company and they will print, process and ship the goods to the address provided to 
the designer by the client. Refunds on print services will only be offered if a refund is approved and provided to the 
designer for the client by the 3rd party company. Cosmopolitan Creations, LLC will not pay out any refunds on their behalf.  
No refunds will be issued on the completed design portion of the order under any circumstances. 
 

 
Snapchat Filter Disclaimer: 
Cosmopolitan Creations, LLC is not responsible for any technical difficulties that may arise with the broadcasting of your 
filter. Once uploaded and approved, full responsibility is transferred over to Snapchat and they will air the filter at 
the specified time and location. The strength of your phone carrier's service at the location where your filter is set to 
air will play a role in the accessibility of your filter, so please note that, even if the filter is live, you may not be able to 
access it if your signal is not strong enough. Due to the fact that neither the designer or Snapchat can determine 
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or guarantee the strength of service at your location, no refunds can or will be given in this case for the design or the air 
fee. 
 

 
Web Design Service: 
The turnaround time for the web design service is at least 3 weeks from the date of payment, unless otherwise stated by 
the designer. Expedition may or may not be available and is dependent upon the designer’s availability. The owner of the 
website/client is responsible for any and all costs associated with the purchase of the site from Wix (or any other web 
host) including – but not limited to – the domain address, domain-linked email accounts, SSL certificates, website 
subscription plans and etc. The client must supply all of the written content and images for the graphics and the site 
(models, product photos, etc.), when applicable. The designer is not responsible for maintaining or managing a client’s 
website upon the close of the associated order nor is the designer responsible for correcting any changes to the site that 
are made by any other individual. However, the client may return and place a new order for site updates, changes and 
redesigns as frequently as they deem fit. Tampering with a website while it is in production may result in the incurrence 
of additional fees or the cancellation of the order without refund.  
 

 
Consultations and The Build-A-Brand Service: 
Participation in the Cosmopolitan Creations, LLC Build-A-Brand service or any in-person, over-the-phone, or written 
consultation in no way guarantees the success of any brand, business or individual. The Build-A-Brand service and 
consultations are solely designed to provide and share feedback, ideas, assistance and support with branding, marketing 
and creative services. The Build-A-Brand service and consultation fees – which are calculated based upon the duration of 
time that each consultation/meeting lasts – cover only the associated consultation/meeting. No production, printing, 
shipping or any other good or service is covered by these fees. Invoices for both of these services must be fulfilled at least 
24 hours before the scheduled start of the meeting or call to avoid cancellation or rescheduling. Any and all ideas, concepts 
and designs produced, shared and/or offered by Cosmopolitan Creations, LLC and any of its representatives are the 
intellectual property of the company and the company retains all rights to this property until transferred by purchase. No 
ideas, concepts, or designs can be given to nor shared with another individual, group or company for production or 
reproduction. 
 

 
Notice of Retained Reuse and Resell Rights: 
Cosmopolitan Creations, LLC retains the right to reuse and resell their creative designs, ideas and artwork for profit — 
with the exclusion of artwork that we deem to be essential or fundamental to the foundation of a client’s brand or business 
such as logos, t-shirts that a client has designed for retail, product packaging designs and etc. Most commonly, but not all 
inclusive, we may reuse and resell the designs of the following: snapchat filters, invitations and announcements, party 
favors, business cards, letterheads, and etc.  
 

 
Missed Production Window Policy: 
Cosmopolitan Creations, LLC arranges its production calendar based upon each client’s requested date of completion at 
the time of order and payment. It is the client’s sole responsibility to provide Cosmopolitan Creations, LLC with all of 
requested information, pictures, verbiage and any other content needed for production at the time of order to ensure 
completion by the requested date. If a client fails to provide the abovementioned supporting content for their order within 
a timely manner, it may result in a missed production window, overall delay in production and the incurrence of rush 
and/or inconvenience fees. Cosmopolitan Creations, LLC may not be able to immediately reallocate production time for 
the completion of an order than has missed its planned production window if the soonest production window has already 
been purchased by another client or reserved otherwise. In this case, production of the order will be scheduled for the 
earliest open production window. Expedition options may be available for an additional fee.  
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Disappearing Act Policy: 
The Disappearing Act Policy applies to customers who fail to maintain communication with the designer while their order 
is open and incomplete. While the designer will typically initiate a follow up email to customers who have not been heard 
from, high order volume may prevent such communication. It is not guaranteed nor the responsibility of the designer to 
initiate communication with clients who have been unresponsive to previously sent correspondences. After 60 days of 
no communication from a client with an open order, the order will be closed and a restart fee will be charged to 
reopen and finish the incomplete order. After 120 days of no communication, incomplete orders will be closed 
permanently and no refunds of any kind will be issued on closed orders. If a customer would like to reopen a closed order, 
they will be required to restart the design process and place and pay for a new order.  
 

 
Change of Plans Policy: 
Artwork is produced based on the instructions given by the client at the time of order. If there is a change of plans (i.e., 
change of design requested, format requested, service requested and etc.) before the order goes into production, no 
change of plan, inconvenience or revision fee will be charged. However, if the new request has a greater value than the 
prior request, the client is responsible for paying the difference prior to the order going into production. If the prior request 
has a greater value than the new request, the designer will be responsible for refunding the difference to the client prior 
to the order going into production. If there is a change of plan while the order is in production, the client will incur a 
change of plan, inconvenience OR revision fee and the fee must be paid in full prior to the final files being sent over. In 
the event that the order has already been completed in full, the client will either incur a change of plan, inconvenience 
OR revision fee OR be required to place an entirely new order. The same and/or different fee(s) can be incurred multiple 
times within a single order. Any outstanding balance(s) resulting from in-production fees must be paid in full prior to the 
final files being sent over. The designer and Cosmopolitan Creations, LLC reserves to right to hold any and all artwork files 
until the client has paid off their balance in full. 
 

 
Two-Way Customer Service Policy: 
Cosmopolitan Creations, LLC highly values providing premier customer service to each of its clients – and, in order to 
maintain a positive space for creative ideas and services to flow, the same respect and professionalism is expected and 
required in return. Under no circumstance will a designer or Cosmopolitan Creations, LLC engage in any type of 
confrontation or debate with any client. Any aggressive, disrespectful, intimidating, confrontational or forceful behavior 
by a client will result in a temporary or permanent termination of communication and no refund will be offered for any 
services that have been paid for regardless of order’s status. 
 

 
Handling Disputes 
If a client is unsatisfied with the final product that is delivered after going through the revision process, the client has 5 
business days to file a dispute. If no dispute is filed within the allowed time frame, the client agrees that work is 
satisfactory. If a dispute is filed within the allowed timeframe, mediation and/or binding arbitration is required prior to 
disputes escalating to a higher authority. If the case is escalated to a higher authority, the client agrees to pay all of the 
defendant’s attorney’s fees and associated costs once the action is commenced, regardless of the outcome. 
 
If the designer and/or Cosmopolitan Creations, LLC has to file a lawsuit to collect fees that a client agreed to, but failed to 
pay, the client agrees to also pay all of the plaintiff’s attorney’s fees and associated costs once the action is commenced, 
regardless of the outcome. 
 
By signing below, parties agree that law of the state of North Carolina applies and that jurisdiction and venue are proper 
in the State of North Carolina, Mecklenburg County. 
 

 
Additional Notices and Disclaimers: 
Cosmopolitan Creations, LLC reserves the right to deny service to any client and the right to display any work created at 
any time and on any platform. The designer reserves the right to advertise by adding their logo, name, business name, 
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website, social media handle(s) and/or email address to any piece of work that they create (including Snapchat filters). 
These markings cannot be altered or removed by any users of the artwork under any circumstances unless otherwise 
communicated and approved by the designer in writing. The client may only recognize Cosmopolitan Creations, LLC as the 
creator of any and all work produced by the company. The company is not responsible for any additional costs incurred 
by the client under any terms. This contract encompasses the entire agreement, and any changes or alternations must be 
in writing and signed by all involved parties. By signing below, the client agrees to any and all terms and conditions of 
Cosmopolitan Creations, LLC from this point forward. 
 

 
Waiver:  
If either party fails to enforce any term, condition or provision contained within this agreement, it will not be construed 
as a waiver or limitation of that party’s right to subsequently enforce and compel strict compliance with every provision 
of this agreement. 
 
 
 
______________________________________                                              ______________________ 
Client #1              Date 
 
 
______________________________________                                              ______________________ 
Client #2 (When Applicable)            Date 
 
 
______________________________________                                              ______________________ 
Client #3 (When Applicable)            Date 
 
 
 
 
 
 
______________________________________                                              ______________________ 
Marshaé L. Smith             Date 
Owner of Cosmopolitan Creations, LLC 

December 7, 2018 
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