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VOCABULARY LIST — BUSINESS PLAN Rachel Martinez

Chapter 1 Interior Design as a Profession

Ateliers

Shopkeepers and shops dealing with interior products also known as ENSEMBLIERS.

Brand

The combination of images and encounters that the customer perceives, accepts, and experiences with a company.
It is not just a logo mark.

Ensembliers
Shopkeepers and shops dealing with interior products also known as ATELIERS.

Stakeholders

All the parties to a project who have a vested interest in the completion of the project, such as the client, interior
designer, architect, and vendors.

Vignette

A display of furniture and furnishings in a store or a showroom that simulates an actual

Chapter 2 Professional Advancement:

Continuing education unit (CEU)
Short-term coursework in a wide variety of topical interests of a professional nature.

Licensing A term most frequently associated with a state or province whose legislation defines who may practice interior design
Permitting statute
Legislation or ordinance that allows interior designers to submit plans for building permits.

Pro bono
Providing something at no charge.


A display of furniture and furnishings in a store or a showroom that simulates an actual room.

 A term most frequently associated with a state or province whose legislation defines who may practice interior design

Providing something at no charge.


The three Es

Education, experience, and examination. Relates to the background that professionals and educators feel is
necessary to become an interior design professional.

Title acts

Legislative measures concerned with limiting the use of certain professional titles by individuals who meet
agreed-upon qualifications and who have registered with a state board.

Chapter 3 Ethics in the Business Environment

Code of Conduct

A set of ethical principles.

Conflict of Interest
Occurs when a person puts his or her self-interest before his or her public or fiduciary responsibilities.

Ethical Standard

What is right and wrong in relation to the professional behavior of the members and even the practice of a profession.

Fiduciary Duties
Mandatory practices and behavior for an individual who acts in a position of trust or confidence for someone else.

Proprietary Information
Information, graphics, or other property that belongs to a particular person or firm.

Chapter 4 Legal Responsibilities (overview of legal liabilities):

Administrative law
Law created by rules and decisions of agencies of federal, state, and local governments.


Information, graphics, or other property that belongs to a particular person or firm.


Barrier-free regulations

Codes created and enforced to make public buildings more accessible to the handicapped and disabled.

Breach of contract

Breach simply means "to break." A breach occurs when one of the parties to a contract does not perform its duties
as spelled out in the terms of the contract.

Chapter 5 Where Do Designers Work:

Commercial interior design

The branch of interior design concerned with the planning and specifying of interior products used in public spaces,

such as offices, hotels, airports, hospitals, and so on; sometimes called contract interior design or contract design
because it involves a contract for services.

Contract interior design

Involves the design and specification of public spaces, such as offices, hotels, hospitals, restaurants, and so on.

Independent design firm

A firm that has no affiliation with a particular product and may not have any products displayed for sale in its office or
studio.

On the boards

Refers to manual drafting and other traditional tasks of the designer.

Residential interior design
The plans and/or specifications of interior materials and products that are used in private residences.

Chapter 6, Project Compensation and Design Fees:

Cost Pluss Percentage markup

A design fee method that allows the design firm to add a specific percentage to the net cost of the merchandise
being purchased by a client.



Direct Personal Expense

A number that includes not only the salary of employees but also any cost of benefits, such as unemployment taxes,
medical insurance, and paid holidays.

Indirect job Costs
Charges that add to project costs but are not associated with normal service expenses.

Percentage of Retail

A fee method in which a percentage is determined and the dollar amount is subtracted from the retail price of the
merchandise.

Square-foot Method

A method of calculating fees whereby the designer determines a rate per square foot and multiplies it by the amount
of square footage of the project.

Value-oriented

A fee method by which a design firm prices its services based on the value or quality of the services rather than on
the cost of doing those services; also called valuebased method.

Chapter 11 Project Management Process:

Bar chart

A scheduling method consisting of a description of tasks required on the left-hand side and horizontal bars on the
right-hand side showing the time (in days, weeks, or months) that is required to complete each task.

Critical path method (CPM)

A scheduling method that begins by identifying the interrelationships of the tasks to be performed. This analysis
shows the designer which tasks must be done before the next or other tasks can be performed, thus establishing the
critical path.

Gantt chart
A bar chart



Milestone chart
An easy scheduling method whereby a designer outlines the activities required to do the project and establishes a
target date for the completion of each task.

Programming
The information-gathering portion of an interior design project.

Project management

A process of organizing and controlling an interior design project from
beginning to end so as to satisfactorily solve a client’ s problems and provide a reasonable profit to the design firm.

Punch list

A list that records in detail everything that must be taken care of in order for a project or installation to be completed;
also called the site inspection report.

Transmittal letter

A form letter that a designer can use to send information to anyone involved with the project or to anyone from whom
information has been requested.

Value engineering
A method of analyzing and specifying products and design solutions based on cost-effectiveness.

Chapter 12 Contract Documents and Specifications:

Addenda

Corrections or changes made to contract documents and written by the person or firm responsible for the original set
of contract documents.

Base bid (actual bid)

A proprietary specification that contains an “ or equal” substitution allowance; all bidders must base their bids on
the goods specified by product name.

Bid bond

Bond required of all bidders to ensure that the designer or vendor who has been awarded a contract will sign the
contract.



Change orders

Written permission or instructions concerning any aspect of a project that modify design concepts, construction
designs, or product specifications.

Closed specification
A bid specification that is written for one particular product, such that another product cannot be substituted for what
has been specified

FF&E projects

Acronym for projects that have minimal or no construction work involved.

Labor and materials payment bond

Bond required from the winning bidder to guarantee that, should the designer or vendor default on the project, the
designer or vendor would be responsible for paying for all of the materials and labor that have been contracted for.

Open specification
A bid specification written in such a way that many products can be substituted for the item being specified.

Performance specification

A specification establishing product requirements based on exact performance criteria. These criteria must be based
on qualitative or measurable statements.

Proprietary specification

Specification that lists products by the manufacturer’ s name, model number, and/or part number.

Reference specification

Specification that uses an established standard, such as the standards of the American Society for Testing and
Materials (ASTM) or the American National Standards Institute (ANSI), rather than written, detailed descriptions or
performance criteria for required products.

Submittal

Materials, drawings, or documents that the vendor may have to provide to the designer or contractor for approval.



Chapter 15 Creating and Managing a Design Practice

Due Diligent
A process of doing thorough research to find out all that one can about any type of topic.

Letter of Intent

(1) A letter sent to the winning bidder allowing that firm to begin work on a project.
(2) A letter offering to buy a design business.

Empowerment

Giving employees the opportunity and authority to carry out the activities of the company without prior approval of a
supervisor or manager.

Autocratic Management Style
Business conduct in which the owner performs all the management functions. Usually very little input is solicited from
staff members on how to operate the business.

Democratic Management Style

Staff input is desired and responsibility is often given to staff members to accomplish tasks without direct interaction
from the manager.

Chapter17:

Build-out allowance

Dollar amount that a landlord provides per square foot to build partitions and to install basic mechanical systems such
as lighting fixtures and architectural finishes.

Demising wall
A partition that divides one tenant space from another. Each tenant pays for one-half the thickness of the wall.

Pro forma
Projected financial information, such as the pro forma income statement.



Tenant work letter

A contract that spells out everything that is done to a leased space by the landlord and tenant. Also referred to as a
building standard work letter.

Chapter 19 Business Legal Filings and Licenses

Doing business as (DBA)
A filing required when the name of the business is other than the names of the owners.

Resale license

A license required by most state and local jurisdictions when a business sells merchandise to a consumer. Also
called a seller's permit.

Trade name
The business name used in public, such as on stationery.

Workers' compensation insurance

An insurance program paid for by the employer that provides funds to the employee to cover the expenses of
work-related injuries.

Chapter 20 Strategic Planning: Designing the Future

Benchmarking

The practice of assessing a firm's data in comparison to data from other companies in the industry to determine
capabilities.

Mission statement

A philosophical statement of what the firm sees as its role in a profession; contains broad statements of what the firm
wishes to achieve during an unspecified time period.

Primary sources

Firsthand data sources, such as a questionnaire or survey.



Secondary sources
Information that generally comes from existing materials, such as magazine or newspaper articles.

Strategic planning
A process for creating a specific written vision for a firm and the future of that firm.

SWOT analysis

A planning technique used by firms to develop many kinds of plans. SWOT stands for strengths, weaknesses,
opportunities, and threats.

Variance analysis
A managerial technique in which one looks at financial and numerical data in relation to the differences between
planned or budgeted amounts and actual amounts.

Chapter 22:

Four Ps of marketing: You will need to list each aspect and briefly describe how it plays
a part in the overarching concept.

1.

Product - Interior designers utilize internal analysis to determine which services and products to sell to their clients.
Essentially product is professional design services.

2.

Place - Location of the design firm in its market area and them finding methods to build their clientel outside their
area.

3.

Promotion - The informing of potential clients the existence of the design firm and the services that the firm offers,
whether or not the designer is located in the same geographic area as the client through public relations, brochures,
referrals, advertising, web sites, etc.

4.

Price - Finding the correct price for the interior design firm without it being too expensive or not the worth of the
company. Need to look at neighboring competition.



Contributory negligence

A defense to negligence, in which the defendant must show that both sides were negligent and that injury resulted.

Copyright notice

Placing a copyright notice on design documents is needed for legal protection. In addition, interior designers should
include a clause in their design contracts concerning copyright and ownership of documents.

Copyright notification

To begin thelegal protection of written materials and graphicdesigns, the following must appear in a conspicuous
place on the work: (1) “ Copyright,” “ COPR” (for copyright), or the copyright symbol ©, (2) year of publication,
and (3) the name of the copyright claimant.

Chapter 23 Promotional Basics:

Co-op Advertising
System in which a manufacturer and designer generally share in the cost of the advertising, or the manufacturer
provides an incentive to the designer to sell the particular product being advertised.

Networking
Cultivating mutually beneficial relationships for the purpose of marketing oneself or one's design firm.

Press Release
Information provided by the design firm or its representatives that might be of interest to the news media.

Promotional Tools

A variety of methods and items to promote a business; includes press releases, brochures, and company logos,
among others.

Testimonials

A statement from a former client used as a reference to help sell the designer’ s services and/or merchandise to a
new client.



Chapter 27 Employee Management:

Agency relationship

The common-law relationship that exists when one person or entitygrees to represent or do business for another
person or entity. Today's employer— employee relationship is a reflection of the agency relationship.

Compensatory time
Time off given to salaried employees during the normal work week to make up for overtime hours they have worked.

Gross margin

The difference between revenues and cost of sales. Represents the amount of revenue available to cover overhead
(selling and administrative) expenses.

Incentive compensation
Compensation over and above regular compensation.

Noncompete agreement

An employment contract clause that places some limits on where and/or how the employee may work after leaving,
regardless of the reason. Also called a restrictive covenant.

Quid pro quo

Latin for "something for something." It is associated with the most commonly understood type of sexual harassment.

Restrictive covenant

An employment contract provision that does not allow an employee to work for a competitor; also called a
noncompete agreement.

Straight salary

A fixed amount of salary paid to an employee no matter how many hours in the week he or she works.

Chapter 28 Goals and Career Options.

Contract interior design

The branch of interior design concerned with the planning and specifying of interior products used in public spaces,
such as offices, hotels, airports, hospitals, and so on; sometimes called contract interior design or contract design
because it involves a contract for services.



Facility planner

Part of the facility management department, which is responsible for the physical plant (the building and its systems).
The facility management department ensures that everything involved in the business—building, equipment, and
people—is organized and arranged to best function together to meet the management's goals.

Goals
Broad statements, without regard to any time limit, about what a firm wishes to achieve.

Personal goals

Goals for the nonemployment aspects of life.

Professional goals

Statements of desires and intentions that help to determine career options
and make choices and decisions that arise during a career.

Chapter 30 On the Job

Career Strategies

Develop goals and a plan. Improve your professional skills, especially the technical ones related to execution of
interior design projects. Obtain appropriate additional education, such as in codes, management, accounting, and
marketing. Obtain credentials that enhance your expertise: NCIDQ certification, licenses, LEED® accreditation, CAP
certification, and others. 1.) Become involved in a professional association for professional growth and professional
networking. 2.) Seek out and join (or at least go to meetings of) professional associations or groups where your

First Impressions

Refrain from distracting mannerisms such as fussing with your hair or accessories or playing with a paper clip or pen.
Pay attention to your own body language; don't slouch or otherwise allow your body language to communicate
disinterest. Listen carefully at all times. Don't fall into the trap of thinking about what you want to say while the other
person is talking. Ask for clarification if the interviewer says something you don't understand. Think before you speak,
and do not interrupt the interviewer. Use eye contact; smile and show interest.

lllegal Questions

Types of questions are inappropriate to ask during an interview; the laws prohibit interviewers from using them, and
they cannot appear on a job application. These questions relate, but are not limited, to age, sex, religion, marital
status, parental status, sexual preference, and ethnic origin. For example, the employer cannot directly ask you how
old you are, your date of birth, your religion, or your native tongue.

Interview Style
Situational, stress-inducing, team interviews.



	Brand: 

Shopkeepers and shops dealing with interior products also known as ENSEMBLIERS.
	ers: The combination of images and encoun�ters that the customer perceives, accepts, and experiences with a company. It is not just a logo mark.
	Stakeholders: Shopkeepers and shops dealing with interior products also known as ATELIERS.
	V: All the parties to a project who have a vested interest in the completion of the project, such as the client, interior designer, architect, and vendors.




	L: Short-term coursework in a wide variety of topical interests of a professional nature.
	Pro bono: Legislation or ordinance that allows interior designers to submit plans for building permits.
	T: Education, experi�ence, and examination. Relates to the background that professionals and educators feel is necessary to become an interior design professional.


	Conflict of Interest: A set of ethical principles.
	Standard:  Occurs when a person puts his or her self-interest before his or her public or fiduciary responsibilities.
	F: What is right and wrong in relation to the professional behavior of the members and even the practice of a profession.
	on: Mandatory practices and behavior for an individual who acts in a position of trust or confidence for someone else.
	aw: Law created by rules and decisions of agencies of federal, state, and local governments.
	Breach of contract: Codes created and enforced to make public buildings more accessi�ble to the handicapped and disabled.






	gn: The branch of interior design concerned with the planning and specifying of interior products used in public spaces, such as offices, hotels, airports, hospitals, and so on; sometimes called contract interior design or contract design because it involves a contract for services.
	Independent design firm: Involves the design and specification of public spaces, such as offices, hotels, hospitals, restaurants, and so on. 
	On the boards: A firm that has no affiliation with a particular product and may not have any products displayed for sale in its office or studio.
	gn_3: Refers to manual drafting and other traditional tasks of the designer.
	Cost Pluss Percentage markup: The plans and/or specifications of interior materials and products that are used in private residences.
	rect job Costs: A number that includes not only the salary of employees but also any cost of benefits, such as unemployment taxes, medical insurance, and paid holidays.




	Percentage of Retail: Charges that add to project costs but are not associated with normal service expenses.


	Squarefoot Method:  A fee method in which a percentage is determined and the dollar amount is subtracted from the retail price of the

merchandise.
	ueoriented: A method of calculating fees whereby the designer determines a rate per square foot and multiplies it by the amount of square footage of the project.


	Critical path method CPM: A scheduling method consisting of a description of tasks required on the left-hand side and horizontal bars on the right-hand side showing the time (in days, weeks, or months) that is required to complete each task.
	Gantt chart: A scheduling method that begins by identifying the interrelationships of the tasks to be performed. This analysis shows the designer which tasks must be done before the next or other tasks can be performed, thus establishing the critical path.


	Programming: An easy scheduling method whereby a designer outlines the activities required to do the project and establishes a target date for the completion of each task.
	Project management: The information-gathering portion of an interior design project.
	st: A process of organizing and controlling an interior design project from

beginning to end so as to satisfactorily solve a client’s problems and provide a reasonable profit to the design firm.
	etter: A list that records in detail everything that must be taken care of in order for a project or installation to be completed; also called the site inspection report.
	ng_2: A form letter that a designer can use to send information to anyone involved with the project or to anyone from whom information has been requested.
	Base bid actual bid: Corrections or changes made to contract documents and written by the person or firm responsible for the original set

of contract documents. 
	B: A proprietary specification that contains an “or equal” substitution allowance; all bidders must base their bids on the goods specified by product name.
	on_2: Written permission or instructions concerning any aspect of a project that modify design concepts, construction designs, or product specifications.
	C: Acronym for projects that have minimal or no construction work involved.
	FFE projects: A bid specification that is written for one particular product, such that another product cannot be substituted for what

has been specified
	Labor and materials payment bond: Materials, drawings, or documents that the vendor may have to provide to the designer or contractor for approval.
	on_3: Bond required from the winning bidder to guarantee that, should the designer or vendor default on the project, the designer or vendor would be responsible for paying for all of the materials and labor that have been contracted for.
	Performance specification: A bid specification written in such a way that many products can be substituted for the item being specified.
	on_4: A specification establishing product requirements based on exact performance criteria. These criteria must be based on qualitative or measurable statements.
	Reference specification: Specification that lists products by the manufacturer’s name, model number, and/or part number.
	l: Specification that uses an established standard, such as the standards of the American Society for Testing and

Materials (ASTM) or the American National Standards Institute (ANSI), rather than written, detailed descriptions or performance criteria for required products.
	Letter of Intent: A process of doing thorough research to find out all that one can about any type of topic.
	Empowerment: (1) A letter sent to the winning bidder allowing that firm to begin work on a project. 

(2) A letter offering to buy a design business.
	Autocratic Management Style: Giving employees the oppor�tunity and authority to carry out the activities of the company without prior approval of a super�visor or manager.
	Democratic Management Style: Business con�duct in which the owner performs all the man�agement functions. Usually very little input is solicited from staff members on how to operate the business.


	l_2: Dollar amount that a landlord provides per square foot to build parti�tions and to install basic mechanical systems such

as lighting fixtures and architectural finishes.
	Pro forma: A partition that divides one tenant space from another. Each tenant pays for one-half the thickness of the wall.
	Tenant work letter: A contract that spells out everything that is done to a leased space by the landlord and tenant. Also referred to as a building standard work letter.
	Resale license: A filing required when the name of the business is other than the names of the owners.
	Trade name: A license required by most state and local jurisdictions when a business sells merchandise to a consumer. Also called a seller's permit.
	nsurance: The business name used in public, such as on stationery.
	Benchmarking: An insur�ance program paid for by the employer that pro�vides funds to the employee to cover the expenses of work-related injuries.
	Mission statement: The practice of assessing a firm's data in comparison to data from other companies in the industry to determine capabilities.
	mary sources: A philosophical statement of what the firm sees as its role in a profession; contains broad statements of what the firm wishes to achieve during an unspecified time period.
	ng_3: Information that generally comes from existing materials, such as magazine or newspaper articles.






	SWOT analysis: A process for creating a specific written vision for a firm and the future of that firm.
	Variance analysis: A planning technique used by firms to develop many kinds of plans. SWOT stands for strengths, weaknesses, opportunities, and threats.
	2: Product - Interior designers utilize internal analysis to determine which services and products to sell to their clients. Essentially product is professional design services. 
	3: Place - Location of the design firm in its market area and them finding methods to build their clientel outside their area. 
	4: Promotion - The informing of potential clients the existence of the design firm and the services that the firm offers, whether or not the designer is located in the same geographic area as the client through public relations, brochures, referrals, advertising, web sites, etc. 
	gence: To begin thelegal protection of written materials and graphicdesigns, the following must appear in a conspicuous place on the work: (1) “Copyright,”“COPR”(for copyright), or the copyright symbol ©, (2) year of publication, and (3) the name of the copyright claimant.
	ce: A defense to negligence, in which the defendant must show that both sides were negligent and that injury resulted.
	on_6: Placing a copyright notice on design documents is needed for legal protection. In addition, interior designers should include a clause in their design contracts concerning copyright and ownership of documents.
	Networking: System in which a manufacturer and designer generally share in the cost of the advertising, or the manufacturer provides an incentive to the designer to sell the particular product being advertised.
	Press Release: Cultivating mutually beneficial relationships for the purpose of marketing oneself or one's design firm.
	Tools: Information provided by the design firm or its representatives that might be of interest to the news media.
	s: A variety of methods and items to promote a business; includes press releases, brochures, and company logos, among others.
	me: The common-law relationship that exists when one person or entitygrees to represent or do business for another

person or entity. Today's employer–employee relationship is a reflection of the agency relationship.


	n: Time off given to salaried employees during the normal work week to make up for overtime hours they have worked.








	Incentive compensation: The difference between revenues and cost of sales. Represents the amount of revenue available to cover overhead (selling and administrative) expenses.








	Noncompete agreement: Compensation over and above regular compensation.
	Quid pro quo: An employment contract clause that places some limits on where and/or how the employee may work after leaving,

regardless of the reason. Also called a restrictive covenant.
	Restrictive covenant: Latin for "something for something." It is associated with the most commonly understood type of sexual harassment.
	Straight salary:  An employment contract provision that does not allow an employee to work for a competitor; also called a noncompete agreement.
	s_2: Part of the facility management department, which is responsible for the physical plant (the building and its systems). The facility management department ensures that everything involved in the business—building, equipment, and people—is organized and arranged to best function together to meet the management's goals.
	Personal goals: Broad statements, without regard to any time limit, about what a firm wishes to achieve.
	s_3: Goals for the nonemployment aspects of life.








	First Impressions: Develop goals and a plan. Improve your professional skills, especially the technical ones related to execution of interior design projects. Obtain appropriate additional education, such as in codes, management, accounting, and marketing. Obtain credentials that enhance your expertise: NCIDQ certification, licenses, LEED® accreditation, CAP certification, and others. 1.) Become involved in a professional association for professional growth and professional networking. 2.) Seek out and join (or at least go to meetings of) professional associations or groups where your potential clients attend. 3.) Become comfortable speaking in public and/or speaking to strangers. Join groups like Toastmasters to help with this skill. 4.) Be positive and don’t complain. 5.) Be dependable. Go above and beyond your expected responsibilities when practicable. 6.) Be a team player, not a prima donna. 7.) Leave your personal problems at home. 8.) If you are set on leaving, plan with money in the bank for expenses, an up to date resumé, and—once again—a plan.
	I: Refrain from distracting mannerisms such as fussing with your hair or accessories or playing with a paper clip or pen. Pay attention to your own body language; don't slouch or otherwise allow your body language to communicate disinterest. Listen carefully at all times. Don't fall into the trap of thinking about what you want to say while the other person is talking. Ask for clarification if the interviewer says something you don't understand. Think before you speak, and do not interrupt the interviewer. Use eye contact; smile and show interest.
	e: Types of questions are inappropriate to ask during an interview; the laws prohibit interviewers from using them, and they cannot appear on a job application. These questions relate, but are not limited, to age, sex, religion, marital status, parental status, sexual preference, and ethnic origin. For example, the employer cannot directly ask you how old you are, your date of birth, your religion, or your native tongue.
	Text7: Legislative measures concerned with limiting the use of certain professional titles by individuals who meet agreed-upon qualifications and who have registered with a state board.
	Text8: A design fee method that allows the design firm to add a spe�cific percentage to the net cost of the merchandise being purchased by a client.
	Text9: A fee method by which a design firm prices its services based on the value or quality of the services rather than on

the cost of doing those services; also called valuebased method.
	Text10: A bar chart
	Text11: A method of analyzing and specifying products and design solutions based on cost-effectiveness.
	Text12: Bond required of all bidders to ensure that the designer or vendor who has been awarded a contract will sign the contract.
	Text13: Firsthand data sources, such as a questionnaire or survey.
	Text14: A managerial technique in which one looks at financial and numerical data in relation to the differences between planned or budgeted amounts and actual amounts.
	Text15: Price - Finding the correct price for the interior design firm without it being too expensive or not the worth of the company. Need to look at neighboring competition.
	Text16: A statement from a former client used as a reference to help sell the designer’s services and/or merchandise to a new client.
	Text17: A fixed amount of salary paid to an employee no matter how many hours in the week he or she works.
	Text18: The branch of interior design concerned with the planning and specifying of interior products used in public spaces, such as offices, hotels, airports, hospitals, and so on; sometimes called contract interior design or contract design because it involves a contract for services.
	Text19: Situational, stress-inducing, team interviews. 
	Text20: 

Statements of desires and intentions that help to determine career options

and make choices and decisions that arise during a career.




	Text21: Breach simply means "to break." A breach occurs when one of the parties to a contract does not perform its duties as spelled out in the terms of the contract.
	Text22: Staff input is desired and responsibility is often given to staff members to accomplish tasks without direct interaction from the manager.
	Text23: Projected financial information, such as the pro forma income statement.
	Text24: Rachel Martinez


