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Letter of Agreement
09.16.2020

CMU

Susan Bowlby
1200 S Franklin St.

Mount Pleasant, MI 48858

Dear Mrs. Bowlby,

Inward Designs is pleased to work with you and perform professional interior design services that will be provided for the 
restaurant and retail establishment located at 222 E Broadway St, in Mount Pleasant, MI. This letter of agreement entails an 
agreement for the following services that are limited to the interiors of the basement and first through third floor. This will 
include a commercial kitchen, restaurant, bar areas, lounge, and interactive retail space. These services will include 
programming, schematic, design development, contract documents and a post occupancy evaluation following the 
completed design as follows:

Scope of Service

A. Programming: 10 Total Hours
1. Perform background research on the history and present condition of the building site for an estimate of

two (2) hours.
2. Perform preliminary code analysis to find occupancy classifications and construction types for an estimate

of thirty (30) minutes.
3. Research the WELL Building Standards, and how to promote its eleven body systems for an estimate

of two (2) hours.
4. Perform research on current and upcoming technology that could be used in the project. This includes

researching technology used to accommodate the new COVID-19 guidelines for an estimate of two (2)
hours.

5. Develop a project concept through the use of a word map and concept sketches for an estimate of three (3)
hours.

6. Present and discuss the concept of the project for approximately thirty (30) minutes.

B. Schematics: 30 Total Hours
1. Establish a name for the restaurant and interactive retail space for an estimate of thirty (30) minutes.
2. Create a WELL Building Standards checklist of which areas of sustainability we will be implementing in

our design for an estimate of three (3) hours.
3. Draw existing building shell in AutoCAD for an estimate of one (1) hour.
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	 4.	 Create a building analysis and diagram showing the percentage of space used for each 
		  classification including the kitchen, restaurant, and retail space for an estimate of two (2) hours. 
	 5.	 Complete calculations for the maximum floor area allowance per occupant for an estimate of one 		
		  (1) hour. 
	 6.	 Complete calculations for the number of egress required for each floor within the total space for 		
		  an estimate of thirty (30) minutes.  
	 7.	 Create an overall egress diagram for each floor for an estimate of two (2) hours. 
	 8.	 Create a preliminary plumbing fixture chart for the overall space for an estimate of one (1) hour.  
	 9.	 Configure interior wall and ceiling finish requirements for the overall space for an estimate of one 	
		  (1) hour. 
	 10.	 Create preliminary sketches along with a conceptual parti for an estimate of four (4) hours. 
	 11.	 Create a bubble diagram representing the spatial relationships within the space for an estimate of 		
		  three (3) hours.
	 12.	 Create a block diagram with color coding for each type of space for an estimate of three (3) hours. 
	 13.	 Create preliminary floor plans along with sketches showing the space for an estimate of five (5) 		
		  hours.  
	 14.	 Create a code check of drawings identifying areas where codes will be implemented for an esti		
		  mate of three (3) hours.   

C. Design Development: 143 Total Hours 
	 1.	 Finalize space plan showing walls, furniture and built-in equipment for an estimate of forty (40) 		
		  hours. 
	 2.	 Finalize selection of materials, finishes and treatments for furniture, walls, flooring, windows, and 	
		  ceilings for an estimate of eighteen (18) hours.
	 3.	 Finalize floor diagram, plumbing diagram, electrical plan, and reflected ceiling plan for an 
		  estimate of forty-five (45) hours. 
	 4.	 Prepare presentation boards, perspectives, and exterior elevations for an estimate of forty (40) 		
		  hours.

D. Contract Documents: 28 Total Hours
	 1.	 Prepare specifications for furniture and finishes for an estimate of ten (10) hours. 
	 2.	 Prepare finish schedule for an estimate of ten (10) hours. 
	 3.	 Prepare quotation of FF&E for an estimate of eight (8) hours. 

E. Post Occupancy Evaluation: 5 Total Hours
	 1.	 Post occupancy evaluation will occur 30 days after the final installation with a follow up 
		  evaluation occurring 6 months from the date of completion for an estimate of five (5) total hours. 
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Terms of Compensation

The design services described above for a total of 216 hours will be billed at an hourly rate of $130, not exceeding 
$28,080. Starting after the initial interview, meetings will be billed at the same hourly rate of $130. These include 
meetings with Inward Designs, third parties, architects, contractors, consultants, etc. A retainer of $14,040, along 
with this signed agreement are required to initiate work. The invoices will be billed each month for the actual 
hours worked. Payment is due within thirty (30) days of the invoice date. There will be a late payment charge 
of 2% per month added to the invoices thirty (30) days past due. The total fee is established from a maximum 
of two (2) revisions after each client review. Work that is needed beyond the two will be charged an additional 
charge to the maximum estimate above and billed at the hourly rate of $130.

Reimbursable  Expenses

The charges listed above exclude any charges that are reimbursable. Any reimbursable expenses must be ap-
proved or agreed upon three (3) days prior. Such expenses include, out-of-town travel and living expenses, long 
distance telephone charges, special renderings, mock-ups, and reproduction costs other than those detailed. 
These costs requested in advance for approval, and will be billed at the actual cost to Inward Designs. 

Terms of Sale of Furniture, Finishes, and Flooring

	 1.	 Before any product is purchased or ordered by Inward Designs, an approval signature will be 
		  required. All approved products will be purchased by Inward Designs unless requested to pur-		
		  chase them yourself independently outside of the agreement.
	 2.	 Inward Designs is not responsible for any damages or lost packages during the shipping process if 	
		  you chose to purchase a product independently. 
	 3.	 If a product that was approved is no longer wanted and you wish to return it, Inward Designs is 		
		  not responsible for any extra fees resulting from the return process. 
	 4.	 Custom orders are not returnable nor refundable.
	 5.	 Prior to placing an order a deposit of 50% of the total price of each item is due. The deposit will 		
		  be credited toward the product total on the final invoice. Applicable taxes, shipping, and handling 	
		  fees will be added to the total balance after the product has been delivered. 
	 6.	 The price for each item shall be the wholesale price to the interior design plus a markup of 40% 		
		  purchase fee. Shipping and handling will be charged at actual cost. These fees are in addition to 		
		  the hourly design fee. 
	 7.	 The prices of merchandise, installations, and other services may vary with time. Inward Designs 		
		  cannot guarantee the price beyond 30 days. 
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	 8.	 Inward Designs will double check purchases and follow up on orders. We will do everything we 		
		  can to keep you informed on expected delivery dates, but we are not responsible for late deliveries 	
		  from vendors who did not follow through with their expected delivery date. 
	 9.	 If there is a change to a purchase authorization an approval is required in writing prior to the 		
		  change. 
	 10.	 If the recipient, Sue Bowlby’s check(s) are returned to Inward Designs due to insufficient funds, 		
                 	 Inward Designs will notify the recipient within 24 hours. The recipient, Sue Bowlby, will be 		
		  responsible for delivering an alternative form of payment that covers the initial cost, bank fees for 		
		  the insufficient check, and a $25.00 fee to cover administrative expenses. 
	 11.	 All orders will apply the Michigan sales tax of 6%. 

Responsibilities of The Client 

It is expected that CMU will:

	 1.	 Provide full information and requirements for the project.
	 2.	 Assist Inward Designs with information pertaining to the project such as previous reports and 		
		  other data that is relevant to the project.
	 3.	 Provide any existing drawings of the building to assist in the Schematic and Contract Document 		
		  phases.
	 4.	 Provide access to the job site between 7:00 AM - 5:00 PM.
	 5.	 Return the approvals in the time stated on the transmittal or outlined in meetings.
	 6.	 Inform Inward Designs at least 48 hours in advance if you are unable to attend a meeting.
	 7.	 Acquire approved government authorities that have jurisdiction over the project, as well as other 		
		  approvals may be needed from individuals for the completion of the project. 
	 8.	 Pay all invoices in full when due.
	 9.	 Make payments for reproduction fees of contract document sets that are required for the actual 		
		  cost of the bidding process. 
	 10.	 Provide financial arrangement(s) evidence if requested by Inward Designs.
	 11.	 Have a designated representative to act on CMU’s behalf in regards to the project. Mrs. Bowlby, 
		  or designated representative, shall communicate decisions in a timely manner regarding 
		  documents submitted by Inward Designs. This will avoid any unnecessary delays within the 
		  design phases.
	 12.	 Provide legal, accounting, and insurance services that may be necessary for the project at any 		
		  time. This includes auditing services that CMU may require for verifying applications of 			 
		  payments or determining how/what purpose the contractors used the money for paid by CMU. 
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13. Present written notice to Inward Designs if CMU notices flaws within the project or
unacceptance of the Contract Documents.

14. Provide a space for the recipient, inspection and storage of materials, furnishings, finishes, and
equipment before installation.

15. Provide relocation and/or removal of existing elements.

General Conditions

1. Information that regards either party’s possessions is considered confidential. Neither party
will disclose any information in relation to this Agreement.

2. Neither party shall be liable for failure to perform any obligation under this Agreement if the
failure is due to any circumstances beyond its reasonable control.

3. CMU will provide written approval prior to any purchases of any furniture, furnishings, or
flooring in a timely manner.

4. Inward Designs is not responsible for any products or services that are provided by external
contractors. This includes the quality, workmanship and appearance of those products or services.

5. CMU should rely on warranties provided by the manufacturer for furnishings, finishes, and
flooring.

6. If changes are made by CMU’s architects or contractors that result in additional fees or project
delays, Inward Designs is not responsible for the charges or delays if they were not notified prior
to the changes being made.

7. Inward Designs reserves the right to photograph the project at any given time during the project
and upon completion. Inward Designs owns the photograph copyrights of all the photos being
taken. Inward Designs has the right to use these images for business purposes and has the right
to any commission they bring in. There will be a two week notice prior to any photos being taken
once CMU has moved into the space. The identities of CMU employees will remain confidential
and will not be disclosed to a third party without prior consent. Inward Designs will get full credit
if any descriptions or photographs of the project are published.

8. Any fees that are required to complete this project that are from third party consultants are not
included in the contract. Contracts for these services will be negotiated separately and should be
completed within thirty (30) days of signing this contact.

9. This agreement may be terminated by either party if presented with a written notice within
seven (7) days. This can only be completed if the other party failed to perform with the terms of
this agreement through no fault of the party initiating the termination. If termination does occur,
CMU must pay Inward Designs for all rendered services and reimbursable expenses due prior to
the termination date.

808 PLEASANT DRIVE						  (248) 978-2254 andru2jm@cmich.edu
MOUNT PLEASANT, MI 48858 (715) 531-7630 platt1em@cmich.edu



ARD    DESIGNS INW

10. If CMU suspends this project for more than thirty (30) consecutive days, Inward Designs shall
be compensated for prior performed services. When the project resumes, Inward Designs
compensation shall be equitably adjusted to provide for expenses that occurred during the
interruption and resumption.

11. Any arising claim or controversy relating to this project, shall be reviewed and settled by
arbitration. This shall be in accordance with the rules of the American Arbitration Association,
and the final decision of the arbitrator shall bind on both parties.

12. Properties of Inward Designs include: Drawings, specifications, and sample boards. Inward
Designs has exclusive copyrights to these items, and is providing them for this project only. Any
reproduction or reuse of these items without prior written consent, will not be permitted. Any use
of the specifications or plans by other contractors for bidding or any other purposes is prohibited
and will result in a preparation charge fee of $2,500.00. This is applied whether or not CMU signs
this agreement.

13. The service performances of Inward Designs shall be presented as an independent contractor, and
Inward Designs will not be considered an employee of CMU for any purposes. Inward Designs is
not responsible for the acts of CMU or any of its contractors, agents, employees, or any other
person performing project work.

14. There may be no assigning of rights under this Agreement unless there is written consent of all
parties.

15. This is the entire Agreement between Inward Designs and CMU. If this agreement is
supplemented, amended, or revised, it must only be done in writing, as well as signed by all
parties.

16. Any notices connected with this Agreement shall be given in writing delivered by hand or first
class mail to the provided address on this Agreement. If there is an address change, notices should
be made at least one week in advance.

17. Inward Designs will not be responsible for the exposures of person(s) to hazardous materials in
any form at the project premises. This includes, but is not limited to: asbestos, asbestos products,
polychlorinated biphenyl (PCB) or other toxic substances.

18. This contract shall be in accordance with the laws of the State of Michigan.
19. The deposit paid to Inward Designs will be credited on CMU’s final design fee invoice. Other

deposits made will be credited on the final invoice for CMU.
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Time Frame

The proposal for the project is to be signed and returned within two weeks time. The timely completion of the 
project as well as the quoted fee will not begin until after this proposal is returned and signed. Inward Designs is 
not responsible for any delays beyond our control. The duration and completion of the project is tentatively 14 
months time.

Approval

The signature below is an indication of the recipient’s approval of this proposal. Work will begin once Inward De-
signs has received the signed copy of the agreement and the retainer payment of $14,040, which will be credited 
to the final design fee invoice. 

Inward Designs would like to thank you for this opportunity to work with you. We are excited that you chose us 
to be a part of making your restaurant and retail store a reality. 

Sincerely,

Inward Designs
Jessica Andrus 
Emily Plattner 

X____________________________________________________________________
Design Director								        Date

X____________________________________________________________________
Client 										          Date

X____________________________________________________________________
Designer Witness								        Date 

X____________________________________________________________________
Client Witness 								        Date 

808 PLEASANT DRIVE						  (248) 978-2254 andru2jm@cmich.edu
MOUNT PLEASANT, MI 48858 (715) 531-7630 platt1em@cmich.edu

09.16.2020

09.16.2020

09.16.2020

09.16.2020



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNSINW

808 Pleasant drive, 						 (248) 978-2254 andru2jm@cmich.edu
Mount pleasant, MI 48858 (715) 531-7630 platt1em@cmich.ed	



ARD    DESIGNS  INW

Mount Pleasant, Michigan 					    (248) 978-2254	             andru2jm@cmich.edu
48858 								        (715) 531-7630		              platt1em@cmich.edu

 



ARD    DESIGNS  INW

Mount Pleasant, Michigan 					    (248) 978-2254	             andru2jm@cmich.edu
48858 								        (715) 531-7630		              platt1em@cmich.edu

 



ARD    DESIGNSINW

Mount Pleasant, Michigan (248) 978-2254 andru2jm@cmich.edu
48858 								  (715) 531-7630 platt1em@cmich.edu


	Cover Page
	Table of contents
	Fee Comparison
	Memorandum
	Stationary
	Business Cards
	Letter of agreement
	Item Specifications
	Purchase Authorization
	Purchase Order
	Product Invoice
	Fee Invoice
	Time management chart
	Time management graph



