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1. Statement of Knowledge     I have been rigourously working for the past three years 
toward a degree in English Professional Writing/ Literature where I have accumulated a 
diverse education in writing and editing. A curriculum that includes courses in technical 
editing and writing, professional writing, British and American literature, creative writing, 
news writing, and Spanish written and oral communication, etc. have provided me 
experience with many writing styles inclusive of, but not limited to the following: 

 MLA 
 AP 
 Professional/Technical documents (resume, coverletter, proposal, progress 

report, memos, etc.)  
 Poetry 
 Novel 
 Play 

Through the experience with writing and editing a variety of documents, I am able to 
provide expertise advise on the characteristics of rhetoric. This contains characteristics 
that consider invention, arrangement, style, memory, linguistics, delivery, and more. The 
knowledge and experience gained through my education at Capital University and an 
accompanying internship with the Ohio Attorney General's Office assert that I possess the 
abilities needed to provide valuable service to the clients of O.L.B. Technical Editing. 
 

           2. Core Principle   The code of conduct contract is to serve two principles. This contract  
serves the purpose to inform the client of the abilities and services that I can provide. In 
addition, this contract is also in place to ensure that employees and customers of O.L.B. 
Technical Editing are aware of the rules, policies and disiplinary actions enstated for the 
protection of its people. 

  
3. Intent  The code of conduct is intended to encompass the writing and editing skills that will 
be used in the activities and services that I will provide to the customers of O.L.B. Technical 
Editing. This contract will allow for the client to develop expectations and draw conclusions 
as to what services I will be able to provide. The code of conduct communicates 



characteristics that are appropriate or inappropriate in various circumstances, and 
establishes the skills O.L.B. Technical Editing seeks in its employees.  
 
The intent of the O.L.B. Technical Editing administration is to provide a better working 
atmosphere on various levels for everyone. We expect that our employees will act in a 
manner that earns O.L.B Technical Editing the highest respect of its customers. 
 
4. Skills and Responsibilites  A few important skills and responsibilities to be possessed by 
employees of O.L.B. Technical editing include, however are not limited to,  the ability to 
communicate well with co-workers and customers, a continuation of a preciseness with their 
work through the renewing of their knowledge with the most current education, the maintaing 
of a sense of selflessness in which one does not use others for his/her own benefit, and 
conduct competitive and quality work that will advance the reputation of O.L.B. Technical 
Editing; this list represents only a portion of the many qualities we look for in an employee 
here at O.L.B. Technical Editing.  
 
I hold it in the highest regard to develop good rapport with my clients. It is very important that 
the expectations of both the client and myself are in coordinance with each other. I take the 
necessary steps to having effective communication with my clients so that there are no 
unexpected surprises. Having a relationship with clients allows me to inform him or her of the 
specific skills and responsibilities that I will be practicing throughout the process of our 
transaction.  
 
These skills include more than the generic grammar and spelling edits—some of the other 
skills that I have aquired and will apply include the following: 

 Consideration of the audience 
 Document design and format 
 Organization 
 Style (using a writing style guide) 
 Consistency 
 Grammar and Spelling 
 And more 

I demad of myself to continue to build upon the sundry skills and documents in which I 
practice in the professional/techinical editing atmosphere. As I expand my knowledge, I will 
gain flexibility with the client and the capability to accommodate his or her needs. This is also 
reflective upon the quality services that O.L.B. Technical Editing provides through the high 
standards in which it holds its employees.    
 
5. Guidelines for Ethical Behavior  O.L.B. Technical Editing expects that its employees will 
conduct themselves in a business-like manner. While binded by this contract, I will use all of 
the previous experience and education that I have obtained in order to give the client a 
successful final product. I will always consider the audience in which the document is writen 
for so that the skills that I use will apply to and reach out toward the people for whom it is 
intended.  
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I will analyze the document and consider the expectations of the client before taking on a 
project. I must communicate with the client in order to ensure that there is a clear 
understanding of  all elements contained within the agreement. I will speculate my 
qualifications to perform the desired needs of the client.  If there is a need for a service that I 
cannot provide, I will inform the client of my inability to complete this request.   
 
I will always recognize my values when taking on a project, and under no condition will I alter 
my values for the needs of a client. All transactions held between the client and myself must 
be in good faith. No compromise will be made for any work that could potentially damage my 
reputation or that of the company. Any project or activity deemed to be potentially unlawful 
grants the me the right to imediately terminate the agreement. 
 
I consider foul language, violence, alcohol and other similar unprofessional activities to be 
intolerable within the working atmosphere.  
 
Proper professional dress attire is required while on the job—no jeans, except on Friday. 
Clothing consisting of tears, holes, or stains is unacceptable.  
 
I will not tolerate any intimate relationships within the same department or with a client—
because of a potential conflict of interest that it may cause. I will always be aware of and 
respectful of other’s personal space. Harrasment of any sort will not be tolerated. I will not 
test other’s toleration for such violating acts. The client and I understand that disiplinary 
action will be taken if the O.L.B. administration discovers any such activity taking place within 
the working atmosphere.  
 
6. Conflict of Interest Policy  I will execute the tasks of each project with the best interest of 
O.L.B. Technical Editing in mind. The client and I will avoid all relations and/or actions from 
which a conflict of interest may develop.  
 
7.  Record Retention and Document Destruction Policy  I am aware of the importance of 
keeping detailed minutes on the projects that I am assigned. These records must be kept for 
the period of their direct and current use. In accordance with 18 U.S.C. Section 1519 and the 
Sarbanes Oxley Act, no employee of O.L.B. Technical Editing shall knowingly destroy a 
document with the intent to obstruct or influence an “investigation or proper administration of 
any matter within the jurisdiction of any department agency of the United States…or in 
relation to or contemplation of such matter or case.” 
 
8. Cost  Per hour charges: $40-$50. The efforts and productions by the employees of O.L.B. 
Technical Editing shall not go unrewarded. The company also recognizes longevity perks. As 
we begin to determine your dedication and value to O.L.B. Technical Editing, pay will be 
adjusted appropriately.   
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Signatures 
 
You should read and understand this agreement. It is a legal and binding contract. 
 
 
Employee  
 
Signature________________________ 
 
Printed Name________________________ 
 
Date__________________________________ 

  
 

 
 

            
 


