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 Contract Writing 101  
A well-written contract is one of the most important elements of doing business.   
Upfront communication with your wholesale buyers on such policies as 
cancellations, non-authorized returns, bounced checks, and damage claims is 
proven sound business practice.   
 
If you have not reviewed your invoices, terms of sale, or purchase order forms 
lately, now is the time to do so. Use the examples below to re-evaluate and 
update your contracts.   
 

 
 

 
 Tip 

 
Some artist forms 
detail a lengthy list 
of terms, due to the 
length of time the 
artist has been in 
business.  Others 
don’t list ANY terms 
on their forms 
because they post 
them upfront in 
their booth.   
 
There’s no right or 
wrong here.  But 
there are variations 
on how to make the 
process as painless 
as possible for 
retailers, and with 
efficiency and 
clarity. 
 
Afterall, essentially 
an order form is a 
contract! 
 

FIRST TIME BUYER DEPOSIT 
Example: For first time buyers, orders require 
50% deposit.  Full balance is due upon delivery  
of goods. 
 
MINIMUM ORDER 
Example: A minimum of $500.00 is required on  
all opening orders.  Minimum re-order is $250.00. 
 
EXCLUSIVITY  
Example: For exclusivity in your area a minimum 
annual purchase of $15,000 is required. 
 
SHIPPING AND HANDLING  
Example: Orders are shipped as ready. Shipments 
are sent pre-paid and added to the customer’s 
invoice unless special arrangements have  
been made. 
 
CANCELLATION 
Example: All cancellations must be submitted in 
writing and are subject to a restocking fee of 25%. 
 
BACK ORDERS 
Example: Back ordered items will ship as available 
unless we are notified by customer to cancel. 
 
 

RETURNED GOODS 
Example: All sales are final. All claims for returned 
goods or adjustments must be made within 10 days 
of the date of shipment.  No returns allowed without 
authorization. 
 
UNAUTHORIZED RETURN 
Example:  Non-authorized returns will be charged a 
40% restocking fee, plus shipping and handling 
charges. 
 
DAMAGED GOODS 
Example: All claims of damaged goods must be made 
within 4 days of receiving merchandise. Non-
authorized returns will be charged a 40% restocking 
fee, plus shipping and handling charges. 
 
BOUNCE CHECKS 
Example: If your check is dishonored, you here by 
authorize (name of company) to electronically debit 
your account for the amount of the check plus the 
maximum bounce check fee allowed by law. 
 
REFUNDS 
Example: Refunds will be issued only for the 
following reasons: 1) Over payment of invoices or 2) 
Deposits paid on discontinued merchandise.  Please 
allow 30 days for refunds. 
 
 

 Learn More 
The Arts Business Institute (ABI) workshops teach artists at all skill levels how 
 to improve their business skills, including pricing, sales, marketing, and design. 
To view a full calendar of 2006/2007 workshops and to register online visit 
www.artsbusinessinstitute.org.  
 
 


