To,
Dear Mr / Ms ________________
Sub: Terms of Engagement for Design Consultancy

Thank you for approaching ________________________ (Company) (hereinafter referred to as ___________ ) for your proposed Design Consultancy. This letter sets forth our general terms and conditions of contract that will govern the engagement of our services for the purpose of __________________ (hereinafter referred to as the ‘Project’).

1.
Supervision of the Project:
The Project will be executed under the overall supervision of _____________________ (Project Manager), along with________________. 

2. Commencement of the Project:

___________ (Company) shall commence the consultancy on your proposed Project only after a separate Agreement detailing all the terms and conditions relating to the Project has been negotiated and signed between us. This Agreement shall define the exact scope of work to be done by us. All changes to scope of work will have to be approved by both parties in writing.

Any changes made to original designs that are not included in the Scope of Work shall be executed only after we receive an approval from you in writing.  

3. Fees:

___________ (Company) charges professional fees for design consultancies either at a flat rate or as a percentage of the total cost of the Project depending on various factors.  The Agreement for the Project shall entail a separate Fee Schedule and all payments will have to adhere to the agreed schedule of payments.

In the event that our professional fees are agreed as a percentage of the total Project cost and the scope of the Project is then reduced by you, we shall charge professional fees for the actual work completed by us. In the event that after approval of the initial designs submitted by us, you require us to amend or modify our designs in any manner, (or if the scope of work is increased) the professional fees that may have been agreed shall be renegotiated and amended suitably. 

If the Project requires ___________ (Company) to conceive the designs and also execute the production, and at any stage if you wish to have the execution and production undertaken by any other party, you may only do so after obtaining a written consent from us and upon full payment of our dues as agreed.

In addition to our professional charges, all out of pocket expenses incurred by us (travel for research, field work, site visits, materials, samples, printouts, scanning, photocopying, etc) will be charged at actuals. 
Terms of Business:

It is normal practice to require an advance before commencement of our consultancy on account of anticipated costs and disbursements. In this instance, you are requested to make an advance of Rs.___________ towards our initial costs and disbursements.  

Bills shall be delivered to you at regular intervals for the work carried out in designing and executing the Project. In the event of non-payment of outstanding fees, we reserve the right to refrain from carrying out any further work on the Project until we are put in funds. All accounts are required to be settled within 14 days from the date of receipt of bills. Interest will be charged at ________ for delayed payment.

Intellectual Property Rights

All intellectual property rights of copyright, trademarks, design rights, patents created in all material we develop including but not limited to designs, logos, prints, fabrics, models, furniture drawings, designs, research reports, models, databases etc during the execution of the Project including shall vest solely with us, unless agreed to otherwise as per our Agreement.
Please indicate acceptance of these terms of engagement by signing and returning the duplicate copy of this letter.  
--------------------------





--------------------------

(For ________ (Company))



                   (For Client)

Name:__________________ 


              Name: _________________

Title: ___________________



  Title:
   _________________

Place: ___________________


              Place:
   _________________

Date: ___________________



  Date:
   _________________

