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Fixed Price Projects 
A view into Hiring and Accepting Terms on Upwork 
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The Basics - what stays the same?  

On both Upwork AND Elance: 

●  After submitting a proposal/cover letter, freelancers and clients will negotiate and agree to 
terms 

●  The client will “award” the freelancer the project. 

●  Freelancer accepts offer and begins work on funded milestones  

●  Work deliverables and payments are managed via Milestones and Escrow. 

●  Freelancers should only work on funded milestones and payments should only be 
exchanged via the Upwork platform  

●  Payment Protection is available by using Escrow and Milestones 
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Receive Offer Accept the offer Start working 
 with your client 

On Upwork it starts with an Offer 
After submitting a proposal and negotiating, the client will submit an offer 
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Here’s what the offer looks like 

All milestones must 
be funded before 

work begins  
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You can negotiate and discuss terms directly 
Workroom vs Message Center  

Keep all communication within 
the Upwork Message Center  
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Agree and finalize contract terms  
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Your contract details are always available 
My Elance vs My Jobs 

You can view all 
current jobs under 
the My Jobs tab 
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Details can be modified if the project changes 
My Elance vs. My Jobs  

Only clients can 
suggest changes or 
modify milestones  
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Always submit and document work via the platform 

Attach files and documents  

Describe the work that is 
 being submitted for approval  
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Submit work to request payment 
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Funds become available after a security period 

Deliverable approved   

$ 

Client funds milestone Funds available 
 

5 business days 

Deliverable approved  

$ 

Client funds milestone Funds available 

3 business days 
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Feature Elance Upwork 

Can a contract start without a funded 
milestone? 

Yes No 

Can freelancers document milestones/
payment terms? 

Yes, they can via the proposal or job 
acceptance flow 

No - the client will officially document 
milestones 

What options do clients have when asked 
to release funds? 

Release funds OR Request refund Release funds OR Refuse approval and 
ask for modifications  

Are freelancers asked to submit weekly 
status reports? 

Yes No 

What happens when a client  closes 
contract? 

CL can request to cancel job w/ refund or 
no refund. If CL wants a refund of released 
funds, FL needs to approve . If CL don’t 
requests a refund of escrow funds, they 
will release automatically upon 
cancellation 

If FL approves, any remaining funds will 
go back to client. If FL does not approve, a 
dispute is opened 
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More call outs - what else should you know? 
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Feature Elance Upwork 

What happens when the freelancer closes 
a contract? 

Client has 5 days to approve if freelancer 
wants to refund remaining funds in 
Escrow. If no response, any refund offered 
by the freelancer will be processed. 

Any remaining funds go back to client 

After deliverables are submitted, how long 
before funds are automatically released if 
the client takes no action? 

30 business days after the date the 
freelancer requests release of escrowed 
funds 

14 business days 

How long before the funds become 
available to freelancers? 

Most payments are subject to a 3 day 
security period (after Escrow is funded) 

All funds are subject to security period - 5 
days after release 
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More call outs - what else should you know? 
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Additional Resources  
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Hiring Hub: https://www.upwork.com/hiring/ 
 
Upwork Community: https://community.upwork.com/  
 
Upwork Help Center: https://support.upwork.com/home 
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Thanks 


