Fee increase letters
Annual fee adjustment
Subject: Your [Service] fee from [Effective date]
Hi [Client name],
From [Effective date], your fee for [Service] will change from [Current fee] to [New fee] per [Billing period], [Tax basis].
The adjustment reflects [Specific change in the cost of providing the service]. Your package will continue to include [Agreed services and limits].
Your current fee applies through [Last period at current fee]. [How the revised terms will be confirmed under your agreement].
If you'd like to talk through the change, please reply by [Reply date] or call me on [Phone number].
Thank you for continuing to work with us.
[Your name]
[Firm name]
Expanded recurring scope
Subject: Agreeing your [Service] package from [Proposed start date]
Hi [Client name],
Since [When it began], we've been providing [Additional recurring work] alongside [Original agreed services].
Over [Review period], our time records show [Time spent] on [Additional deliverables and coordination].
From [Proposed start date], we can continue [Original scope and limits] at [Current fee] per [Billing period], or include [Expanded scope and limits] for a total of [New fee] per [Billing period]. Both fees are [Tax basis].
The proposed scope and fees are set out in [Proposal or scope link]. Please confirm your preferred option through [Acceptance method] by [Reply date].
I'm happy to talk through which option would be most useful to you.
[Your name]
[Firm name]
Long-standing client on an old fee
Subject: Reviewing your [Service] fee
Hi [Client name],
We've worked together since [Year], and your fee for [Service] has stayed at [Current fee] per [Billing period] since [Last fee review].
To cover the cost of providing [Agreed scope and limits], we propose [New fee] per [Billing period] from [Proposed start date], [Tax basis].
If that fee doesn't fit your budget, we can discuss [Specific narrower service] and price that separately. The proposed terms are in [Proposal or engagement link].
I'd like to talk this through with you before [Reply date]. [How the revised terms will be agreed].
Thank you for the years you've trusted us with your work.
[Your name]
[Firm name]
Consultant hourly or day rate
Subject: My [Service] rate from [Effective date]
Hi [Client name],
I'm updating my rate for [Service] from [Current rate] to [New rate] per [Hour or day] from [Effective date], [Tax basis]. The change reflects [Specific reason for the rate review].
For [Existing quoted or committed work], the agreed [Rate or fee] will continue through [Agreed end date or milestone]. The new rate will apply to [Future work covered by the change].
Before we start the next piece of work, I'll confirm its scope and estimate at the new rate. [How the updated rate will be agreed under your contract].
If you have a fixed budget for [Upcoming work], let me know by [Reply date] and we can discuss the priorities that fit within it.
I've enjoyed working with you on [Project or service] and look forward to the next stage.
[Your name]
[Firm name]
Moving from hourly billing to a fixed fee
Subject: A fixed monthly fee for your [Service]
Hi [Client name],
I'd like to propose a fixed monthly fee for [Service] from [Proposed start date], replacing our current rate of [Current hourly rate], [Tax basis].
Over [Review period], your monthly fees have ranged from [Lowest monthly fee] to [Highest monthly fee]. A fixed fee of [Proposed monthly fee], [Tax basis], would cover [Deliverables, frequency and service limits].
The proposal assumes [Client inputs, volumes and deadlines]. [Excluded services] would sit outside the monthly package; we'd agree the scope and price of any extra work with you before starting it.
Work through [Final hourly-billed period] will be billed on the existing terms. The proposed monthly package is set out in [Proposal or engagement link].
If this would suit you, please accept through [Acceptance method] by [Reply date]. I'm happy to discuss the scope before you decide.
[Your name]
[Firm name]
Replies to client questions
The new fee is outside our budget
Thanks for letting me know. The proposed fee covers [Services and limits]. If your budget is [Client's budget], we could look at [Specific reduction in scope or frequency] and price that service for you.
Which parts of the service matter most for the next [Period]? Once we agree those priorities, I'll send a revised scope and fee for you to consider.
Why more when the work hasn't changed?
You're right that [Agreed service] is unchanged. [Specific reason the existing fee needs to change].
We propose [New fee] per [Billing period] from [Proposed start date], [Tax basis]. If you'd like a lower-cost option, we can discuss [Specific narrower service].
Can we delay the increase?
I understand you'd like more time to plan for the new fee. We can offer [Transition option you can sustain], with [Fee and scope during the transition] through [End date].
From [Agreed start date], the fee would be [New fee] per [Billing period], [Tax basis], for [Agreed scope]. If that works for you, I'll send the revised terms for confirmation.
