The following guidelines outline how we
work and help us provide an organised,
efficient and professional service to

every client.

Project briefs

All project requests and design briefs must be
submitted by email.

If you would like to discuss a brief verbally, you
may send a WhatsApp voice note after emailing
your brief. This provides clarification while
maintaining a written record throughout the
project.

Requests not received by email may be delayed
or overlooked, as our inbox serves as our project
management system.

Communication

Our primary methods of communication are
email and WhatsApp.

« Email is used for project requests, briefs,
approvals, artwork changes and important
information.

« WhatsApp is reserved for quick questions,
voice notes and necessary updates.

Meetings and phone calls

To protect dedicated design time, we do not
accommodate unscheduled phone calls.

If further discussion is required, we are happy
to arrange a Microsoft Teams meeting by
appointment.
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Urgent requests

Urgent or same-day requests will be
considered, subject to availability.

Where possible, we will do our best to assist.

Urgent requests may affect delivery dates or
incur additional charges.

Turnaround times

Standard turnaround is generally 3—-5 working
days, depending on the complexity of the
project and our current schedule.

Urgent work may be accommodated where
capacity allows.

Working hours

Our standard business hours are:

Monday to Thursday, 09:00 - 15:00 and Friday,
09:00 - 13:00

Where possible, we may accommodate work
until 17:00 when required. We do not routinely
work evenings, weekends or overtime.
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Feedback and approvals

Where possible, please consolidate all feedback
into a single email.

Receiving multiple emails, WhatsApp messages
or feedback from several stakeholders increases
the risk of confusion, unnecessary revisions and
project delays. Once artwork has been approved,
any further changes will be treated as a new
revision and may incur additional charges.

Changes to artwork

The design fee includes two rounds of revisions.

Additional amendments are billed at R600 per
hour (excl. VAT).

Changes to the brief

Please ensure your brief is as complete as
possible before work begins.

Additional requests or changes submitted after
work has commenced may affect the delivery
date and may incur additional design time.

Printing

No artwork will be sent to print without written
client approval.

While every effort is made to ensure artwork is
supplied correctly, Jode Rose cannot accept
responsibility for printing errors once artwork has
been approved or modified by third parties.

Payment

Payment is due within 30 days of the invoice
date.

New clients are required to pay a 50% deposit
before work commences.
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Open files

Packaged Adobe InDesign files of completed
artwork are available on request.

Open files will only be supplied once the project
has been paid in full.

Ownership

All intellectual property rights in the artwork
remain the property of Jade Rose Graphic
Design (Pty) Ltd until full payment has been
received.

The designer retains the right to use completed
projects and preliminary concepts for portfolio
purposes.

The proof is in the portfolio
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