
TERMS OF TRADE

BEFORE you commence trading, you will need to make decisions on how certain aspects of 
your business will operate. Many of the following points will apply to your business. Outline 
what your approach will be in the notes box opposite. Include any other terms relevant to your 
business.

√ TERM NOTES
DEFINIITON OF TERMS USED
e.g. ‘Buyer’ = the person, firm or company so 
named in the purchase order

THE CONTRACT
Who is it between?
What is being provided? When? How?

THE PRICE
Is it fixed, subject to alteration?
Includes carriage & packaging?

TERMS OF PAYMENT
Cash on delivery, cash with order, deposit,
stage payments?

METHOD OF PAYMENT
Credit cards – which will you accept?
Cheques? Cash?
Bank transfer?

WILL YOU GIVE CREDIT?
Criteria for granting credit? How much credit (£)? 
Credit period (7/14/30 days)?

DISCOUNTS
For early payment, cash payment, large orders, 
advance payment?

REFUNDS
Cash, cheque, credit, offset?

RETURNS
Within time period, condition of goods,
accepted at sale price?



CHANGES TO INITIAL CONTRACT
To be made in writing? Within time period?
Who bears cost of changes?

LATE PAYMENT
Penalty charges, interest charged
stop supply?

COMPLAINTS
Must be notified within X days, in writing, 
accompanied by goods?

DELIVERY
Who bears cost of disputed delivery?
Length of time?

PATENT/COPYRIGHT/INTELLECTUAL 
PROPERTY?

PROGRESS AND INSPECTION
Who will inspect?
What powers of approval do they have?

THEFT
Internal/external, prosecution, warnings

PERSONAL
Policy towards friends & family, discounts, freebies
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