
BOARD OF COMMISSIONERS MEETING 
Ty Wessell, Chairman 

NOTICE OF MEETING 

The Leelanau County Board of Commissioners will be conducting a Budget Work Session 
on Tuesday, October 8 2024, at 9:30 a.m. in the Commissioner Meeting Room 

of the Leelanau County Government Center, Suttons Bay, Michigan 

(Please silence all electronic/cellular devices) 

(Proceedings of the meeting are being recorded and are not the official record of the meeting,  
the formally approved/accepted written copy of the minutes will be the official record of the meeting.) 

AGENDA 

CALL TO ORDER 

PLEDGE OF ALLEGIANCE / MOMENT OF SILENCE 

ROLL CALL 

APPROVAL OF AGENDA / LATE ADDITIONS OR DELETIONS 

PUBLIC COMMENT (3 Minutes) 

COMMISSIONER COMMENT 

ACTION ITEMS: DISCUSSION & RECOMMENDATIONS 
1. Following up of Sept 24 & Oct 1, 2024 Sessions

a. Village of Suttons Bay DDA TIF five-year opt-in request
b. Proposed Capital Projects for 2025
c. IT Technican
d. D&W Contract
e. Senior Services Director Wage Scale

2. Discussion Items for October 15, 2024 Session

PUBLIC COMMENT (5 Minutes) 

COMMISSIONER COMMENTS 

ADJOURNMENT 
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2-24
25-33
34-37
38-52
53



OCTOBER 8, 2024

Presentation to Leelanau County

Suttons Bay DDA
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Discussion

• Projects
• DDA’s Fiscal Impact
• TIF Projections
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Projects
Project                                                                                Cost                   Grant                      TIF Portion
Marina/Park Year-Round Restrooms                                  $812,032          $406,016                 $406,016
Marina Pedestrian Bridge- 2022 Estimate                          $345,600                  -                       $345,600
Pavilion in Marina Park                                                       $100,000                  -                       $100,000
TOTAL                                                                              $1,257,632                                          $851,616
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DDA’s Fiscal Impact
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DDA TIF Projections
Preliminary
Exhibit 1 - Suttons Bay DDA TIF Projections

Factor 2024 2025 2026 2027 2028 2029 25-29 TOTALS

Base Year Value $17,905,629 $17,905,629 $17,905,629 $17,905,629 $17,905,629 $17,905,629 -

DDA Taxable Value (estimate) 3% $25,314,755 $26,074,198 $26,856,424 $27,662,116 $28,491,980 $29,346,739 -

Captured Value $7,409,126 $8,168,569 $8,950,795 $9,756,487 $10,586,351 $11,441,110 -

CURRENT CAPTURE Millage 

Village of Suttons Bay 8.7647 $64,939 $71,595 $78,451 $85,513 $92,786 $100,278 $428,623

Suttons Bay Bingham Fire and Rescue Authority 3.1973 $23,689 $26,117 $28,618 $31,194 $33,848 $36,581 $156,359

TIF Revenue 11.9620 $88,628 $97,712 $107,069 $116,707 $126,634 $136,859 $584,981

OPT IN

Leelanau County Allocated 3.3083 - $27,024 $29,612 $32,277 $35,023 $37,851 $161,787

Leelanau County Voted minus BATA (estimate) 1.0000 - $8,169 $8,951 $9,756 $10,586 $11,441 $48,903

BATA 0.4726 - $3,860 $4,230 $4,611 $5,003 $5,407 $23,112

Suttons Bay Township 0.5314 - $4,341 $4,756 $5,185 $5,626 $6,080 $25,987

TOTAL OPT IN 5.3123 $0 $43,394 $47,549 $51,829 $56,238 $60,779 $259,789

TOTAL POSSIBLE WITH OPT IN 17.2743 $88,628 $141,106 $154,619 $168,536 $182,872 $156,359 $844,770

FOR DISCUSSION PURPOSES ONLY 
• DDA taxable value and therefore capture is estimated. 
• Millages shown are either for 2024 or estimates, and are subject to change. 
• Prepared 8/30/24
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DDA TIF Year One Impact
Estimates

Dollars Total Budget
TIF Portion of their 

Budget

Leelanau County $27,024 $16,539,326 0.16%

BATA $3,860 $13,377,085 0.03%

Suttons Bay 
Township $4,341 $511,876 0.85%

Based on 2024 budgets and projected 2025 TIF capture
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• Time-limited to Five Years
• Opt in of all partners would provide needed funded for three projects

The Request
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Alignment with Leelanau County

Economic Development Policies and Action Statements
• The County, local governments, and economic development organizations should focus 

economic initiative in or close to villages (where the people are) through the use of initiatives, 
guidelines, and zoning regulations.

From the Leelanau General Plan
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Summary
• Supports the highest return development pattern
• Supports a strong Village while discouraging sprawl
• Supports important quality of life projects
• Consistent with County Plan
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Gov Center

Leelanau County Lauren Cypher
Leelanau County
8527 E Government Center Dr.

Suttons Bay MI 49682

Mikeal Blake
1901 Summit Tower Blvd.
Maitland
FL 32810

407-475-4510
mikeal.blake@staples.com

11509754

SOLD TO: SHIP TO:

QUOTATION
Quote #:Phone:

Project:

9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

Staples # 2729640 Raynor Eurotech Seating Apollo Mesh Desk Chair85 $300.00 $25,500.00

Tag For:

1

HON H2091 Pillowsoft 2090 Exec High-Back Swivel Tilt Arms6 $463.87 $2,783.22

Tag For:

2

.H Select Caster OptionHard (Standard)
$(1) Select UpholsteryGrade 1 Uph
.ENSB Grd 1 UphEnsemble
39 Ensemble FabricAsh
.T Frame Color SelectionBlack

Lead Time Estimated Lead Time (16-17 Weeks)1 $0.00 $0.00

Tag For:

3

Delivery Delivery w/Installation1 $3,047.06 $3,047.06

Tag For:

4

$31,330.28Tag Subtotal :

Grand Total Sell : $31,330.28

Return Policy:  Furniture is sourced specifically for the customer and is non-returnable. Damaged or Defective 
items will be repaired or replaced in keeping with the manufacturer warranties in place at time of order.

This quote is valid for 30 days unless otherwise noted. Applicable Sales Tax will be added at time of invoicing.

------------------------------------------------------   Additional Instructions -------------------------------------------------------

-------------------------------------------------------  Special Instructions ---------------------------------------------------------

Mikeal Blake Page 1 of 4

9/30/2024  3:48:36PMC:\Users\blami005\OneDrive - Corporate\CAP\Projects\Leelanau County\Leelanau County _ Gov Center _ 11509754.sp4

Prepared By:
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9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

_________________________________________________________________________________________________

By signing this quote, the customer authorizes the procurement of the products and services contained herein.
This sale is subject to the Staples Furnitue Solutions Terms and Conditions attached.

 _________________________________   ____________________________   ___________   ___________________  
 ACCEPTED BY   TITLE    DATE        PO NUMBER                 

Grand Total Sell : $31,330.28

Mikeal Blake Page 2 of 4

9/30/2024  3:48:39PMC:\Users\blami005\OneDrive - Corporate\CAP\Projects\Leelanau County\Leelanau County _ Gov Center _ 11509754.sp4

Prepared By:
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9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

FURNITURE TERMS AND CONDITIONS
These Terms and Conditions (“T&Cs”) apply to all furniture products and services sold by Staples Contract & Commercial LLC (“Staples”). Throughout 
these T&Cs, your organization will be referred to as “Buyer” or as a “Party”. These T&Cs, together with the quote with which these T&Cs are 
provided/incorporated, form a binding agreement between Staples and Buyer. 

1) PRICES OF PRODUCTS AND SERVICES. Buyer may purchase and Staples shall provide the furniture products (“Products”) and related services 
(“Services”) at the prices set forth in Staples’ written quote. All written quotes for the Products shall be governed by the terms and conditions of these 
T&Cs and any Exhibit if attached hereto. The purchase price of the Products does not include freight, handling, installation, insurance, sales or other 
taxes. Staples’ prices are subject to change pursuant to the provisions contained herein and as quoted by Staples to Buyer for each project quoted. 
Freight, handling and installation charges are invoiced separately. Staples reserves the right to reasonably adjust a Product’s price if extraordinary 
market events require immediate adjustment (e.g., shortages, trade disputes, natural disasters, etc.) and to adjust pricing with the impact of tariffs, 
customs, or duties imposed on Products. Staples will work with Buyer to identify alternative Products to mitigate customs impact where possible. 

2) TERM. Either party shall have the right to terminate the provision of Products and Services pursuant to these T&Cs, for any reason, upon thirty (30) 
calendar days’ prior written notice to the other party. All Products and Services quoted as of the effective date of termination shall be invoiced to Buyer 
upon termination. In the event of a termination by either party or upon cancellation or expiration of the Agreement, Buyer agrees to promptly pay all 
amounts owed to Staples. Following termination, Staples reserves the right to withhold shipment of Products until all past due invoices owed to Staples 
by Buyer are paid.

3) DESIGN. Designs, plans, drawings, specifications, and samples (and the contents thereof) provided in connection with the Products are the property 
of Staples, and may not be used, reproduced or distributed in whole or in part without Staples’ written consent.

4) SHIPPING. Staples shall not be responsible for delays or defaults caused by others or by circumstances beyond its control. Unless Buyer has 
specified shipping instructions in writing herein or by a subsequent written notice, shipment and delivery will be made by the designated carrier and in 
the manner deemed best by Staples, including partial shipments.

5) RISK OF LOSS AND DAMAGE. Title and risk of loss or damage to the Product shall pass to Buyer when it is delivered to Buyer or Buyer’s agent, 
whichever first occurs. Staples shall not be liable for any shipping damage, delay, default, loss or expense occurring during or attributable to 
transportation by any third party carrier. 

6) DELIVERY AND INSTALLATION. If delivery and installation are part of this sale, the following provisions shall apply:

A. Installation Site Condition - Buyer will ensure the site is clean and free of debris prior to installation. If Staples must remove or assist in removing 
existing furniture or equipment at the job site, Buyer shall pay Staples for this Service, as separately invoiced.
B. Installation Site Services - Electricity, heat, and elevator service will be furnished at Buyer’s expense. Buyer shall provide adequate facilities for 
docking, moving and handling of Products.
C. Special Packaging or Handling - If special packaging or handling not contained in these T&Cs is required, Buyer shall pay an extra charge as 
invoiced separately.
D. Delivery/Installation - Delivery and installation will be during normal business hours (8:00 AM to 5:00 PM local time Monday through Friday, 
except for Staples designated holidays). Buyer shall pay additional labor costs resulting from overtime work performed at Buyer’s request. Staples shall 
designate the personnel to install the Products sold herein. Buyer shall be responsible for obtaining proper permits for the installation. If regulations in 
force at the time of installation require the use of tradesmen at the site other than Staples designated personnel, Buyer shall pay for any additional costs 
incurred. If the Products must be moved due to progress of other trades, or other reason, the Buyer agrees to pay the extra cost of moving.
E. Storage Space - Unless the Products arrive at the site earlier than the date requested, the Buyer shall provide safe and adequate storage space at 
the Buyer’s expense. If the space provided is inadequate or inconveniently located (such as on another floor) or requires excessive sorting or other 
additional expense, the Buyer shall pay the associated cost or expense.

7) INSTALLATION DELAYS. If construction delays or other causes not within Buyer’s or Staples’ control force postponement of an installation as 
scheduled, Staples or the Buyer shall store the Products until installation can be resumed, and the Products shall be considered accepted by the Buyer 
for purposes of invoicing and payment. Buyer shall pay all transfer and storage charges incurred.

8) COMPLETION OF INSTALLATION. Within a reasonable time after installation, authorized representatives of Staples and Buyer shall inspect the 
Product for conformity with the order and for defects and/or damages, and shall note all such mutually agreed upon items on an installation “Service 
Report”. Upon completion of the inspection, the representatives of Staples and Buyer shall sign the Service Report, which shall constitute acceptance of 
Products installed, except as noted in the Service Report.

9) CHANGE ORDER/CANCELLATION. Any order changes must be submitted in writing. Staples will use commercially reasonable efforts to 
accommodate Buyer’s written change order request. All changes/cancellation requests shall be evaluated at the time of request by Staples and are 
subject to revised lead times and/or additional charges as applicable.

10) RETURNS POLICY. Custom or made to order Products, or Products sourced specifically for Buyer are not eligible for return. Upon approval by 
Staples, stocked inventory Product may be returned subject to a restocking fee exclusive of freight and delivery. Returned Product must be in new and 
unused condition and returned in its original carton within 14 days of receipt. 

11) PAYMENT. Buyer may be required to pay a deposit of 50% of the total purchase price of the Product ordered. Payment terms are net 30 days from 
the date of shipment and net 10 days on a consolidated billing method (e.g. weekly, monthly). For partial shipments, payment shall be due only for 
Products received. The remaining balance for any partial shipment shall be due within terms following installation of the Product. Staples may invoice 

Mikeal Blake Page 3 of 4

9/30/2024  3:48:39PMC:\Users\blami005\OneDrive - Corporate\CAP\Projects\Leelanau County\Leelanau County _ Gov Center _ 11509754.sp4

Prepared By:
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9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

Buyer at any time following shipment of the Product. Buyer shall pay the net amount shown on the face of the invoice. Credit cards shall not be 
accepted unless otherwise agreed by Staples. Staples reserves the right to charge interest on any past due amount at the rate of 1.5% per month, or the 
maximum rate legally permitted, whichever is less. Staples shall be entitled to recover its costs of collection, including reasonable attorneys’ fees.

12) TAXES. Staples may collect, and Buyer shall pay, any taxes, which Staples may be required to pay or collect by law in connection with this sale. Any 
such taxes will be added to the price at time of invoicing and the Buyer shall pay the same unless the Buyer shall furnish written proof thereof of 
exemption to Staples prior to the estimated shipping date. The appropriate tax rate will be based on where the Product is received.

13) LIMITED WARRANTY. Staples will pass through all manufacturers’ warranties for the Products sold to Buyer in lieu of any other express or implied 
warranties by Staples. STAPLES EXPRESSLY DISCLAIMS ALL REPRESENTATIONS AND WARRANTIES, EXPRESS OR IMPLIED, INCLUDING 
WITHOUT LIMITATION, NON-INFRINGMENT, MERCHANTABILITY, FITNESS FOR A PARTICULAR USE OR PURPOSE, OR ANY OTHER 
STATUTORY OR COMMON LAW WARRANTY.

14) LIMITATION OF LIABILITY. Neither party shall be liable to the other for any special, indirect, incidental, consequential, or punitive damages of any 
kind even if advised of the possibility thereof. In no event shall Staples’ liability (whether in contract, tort or otherwise) for damages arising out of the 
sale, delivery, installation, use or performance of the Product exceed the purchase price of the Product from which the claim arises.

15) CONFIDENTIALITY. The parties will not disclose any confidential information furnished by the other party, except as required by law. For purposes 
hereof, confidential information includes, but is not limited to, each party’s customer lists, prices, purchasing patterns, and financial information provided 
by either party, whether or not marked as confidential. In the event a party believes it is required by subpoena or other legal process to disclose 
confidential information received from the other party, it will give prompt written notice to such other party prior to making any disclosures. If this section 
is breached, the parties agree that monetary damages may not be sufficient to remedy such breach and that the non-breaching party may suffer 
irreparable damages, and therefore, the parties agree that the non-breaching party will be entitled to equitable and injunctive relief.

16) Press Releases and Advertisements. Unless expressly required by applicable law, neither party shall, without the prior written consent of the 
other, issue press releases, marketing literature, public statements, or in any way engage in any other form of public disclosure relating to these T&Cs.

17) SECURITY INTEREST. Staples reserves and Buyer grants to Staples a purchase money security interest in the Product and in the proceeds 
thereof to secure any payment due hereunder including subsequent invoices. Upon Staples request, Buyer shall execute financing statements and 
other documents reasonably requested by Staples to protect Staples’ security interest. Buyer shall maintain the Product in good condition; keep the 
Product free from liens and encumbrances; and shall not use or permit use of the Product in a manner likely to damage it, nor remove or permit the 
removal of the Product from the installation location, nor permit the disassembly of the Product and shall permit inspection by Staples’ representative at 
reasonable times. Buyer shall procure and maintain fire, extended coverage, vandalism and malicious mischief insurance to the full insurable value of 
the Products, with loss payable to Staples as its interest may appear.

18) INDEMNIFICATION. Each party (“Indemnifying Party”) shall defend, hold harmless and indemnify the other, its officers, directors, employees, and 
agents (“Indemnified Party”) from and against all third-party claims, damages, or causes of action arising out of or related to the Indemnifying Party’s 
grossly negligent acts or omissions or material breach of any representation, warranty, covenant or obligation under these T&Cs. The Indemnified Party 
will (a) notify the Indemnifying Party promptly in writing of such action, (b) give the Indemnifying Party sole control of the defense and settlement of such 
action and (c) provide the Indemnifying Party all reasonable information and assistance requested.

19) FORCE MAJEURE. Neither party shall be liable for delays or impairment of performance resulting in whole or in part from acts of God, labor 
disruptions, shortages, inability to procure product, supplies or raw materials, severe weather conditions, acts of subcontractors, interruption of utility 
services, acts of governments, or any other circumstances or causes beyond the control of either party in the conduct of its business.

20) ASSIGNMENT. Neither party may assign the benefits of these T&Cs without the prior written consent of the other, provided however that Staples 
may assign these T&Cs to any affiliate, subsidiary or controlled entity. Any party who is assigned these T&Cs is bound to all of the terms and conditions 
contained herein. 

21) INSURANCE. Staples shall at its expense maintain: (i) commercial general liability insurance with limits of at least $1,000,000 combined single limit 
per occurrence; (ii) if deliveries are to be made by Staples to any Buyer facility, automobile bodily injury and property damage liability insurance 
covering owned, non-owned and hired automobiles, the limits of which shall not be less than $1,000,000 combined single limit per occurrence; (iii) 
employer's liability insurance, the limits of which shall not be less than $1,000,000; (iv) workers’ compensation insurance as prescribed by applicable 
law; and (v) umbrella/excess coverage in the amount of $4,000,000 per occurrence. With respect to the coverage described in (i), (ii), and (v) above, 
Staples shall (a) name Buyer as an additional insured for loss or damage arising out of Staples’ products or services under these T&Cs; (b) name 
Buyer’s landlord or property manager as an additional insured when deliveries or services are to be made or performed by Staples at any Buyer facility; 
(c) waive insurer’s subrogation rights against Buyer and Buyer’s landlord or property manager, except to the extent loss or damage is caused solely by 
Buyer or Buyer landlord or property manager; (d) provide primary, non-contributory coverage to additional insureds to the extent loss or damage results 
from products or services under these T&Cs; and (e) be insured with insurance companies of recognized standing rated A VIII or better by A.M. Best. 
Buyer and Buyer’s landlord or property manager shall receive prior written notice of cancellation in accordance with the policy provisions.

22) Governing Law. The provisions of these T&Cs shall be construed in accordance with the laws of the State of New York excluding its conflicts of law provisions.

23) TERMS AND CONDITIONS OF AGREEMENT. These terms and conditions, in addition to any quote, contain the entire agreement between the 
parties with respect to the subject matter hereof. All modifications must be in writing, signed by authorized agents of both parties. These T&Cs shall 
control over any terms and conditions presented in either party’s order forms or other documents which conflict with these T&Cs. If there are any 
additional terms and conditions contained in Buyer’s ordering documents that add to or conflict with these terms and conditions, except for product 
description, pricing, quantity, and delivery instructions, such terms and conditions are expressly objected to and shall not be binding on Staples.

Mikeal Blake Page 4 of 4
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Sherriff

Leelanau County Lauren Cypher
Leelanau County
8525 E Government Center Dr.

Suttons Bay MI 49682

Mikeal Blake
1901 Summit Tower Blvd.
Maitland
FL 32810

407-475-4510
mikeal.blake@staples.com

11509754

SOLD TO: SHIP TO:

QUOTATION
Quote #:Phone:

Project:

9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

HON H2091 Pillowsoft 2090 Exec High-Back Swivel Tilt Arms34 $463.87 $15,771.58

Tag For:

1

.H Select Caster OptionHard (Standard)
$(1) Select UpholsteryGrade 1 Uph
.ENSB Grd 1 UphEnsemble
39 Ensemble FabricAsh
.T Frame Color SelectionBlack

Staples # 122800 Eurotech 24/7 Fabric Task Chair, Dove Black (24/7-BLKDOVE)4 $350.00 $1,400.00

Tag For:

2

Lead time Estimated Lead Time (16-17 Weeks)1 $0.00 $0.00

Tag For:

3

Delivery Delivery w/Installation1 $0.00 $0.00

Tag For:

4

Delivery charge reflected with Sheriff Quote.

$17,171.58Tag Subtotal :

Grand Total Sell : $17,171.58

Return Policy:  Furniture is sourced specifically for the customer and is non-returnable. Damaged or Defective 
items will be repaired or replaced in keeping with the manufacturer warranties in place at time of order.

This quote is valid for 30 days unless otherwise noted. Applicable Sales Tax will be added at time of invoicing.

------------------------------------------------------   Additional Instructions -------------------------------------------------------

-------------------------------------------------------  Special Instructions ---------------------------------------------------------

Mikeal Blake Page 1 of 4

9/30/2024  3:46:47PMC:\Users\blami005\OneDrive - Corporate\CAP\Projects\Leelanau County\Leelanau County _ Sheriff  _ 11509754.sp4

Prepared By:
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9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

_________________________________________________________________________________________________

By signing this quote, the customer authorizes the procurement of the products and services contained herein.
This sale is subject to the Staples Furnitue Solutions Terms and Conditions attached.

 _________________________________   ____________________________   ___________   ___________________  
 ACCEPTED BY   TITLE    DATE        PO NUMBER                 

Grand Total Sell : $17,171.58

Mikeal Blake Page 2 of 4
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9/30/2024 Lauren Cypher Mikeal Blake11509754

Part Number Part DescriptionQty Sell $ Ext Sell $

DATE SALESPERSONCUSTOMER NOCUSTOMER PO NOBI / QUOTE #

Line #

FURNITURE TERMS AND CONDITIONS
These Terms and Conditions (“T&Cs”) apply to all furniture products and services sold by Staples Contract & Commercial LLC (“Staples”). Throughout 
these T&Cs, your organization will be referred to as “Buyer” or as a “Party”. These T&Cs, together with the quote with which these T&Cs are 
provided/incorporated, form a binding agreement between Staples and Buyer. 

1) PRICES OF PRODUCTS AND SERVICES. Buyer may purchase and Staples shall provide the furniture products (“Products”) and related services 
(“Services”) at the prices set forth in Staples’ written quote. All written quotes for the Products shall be governed by the terms and conditions of these 
T&Cs and any Exhibit if attached hereto. The purchase price of the Products does not include freight, handling, installation, insurance, sales or other 
taxes. Staples’ prices are subject to change pursuant to the provisions contained herein and as quoted by Staples to Buyer for each project quoted. 
Freight, handling and installation charges are invoiced separately. Staples reserves the right to reasonably adjust a Product’s price if extraordinary 
market events require immediate adjustment (e.g., shortages, trade disputes, natural disasters, etc.) and to adjust pricing with the impact of tariffs, 
customs, or duties imposed on Products. Staples will work with Buyer to identify alternative Products to mitigate customs impact where possible. 

2) TERM. Either party shall have the right to terminate the provision of Products and Services pursuant to these T&Cs, for any reason, upon thirty (30) 
calendar days’ prior written notice to the other party. All Products and Services quoted as of the effective date of termination shall be invoiced to Buyer 
upon termination. In the event of a termination by either party or upon cancellation or expiration of the Agreement, Buyer agrees to promptly pay all 
amounts owed to Staples. Following termination, Staples reserves the right to withhold shipment of Products until all past due invoices owed to Staples 
by Buyer are paid.

3) DESIGN. Designs, plans, drawings, specifications, and samples (and the contents thereof) provided in connection with the Products are the property 
of Staples, and may not be used, reproduced or distributed in whole or in part without Staples’ written consent.

4) SHIPPING. Staples shall not be responsible for delays or defaults caused by others or by circumstances beyond its control. Unless Buyer has 
specified shipping instructions in writing herein or by a subsequent written notice, shipment and delivery will be made by the designated carrier and in 
the manner deemed best by Staples, including partial shipments.

5) RISK OF LOSS AND DAMAGE. Title and risk of loss or damage to the Product shall pass to Buyer when it is delivered to Buyer or Buyer’s agent, 
whichever first occurs. Staples shall not be liable for any shipping damage, delay, default, loss or expense occurring during or attributable to 
transportation by any third party carrier. 

6) DELIVERY AND INSTALLATION. If delivery and installation are part of this sale, the following provisions shall apply:

A. Installation Site Condition - Buyer will ensure the site is clean and free of debris prior to installation. If Staples must remove or assist in removing 
existing furniture or equipment at the job site, Buyer shall pay Staples for this Service, as separately invoiced.
B. Installation Site Services - Electricity, heat, and elevator service will be furnished at Buyer’s expense. Buyer shall provide adequate facilities for 
docking, moving and handling of Products.
C. Special Packaging or Handling - If special packaging or handling not contained in these T&Cs is required, Buyer shall pay an extra charge as 
invoiced separately.
D. Delivery/Installation - Delivery and installation will be during normal business hours (8:00 AM to 5:00 PM local time Monday through Friday, 
except for Staples designated holidays). Buyer shall pay additional labor costs resulting from overtime work performed at Buyer’s request. Staples shall 
designate the personnel to install the Products sold herein. Buyer shall be responsible for obtaining proper permits for the installation. If regulations in 
force at the time of installation require the use of tradesmen at the site other than Staples designated personnel, Buyer shall pay for any additional costs 
incurred. If the Products must be moved due to progress of other trades, or other reason, the Buyer agrees to pay the extra cost of moving.
E. Storage Space - Unless the Products arrive at the site earlier than the date requested, the Buyer shall provide safe and adequate storage space at 
the Buyer’s expense. If the space provided is inadequate or inconveniently located (such as on another floor) or requires excessive sorting or other 
additional expense, the Buyer shall pay the associated cost or expense.

7) INSTALLATION DELAYS. If construction delays or other causes not within Buyer’s or Staples’ control force postponement of an installation as 
scheduled, Staples or the Buyer shall store the Products until installation can be resumed, and the Products shall be considered accepted by the Buyer 
for purposes of invoicing and payment. Buyer shall pay all transfer and storage charges incurred.

8) COMPLETION OF INSTALLATION. Within a reasonable time after installation, authorized representatives of Staples and Buyer shall inspect the 
Product for conformity with the order and for defects and/or damages, and shall note all such mutually agreed upon items on an installation “Service 
Report”. Upon completion of the inspection, the representatives of Staples and Buyer shall sign the Service Report, which shall constitute acceptance of 
Products installed, except as noted in the Service Report.

9) CHANGE ORDER/CANCELLATION. Any order changes must be submitted in writing. Staples will use commercially reasonable efforts to 
accommodate Buyer’s written change order request. All changes/cancellation requests shall be evaluated at the time of request by Staples and are 
subject to revised lead times and/or additional charges as applicable.

10) RETURNS POLICY. Custom or made to order Products, or Products sourced specifically for Buyer are not eligible for return. Upon approval by 
Staples, stocked inventory Product may be returned subject to a restocking fee exclusive of freight and delivery. Returned Product must be in new and 
unused condition and returned in its original carton within 14 days of receipt. 

11) PAYMENT. Buyer may be required to pay a deposit of 50% of the total purchase price of the Product ordered. Payment terms are net 30 days from 
the date of shipment and net 10 days on a consolidated billing method (e.g. weekly, monthly). For partial shipments, payment shall be due only for 
Products received. The remaining balance for any partial shipment shall be due within terms following installation of the Product. Staples may invoice 
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Buyer at any time following shipment of the Product. Buyer shall pay the net amount shown on the face of the invoice. Credit cards shall not be 
accepted unless otherwise agreed by Staples. Staples reserves the right to charge interest on any past due amount at the rate of 1.5% per month, or the 
maximum rate legally permitted, whichever is less. Staples shall be entitled to recover its costs of collection, including reasonable attorneys’ fees.

12) TAXES. Staples may collect, and Buyer shall pay, any taxes, which Staples may be required to pay or collect by law in connection with this sale. Any 
such taxes will be added to the price at time of invoicing and the Buyer shall pay the same unless the Buyer shall furnish written proof thereof of 
exemption to Staples prior to the estimated shipping date. The appropriate tax rate will be based on where the Product is received.

13) LIMITED WARRANTY. Staples will pass through all manufacturers’ warranties for the Products sold to Buyer in lieu of any other express or implied 
warranties by Staples. STAPLES EXPRESSLY DISCLAIMS ALL REPRESENTATIONS AND WARRANTIES, EXPRESS OR IMPLIED, INCLUDING 
WITHOUT LIMITATION, NON-INFRINGMENT, MERCHANTABILITY, FITNESS FOR A PARTICULAR USE OR PURPOSE, OR ANY OTHER 
STATUTORY OR COMMON LAW WARRANTY.

14) LIMITATION OF LIABILITY. Neither party shall be liable to the other for any special, indirect, incidental, consequential, or punitive damages of any 
kind even if advised of the possibility thereof. In no event shall Staples’ liability (whether in contract, tort or otherwise) for damages arising out of the 
sale, delivery, installation, use or performance of the Product exceed the purchase price of the Product from which the claim arises.

15) CONFIDENTIALITY. The parties will not disclose any confidential information furnished by the other party, except as required by law. For purposes 
hereof, confidential information includes, but is not limited to, each party’s customer lists, prices, purchasing patterns, and financial information provided 
by either party, whether or not marked as confidential. In the event a party believes it is required by subpoena or other legal process to disclose 
confidential information received from the other party, it will give prompt written notice to such other party prior to making any disclosures. If this section 
is breached, the parties agree that monetary damages may not be sufficient to remedy such breach and that the non-breaching party may suffer 
irreparable damages, and therefore, the parties agree that the non-breaching party will be entitled to equitable and injunctive relief.

16) Press Releases and Advertisements. Unless expressly required by applicable law, neither party shall, without the prior written consent of the 
other, issue press releases, marketing literature, public statements, or in any way engage in any other form of public disclosure relating to these T&Cs.

17) SECURITY INTEREST. Staples reserves and Buyer grants to Staples a purchase money security interest in the Product and in the proceeds 
thereof to secure any payment due hereunder including subsequent invoices. Upon Staples request, Buyer shall execute financing statements and 
other documents reasonably requested by Staples to protect Staples’ security interest. Buyer shall maintain the Product in good condition; keep the 
Product free from liens and encumbrances; and shall not use or permit use of the Product in a manner likely to damage it, nor remove or permit the 
removal of the Product from the installation location, nor permit the disassembly of the Product and shall permit inspection by Staples’ representative at 
reasonable times. Buyer shall procure and maintain fire, extended coverage, vandalism and malicious mischief insurance to the full insurable value of 
the Products, with loss payable to Staples as its interest may appear.

18) INDEMNIFICATION. Each party (“Indemnifying Party”) shall defend, hold harmless and indemnify the other, its officers, directors, employees, and 
agents (“Indemnified Party”) from and against all third-party claims, damages, or causes of action arising out of or related to the Indemnifying Party’s 
grossly negligent acts or omissions or material breach of any representation, warranty, covenant or obligation under these T&Cs. The Indemnified Party 
will (a) notify the Indemnifying Party promptly in writing of such action, (b) give the Indemnifying Party sole control of the defense and settlement of such 
action and (c) provide the Indemnifying Party all reasonable information and assistance requested.

19) FORCE MAJEURE. Neither party shall be liable for delays or impairment of performance resulting in whole or in part from acts of God, labor 
disruptions, shortages, inability to procure product, supplies or raw materials, severe weather conditions, acts of subcontractors, interruption of utility 
services, acts of governments, or any other circumstances or causes beyond the control of either party in the conduct of its business.

20) ASSIGNMENT. Neither party may assign the benefits of these T&Cs without the prior written consent of the other, provided however that Staples 
may assign these T&Cs to any affiliate, subsidiary or controlled entity. Any party who is assigned these T&Cs is bound to all of the terms and conditions 
contained herein. 

21) INSURANCE. Staples shall at its expense maintain: (i) commercial general liability insurance with limits of at least $1,000,000 combined single limit 
per occurrence; (ii) if deliveries are to be made by Staples to any Buyer facility, automobile bodily injury and property damage liability insurance 
covering owned, non-owned and hired automobiles, the limits of which shall not be less than $1,000,000 combined single limit per occurrence; (iii) 
employer's liability insurance, the limits of which shall not be less than $1,000,000; (iv) workers’ compensation insurance as prescribed by applicable 
law; and (v) umbrella/excess coverage in the amount of $4,000,000 per occurrence. With respect to the coverage described in (i), (ii), and (v) above, 
Staples shall (a) name Buyer as an additional insured for loss or damage arising out of Staples’ products or services under these T&Cs; (b) name 
Buyer’s landlord or property manager as an additional insured when deliveries or services are to be made or performed by Staples at any Buyer facility; 
(c) waive insurer’s subrogation rights against Buyer and Buyer’s landlord or property manager, except to the extent loss or damage is caused solely by 
Buyer or Buyer landlord or property manager; (d) provide primary, non-contributory coverage to additional insureds to the extent loss or damage results 
from products or services under these T&Cs; and (e) be insured with insurance companies of recognized standing rated A VIII or better by A.M. Best. 
Buyer and Buyer’s landlord or property manager shall receive prior written notice of cancellation in accordance with the policy provisions.

22) Governing Law. The provisions of these T&Cs shall be construed in accordance with the laws of the State of New York excluding its conflicts of law provisions.

23) TERMS AND CONDITIONS OF AGREEMENT. These terms and conditions, in addition to any quote, contain the entire agreement between the 
parties with respect to the subject matter hereof. All modifications must be in writing, signed by authorized agents of both parties. These T&Cs shall 
control over any terms and conditions presented in either party’s order forms or other documents which conflict with these T&Cs. If there are any 
additional terms and conditions contained in Buyer’s ordering documents that add to or conflict with these terms and conditions, except for product 
description, pricing, quantity, and delivery instructions, such terms and conditions are expressly objected to and shall not be binding on Staples.
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