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CLIENT RESUME QUESTIONNAIRE
Remember, a resume is not a job description!
Thank you for purchasing a Resume package from The Essay Expert. The following questionnaire will help to gather material so that we can create a resume for you that highlights your skills and accomplishments in the most effective manner possible.
The process of completing this questionnaire will also serve an important purpose: It will prepare you for your interview! Many clients have reported that working through the questions here was the most valuable part of the resume writing process. You will gain focus and confidence that will make you a more attractive candidate to any organization.
If at any time you have a question or concern, please contact us immediately at 718-390-6696. We are committed to excellence and to your satisfaction as a customer.
Please send your completed questionnaire to BrendaB@TheEssayExpert.com and COPY (cc) my assistant Jeanne Goodman at TEESupport@TheEssayExpert.com.
Now let’s get started!
GENERAL INSTRUCTIONS
There are several sections to this questionnaire, including but not limited to: Basic Information and questions about your search; Employment & Volunteer Experience; Core Competencies; Education; Certifications/Licenses; Publications; Memberships; Skills & Interests; and a series of concluding questions.
Please fill in each section as completely as possible. **If the answer to a question is already on your resume, please COPY and PASTE the information into this questionnaire. We will be creating your resume from this questionnaire, so anything missing here will be missing from your new resume!
If you want to refer to another document for the answers, please attach that document.
If a question appears not to apply to your particular field, please “translate” the question for your field. For instance, if you are a school superintendent, you can answer a question about the size of your “accounts” by talking about the size of your district or schools.
*Don’t worry about your grammar, spelling and punctuation on your first time through this document. You can worry about that stuff later. For now, write as if you were talking to a friend or colleague about your work.*
Please fill in your answers in the cell/box next to or below each question.
Take as much space as you need! The lines will expand as you need them to.
BASIC INFORMATION
	Full Name
	

	Street Address
	

	City, State & Zip
	

	Home Phone
	

	Mobile Phone
	

	Email Address
	

	LinkedIn Profile Address
	

	Current Occupation
	

	Current Industry
	



CAREER GOAL
What is your next job title? List up to three.
1. 
2. 
3. 
What is your target salary range?

Are you currently employed? Yes or No?

Is your job search confidential? Yes or No?

Are you open to relocation? Yes or No?

Geographical areas (please list): 

POSITIONS SOUGHT/DEADLINES
Please cut and paste, or provide links, for up to three positions you will be applying for or that you have applied for in the recent past. For each position, please indicate whether you have already applied or are planning to apply.
If you have a deadline for application, please indicate the deadline. 
TARGET POSITION #1
Description/Link:
Deadline:
TARGET POSITION #2
Description/Link:
Deadline:
TARGET POSITION #3
Description/Link:
Deadline:

CURRENT SEARCH
What is working about your current resume and job search? What do you think is not working?

SUMMARY
What are the top 3 things you want the reader of your resume to learn about you?
1. 
2. 
3. 
How would you summarize your career up until now? Please use a maximum of 6 lines. 
What makes you unique (what do you have that distinguishes you from the guy sitting next to you with the same experience?)

EMPLOYMENT & INTERNSHIPS
Please answer the following questions for each position, including internships, that you have held. 
Please focus on how you have made a difference at your organization. What were things like before you got there, and what do they look like now (or when you left)? 
Remember… Quantify, Quantify!! Numbers speak much more loudly than generalities on a resume.
Please copy the table as many times as necessary to include all your positions. Go back at least 10 years – more if the past jobs are still relevant.
If a question is not relevant to your position, just write “N/A” after the question.
Here are some examples of effective resume bullets, just to get your wheels turning:
· Secured record $5 million order from Varian Medical, the largest single order taken in North America. 
· Improved team effectiveness by 25% in six months by redefining sales strategy and message, developing and documenting a formal sales process, and training group in sales skills. 
· Saved $10MM in tooling costs by cultivating low-cost tool and die suppliers in China and Korea. 
· Handled all aspects of three pro bono Chapter 7 bankruptcy cases from inception through filing, successfully achieving discharge in all cases.

POSITION #1 (Most Current Position)
	Company:
	

	City and State:
	

	Position: 
	

	Dates of Employment:
	

	

	1. Company Description: What type of company is it? What business is the company in? How big is the company? What is the size/value of accounts that your company holds? How many clients served by the company? What were annual revenues or profits? 

	

	2. Scope of Work Part 1: Whom do you directly report to? Why were you hired/what were you hired to do? What are your job duties?

	

	3. Scope of Work Part 2: What was the size/value of your departmental oversight or accounts? Do you have P&L responsibility? Please describe in detail. Do you have operating budget responsibility? Capital budgets? How many clients or customers did you serve?

	

	4. Reports: How many people did you supervise or interact with daily? Directs/Indirects? Relevant domestic or international employee/locations specifics? If no responsibility for direct/indirect employees, tell us how you influence/guide others across the organization.

	

	5. Clients: Did you have any notable clients? If so, list them.

	

	6. Teams: Do/did you train any team members? If so, please give specifics. Were any team members promoted because of your development/involvement? If so, explain what role they were in when they started and into what role they were promoted. What did you do to help them succeed?

	

	7. Impact on Revenue: How much money did you make/save your company? How much did you generate in sales? Did profits, revenues, sales or customer numbers increase due to your efforts or programs you implemented? Did you break any records? Please include relevant dates.

	

	8. Impact on Systems/Efficiency: Did you implement a program that improved something by a certain percentage? Did you save a certain amount of time with a process you created or redesigned (make a process more efficient)? What did this area look like before and what does it look like now?

	

	9. Leadership: What did you do that your leader or supervisor would describe with an exclamation point? Was there something extraordinary about your work or your team? Did you break a record, set a new standard, or out-perform a prior year or another company?

	

	10. Distinguishing Yourself: What did you do that was different than what others had done in the same position? Were you assigned a special project? Did you work on a special event? Did you do something beyond your normal areas of responsibility? 

	

	11. Key Accomplishments: What accomplishment(s) are you most proud of at this job? Be specific. You may want to write these in the following format:

C = Challenge (think of a challenge you faced or problem you had to resolve)
A = Action (what action did you take?)
R = Results (what was the result of the action you took?)

	

	12. Awards Received: List award title and date, and details of why you received the award.

	

	13. Skill Building: What was the most significant thing you learned at this job? (Examples: Mastered a skill, learned about a relevant topic, etc.) 

	

	14. Pandemic-Specific: What specific challenges did you face during the COVID crisis and how did you handle them? What were the results? 

	

	15. Anything else you want to add?

	

	16. ** For LinkedIn: What are the top 5 skills you employ[ed] in this position?
·  
·  
·  
·  
· 



POSITION #2
	Company:
	

	City and State:
	

	Position: 
	

	Dates of Employment:
	

	

	1. Company Description: What type of company is it? What business is the company in? How big is the company? What is the size/value of accounts that your company holds? How many clients served by the company? What were annual revenues or profits? 

	

	2. Scope of Work Part 1: Whom do you directly report to? Why were you hired/what were you hired to do? What are your job duties?

	

	3. Scope of Work Part 2: What was the size/value of your departmental oversight or accounts? Do you have P&L responsibility? Please describe in detail. Do you have operating budget responsibility? Capital budgets? How many clients or customers did you serve?

	

	4. Reports: How many people did you supervise or interact with daily? Directs/Indirects? Relevant domestic or international employee/locations specifics? If no responsibility for direct/indirect employees, tell us how you influence/guide others across the organization.

	

	5. Clients: Did you have any notable clients? If so, list them.

	

	6. Teams: Do/did you train any team members? If so, please give specifics. Were any team members promoted because of your development/involvement? If so, explain what role they were in when they started and into what role they were promoted. What did you do to help them succeed?

	

	7. Impact on Revenue: How much money did you make/save your company? How much did you generate in sales? Did profits, revenues, sales or customer numbers increase due to your efforts or programs you implemented? Did you break any records? Please include relevant dates.

	

	8. Impact on Systems/Efficiency: Did you implement a program that improved something by a certain percentage? Did you save a certain amount of time with a process you created or redesigned (make a process more efficient)? What did this area look like before and what does it look like now?

	

	9. Leadership: What did you do that your leader or supervisor would describe with an exclamation point? Was there something extraordinary about your work or your team? Did you break a record, set a new standard, or out-perform a prior year or another company?

	

	10. Distinguishing Yourself: What did you do that was different than what others had done in the same position? Were you assigned a special project? Did you work on a special event? Did you do something beyond your normal areas of responsibility? 

	

	11. Key Accomplishments: What accomplishment(s) are you most proud of at this job? Be specific. You may want to write these in the following format:

C = Challenge (think of a challenge you faced or problem you had to resolve)
A = Action (what action did you take?)
R = Results (what was the result of the action you took?)

	

	12. Awards Received: List award title and date, and details of why you received the award.

	

	13. Skill Building: What was the most significant thing you learned at this job? (Examples: Mastered a skill, learned about a relevant topic, etc.) 

	

	14. Pandemic-Specific: What specific challenges did you face during the COVID crisis and how did you handle them? What were the results? 

	

	15. Anything else you want to add?

	

	16. ** For LinkedIn: What are the top 5 skills you employ[ed] in this position?
·  
·  
·  
·  
· 



POSITION #3
	Company:
	

	City and State:
	

	Position: 
	

	Dates of Employment:
	

	

	1. Company Description: What type of company is it? What business is the company in? How big is the company? What is the size/value of accounts that your company holds? How many clients served by the company? What were annual revenues or profits? 

	

	2. Scope of Work Part 1: Whom do you directly report to? Why were you hired/what were you hired to do? What are your job duties?

	

	3. Scope of Work Part 2: What was the size/value of your departmental oversight or accounts? Do you have P&L responsibility? Please describe in detail. Do you have operating budget responsibility? Capital budgets? How many clients or customers did you serve?

	

	4. Reports: How many people did you supervise or interact with daily? Directs/Indirects? Relevant domestic or international employee/locations specifics? If no responsibility for direct/indirect employees, tell us how you influence/guide others across the organization.

	

	5. Clients: Did you have any notable clients? If so, list them.

	

	6. Teams: Do/did you train any team members? If so, please give specifics. Were any team members promoted because of your development/involvement? If so, explain what role they were in when they started and into what role they were promoted. What did you do to help them succeed?

	

	7. Impact on Revenue: How much money did you make/save your company? How much did you generate in sales? Did profits, revenues, sales or customer numbers increase due to your efforts or programs you implemented? Did you break any records? Please include relevant dates.

	

	8. Impact on Systems/Efficiency: Did you implement a program that improved something by a certain percentage? Did you save a certain amount of time with a process you created or redesigned (make a process more efficient)? What did this area look like before and what does it look like now?

	

	9. Leadership: What did you do that your leader or supervisor would describe with an exclamation point? Was there something extraordinary about your work or your team? Did you break a record, set a new standard, or out-perform a prior year or another company?

	

	10. Distinguishing Yourself: What did you do that was different than what others had done in the same position? Were you assigned a special project? Did you work on a special event? Did you do something beyond your normal areas of responsibility? 

	

	11. Key Accomplishments: What accomplishment(s) are you most proud of at this job? Be specific. You may want to write these in the following format:

C = Challenge (think of a challenge you faced or problem you had to resolve)
A = Action (what action did you take?)
R = Results (what was the result of the action you took?)

	

	12. Awards Received: List award title and date, and details of why you received the award.

	

	13. Skill Building: What was the most significant thing you learned at this job? (Examples: Mastered a skill, learned about a relevant topic, etc.) 

	

	14. Pandemic-Specific: What specific challenges did you face during the COVID crisis and how did you handle them? What were the results? 

	

	15. Anything else you want to add?

	

	16. ** For LinkedIn: What are the top 5 skills you employ[ed] in this position?
·  
·  
·  
·  
· 



POSITION #4
	Company:
	

	City and State:
	

	Position: 
	

	Dates of Employment:
	

	

	1. Company Description: What type of company is it? What business is the company in? How big is the company? What is the size/value of accounts that your company holds? How many clients served by the company? What were annual revenues or profits? 

	

	2. Scope of Work Part 1: Whom do you directly report to? Why were you hired/what were you hired to do? What are your job duties?

	

	3. Scope of Work Part 2: What was the size/value of your departmental oversight or accounts? Do you have P&L responsibility? Please describe in detail. Do you have operating budget responsibility? Capital budgets? How many clients or customers did you serve?

	

	4. Reports: How many people did you supervise or interact with daily? Directs/Indirects? Relevant domestic or international employee/locations specifics? If no responsibility for direct/indirect employees, tell us how you influence/guide others across the organization.

	

	5. Clients: Did you have any notable clients? If so, list them.

	

	6. Teams: Do/did you train any team members? If so, please give specifics. Were any team members promoted because of your development/involvement? If so, explain what role they were in when they started and into what role they were promoted. What did you do to help them succeed?

	

	7. Impact on Revenue: How much money did you make/save your company? How much did you generate in sales? Did profits, revenues, sales or customer numbers increase due to your efforts or programs you implemented? Did you break any records? Please include relevant dates.

	

	8. Impact on Systems/Efficiency: Did you implement a program that improved something by a certain percentage? Did you save a certain amount of time with a process you created or redesigned (make a process more efficient)? What did this area look like before and what does it look like now?

	

	9. Leadership: What did you do that your leader or supervisor would describe with an exclamation point? Was there something extraordinary about your work or your team? Did you break a record, set a new standard, or out-perform a prior year or another company?

	

	10. Distinguishing Yourself: What did you do that was different than what others had done in the same position? Were you assigned a special project? Did you work on a special event? Did you do something beyond your normal areas of responsibility? 

	

	11. Key Accomplishments: What accomplishment(s) are you most proud of at this job? Be specific. You may want to write these in the following format:

C = Challenge (think of a challenge you faced or problem you had to resolve)
A = Action (what action did you take?)
R = Results (what was the result of the action you took?)

	

	12. Awards Received: List award title and date, and details of why you received the award.

	

	13. Skill Building: What was the most significant thing you learned at this job? (Examples: Mastered a skill, learned about a relevant topic, etc.) 

	

	14. Pandemic-Specific: What specific challenges did you face during the COVID crisis and how did you handle them? What were the results? 

	

	15. Anything else you want to add?

	

	16. ** For LinkedIn: What are the top 5 skills you employ[ed] in this position?
·  
·  
·  
·  
· 





VOLUNTEER EXPERIENCE

VOLUNTEER POSITION #1
	Organization:
	

	City and State:
	

	Position: 
	

	Dates of Employment:
	

	

	1. Organization Description: What type of organization is it? What is the mission? What type/how many clients served? How big is the company? 

	

	2. Scope of Work: What were your duties? How many clients or customers did you serve? How many people did you supervise or interact with daily?

	

	3. Clients: Did you have any notable clients? If so, list them.

	

	4. Impact on Revenue: Did revenues, sales or customer numbers increase due to your efforts or programs you implemented? Did you break any records? Please include relevant dates.

	

	5. Impact on Systems/Efficiency: Did you implement a program that improved something by a certain percentage? Did you save a certain amount of time with a process you created or redesigned (make a process more efficient)? What did this area look like before and what does it look like now?

	

	6. Leadership: What did you do that your leader or supervisor would describe with an exclamation point? Was there something extraordinary about your work or your team? Did you break a record, set a new standard, or out-perform a prior year or another company?

	

	7. Distinguishing Yourself: What did you do that was different than what others had done in the same position? Were you assigned a special project? Did you work on a special event? Did you do something beyond your normal areas of responsibility? 

	

	8. Key Accomplishments: What accomplishment(s) are you most proud of at this job? Be specific. You may want to write these in the following format:

C = Challenge (think of a challenge you faced or problem you had to resolve)
A = Action (what action did you take?)
R = Results (what was the result of the action you took?)

	

	9. Awards Received: List award title and date, and details of why you received the award.

	

	10. Skill Building: What was the most significant thing you learned at this job? (Examples: Mastered a skill, learned about a relevant topic, etc.) 

	

	11. Anything else you want to add?

	


VOLUNTEER POSITION #2
	Organization:
	

	City and State:
	

	Position: 
	

	Dates of Employment:
	

	

	1. Organization Description: What type of organization is it? What is the mission? What type/how many clients served? How big is the company? 

	

	2. Scope of Work: What were your duties? How many clients or customers did you serve? How many people did you supervise or interact with daily?

	

	3. Clients: Did you have any notable clients? If so, list them.

	

	4. Impact on Revenue: Did revenues, sales or customer numbers increase due to your efforts or programs you implemented? Did you break any records? Please include relevant dates.

	

	5. Impact on Systems/Efficiency: Did you implement a program that improved something by a certain percentage? Did you save a certain amount of time with a process you created or redesigned (make a process more efficient)? What did this area look like before and what does it look like now?

	

	6. Leadership: What did you do that your leader or supervisor would describe with an exclamation point? Was there something extraordinary about your work or your team? Did you break a record, set a new standard, or out-perform a prior year or another company?

	

	7. Distinguishing Yourself: What did you do that was different than what others had done in the same position? Were you assigned a special project? Did you work on a special event? Did you do something beyond your normal areas of responsibility? 

	

	8. Key Accomplishments: What accomplishment(s) are you most proud of at this job? Be specific. You may want to write these in the following format:

C = Challenge (think of a challenge you faced or problem you had to resolve)
A = Action (what action did you take?)
R = Results (what was the result of the action you took?)

	

	9. Awards Received: List award title and date, and details of why you received the award.

	

	10. Skill Building: What was the most significant thing you learned at this job? (Examples: Mastered a skill, learned about a relevant topic, etc.) 

	

	11. Anything else you want to add?

	


CORE COMPETENCIES/KEY STRENGTHS
Please list any important skills you possess that an employer will be looking for when they seek to hire someone like you. List “hard” skills rather than character traits.
	1. 
	7. 

	2. 
	8. 

	3. 
	9.

	4. 
	10.

	5. 
	11.

	6. 
	12.



TOP THREE ACCOMPLISHMENTS
If you absolutely had to choose your top three accomplishments, which ones would they be?
1. 
2. 
3. 
GRAPH/CHART
What accomplishments do you have that you imagine could be represented in a graph or a chart? Examples might be sales increases YOY, percentage improvements in various metrics, percent of overall sales from year to year, etc.

EDUCATION
Please copy this chart as many times as necessary to include all your Educational experiences.
EDUCATION #1
	School Name:
	

	City and State:
	

	Degree Received: 
	

	Date of Graduation:
	

	Major:
	

	Minor:
	

	If no degree, coursework completed:
	

	If no graduation date, dates attended:
	

	Cumulative GPA:
	

	Major GPA:
	

	

	1. Activities and Descriptions: What type of extracurricular activities did you participate in? What did you accomplish in each? 

	

	2. Honors/Awards: List your honors/awards and how you qualified for each honor or award.

	

	3. Travel Abroad: List any travel abroad you did while in school. 

	

	4. Anything else you want to add?

	



EDUCATION #2
	School Name:
	

	City and State:
	

	Degree Received: 
	

	Date of Graduation:
	

	Major:
	

	Minor:
	

	If no degree, coursework completed:
	

	If no graduation date, dates attended:
	

	Cumulative GPA:
	

	Major GPA:
	

	

	1. Activities and Descriptions: What type of extracurricular activities did you participate in? What did you accomplish in each? 

	

	2. Honors/Awards: List your honors/awards and how you qualified for each honor or award.

	

	3. Travel Abroad: List any travel abroad you did while in school. 

	

	4. Anything else you want to add?

	



EDUCATION #3
	School Name:
	

	City and State:
	

	Degree Received: 
	

	Date of Graduation:
	

	Major:
	

	Minor:
	

	If no degree, coursework completed:
	

	If no graduation date, dates attended:
	

	Cumulative GPA:
	

	Major GPA:
	

	

	1. Activities and Descriptions: What type of extracurricular activities did you participate in? What did you accomplish in each? 

	

	2. Honors/Awards: List your honors/awards and how you qualified for each honor or award.

	

	3. Travel Abroad: List any travel abroad you did while in school. 

	

	4. Anything else you want to add?

	



EDUCATION #4
	School Name:
	

	City and State:
	

	Degree Received: 
	

	Date of Graduation:
	

	Major:
	

	Minor:
	

	If no degree, coursework completed:
	

	If no graduation date, dates attended:
	

	Cumulative GPA:
	

	Major GPA:
	

	

	1. Activities and Descriptions: What type of extracurricular activities did you participate in? What did you accomplish in each? 

	

	2. Honors/Awards: List your honors/awards and how you qualified for each honor or award.

	

	3. Travel Abroad: List any travel abroad you did while in school. 

	

	4. Anything else you want to add?

	



EDUCATION #5
	School Name:
	

	City and State:
	

	Degree Received: 
	

	Date of Graduation:
	

	Major:
	

	Minor:
	

	If no degree, coursework completed:
	

	If no graduation date, dates attended:
	

	Cumulative GPA:
	

	Major GPA:
	

	

	1. Activities and Descriptions: What type of extracurricular activities did you participate in? What did you accomplish in each? 

	

	2. Honors/Awards: List your honors/awards and how you qualified for each honor or award.

	

	3. Travel Abroad: List any travel abroad you did while in school. 

	

	4. Anything else you want to add?

	



TRAININGS
	Organization Name
	Course Name 
	Dates Attended

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



CERTIFICATIONS & LICENSES
Please list all certifications & licenses you have received (insert lines as necessary).
	Certification
	Issuing Organization /Program Name 
	Date of Receipt
	Still Current/End Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



For the above, are there Continuing Professional Development Requirements that you have fulfilled? If so, briefly outline.

PUBLICATIONS
Please use standard citation format – examples can be found on http://library.rit.edu/citations/?type=mla.
Here are some sample citation formats:
1. Journal article, more than two authors, accessed online:
Van Vugt, M., Hogan, R., & Kaiser, R. B. (2008). “Leadership, followership, and evolution: Some lessons from the past.” American Psychologist, 63(3), 182-196. doi:10.1037/0003-066X.63.3.182
2. Journal article from a subscription database (no DOI):
Colvin, G. (2008, July 21). “Information worth billions.” Fortune, 158(2), 73-79. Retrieved from Business Source Complete, EBSCO. Retrieved from http://search.ebscohost.com
3. Magazine article, in print:
Kluger, J. (2008, January 28). “Why we love.” Time, 171(4), 54-60.
YOUR PUBLICATIONS:
1. 
2. 
3. 
4. 
Add more if needed.


MEMBERSHIPS (including Board Memberships)
	Organization Name
	Title if Any 
	Dates/Still Active?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



NON-ACADEMIC HONORS & AWARDS
	Organization Name
	Offices Held 
	Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



SPECIAL SKILLS & INTERESTS
	Computer Skills (list skill and proficiency level):
	

	Languages (list language and proficiency level):
	

	Music Performance Instruments Played:
	

	Musical Interests:
	

	Sports:
	

	Notable Travel:
	

	Notable Reading Interests/Favorite Authors:
	

	Notable Cooking Interests:
	

	Anything Else? 
	



FORMAT
Is there a particular format you have seen online or in The Essay Expert’s samples that you like? If so we will be happy to model your resume on that format. Click here to view The Essay Expert’s samples.

What do you define as your brand color? (Read about the psychology of color theory & how it influences behavior.)

TESTIMONIALS/EVALUATIONS
Do you have testimonials on LinkedIn or elsewhere that you can include on your resume? Any evaluations from past employers? Please include the person’s name and what they wrote, and/or a copy of your evaluation.

ADDITIONAL BRANDING QUESTIONS
What would you want a prospective employer to know about you and what you offer that you haven’t written yet on this questionnaire or on your resume?

What are five characteristics that best describe you when you are at work?

What is the biggest ROI (Return on Investment) an employer will get from you?

What have you been complimented on at work?

What do your friends and colleagues say about you when they compliment you?

Describe an ideal workday. What tasks would you be doing? What would your interactions be like?

Is there anything else you think is important for us to know about you?


NEXT STEPS
Thank you for taking the time and energy to complete this questionnaire. 
Please send your completed questionnaire to:
· BrendaB@TheEssayExpert.com
· COPY (cc) TEESupport@TheEssayExpert.com.
Once we have your completed questionnaire, we will assign you to a writer who is the best match for your career field and level. The writer will reach out to you to set up an interview. Once we have all the information we need, including answers to any follow-up questions, we will have a first version of your resume to you within 10 to 14 business days.
If you have any questions or want to work through these questions by telephone, please contact The Essay Expert at teesupport@theessayexpert.com or 718-390-6696. 
Please note that in our Terms of Agreement, we request that you submit your edits or request an extension within 3 business days of receiving your completed initial document or final document. If you request edits after 3 business days, additional hourly charges will be incurred. Also, we have a 10-business-day overall editing window. This serves both you and us because projects are completed in a timely manner and won’t drag on unnecessarily. Requests made after 10 business days will incur additional hourly charges, unless other arrangements are made. 
Also please be aware that if you delay completion of your questionnaire or scheduling of your interview for 30 days or more, and wish to proceed with your project, you will be charged any price increases that have been implemented since your initial purchase. We understand that extenuating circumstances arise, but we request that you start your project within the prescribed time. After six (6) months, if we have not received your questionnaire or you have not scheduled your interview, and you wish to restart your project, you may do so for a 35% restart fee. Once you pay the difference in price in addition to any appropriate restart fees, we will proceed with your project as per these terms of agreement. If after one (1) year, we have not received your questionnaire, you will forfeit your package and will be asked to repurchase the service if you would like to work with us.
Thank you in advance for submitting your questionnaire and being a loyal client of The Essay Expert. We look forward to making you look great on paper!
Sincerely yours,
[image: ]
Brenda Bernstein
TheEssayExpert.com
[image: ] 
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