




Pre-Design
Preliminary research of client and user needs 
and goals, project scope and schedule, and 
interior concept development; zoning and site 
analyses; selection of project team.

Programming
The process of gathering and analyzing 
information about the client’s and user’s 
needs relative to a given project. It involves 
organization, structure, and goals; functional, 
behavioral, and cultural needs; budget; existing 
conditions; codes; and external considerations.

Schematic Design
The preparation of preliminary plans, furniture 
layouts, materials choices, and other 
components, through the process of 
considering all of the ramifications of the 
needs expressed in the programming stage.

Design Development
Encompasses the final recommendations for 
the complete project, including consultations 
with consultants, and obtaining client approval 
for production of working drawings for the 
project.

Contract Documents
The documents prepared to obtain prices from 
various sources following final approval from 
client including working drawings for all details 
as necessary and spcifications and schedules 
for construction and materials.

Bidding/Tendering
Assisting clients in hiring a contractor; 
answering contractor questions and providing 
any additional documentation if requested or 
needed by the contractor.

Contract Administration
Once contracts have been awarded, defining 
the goals, coordinating the tasks and 
scheduling, preparing and monitoring a critical 
path for construction and installation, 
overseeing quality control and performance, 
acting as a liaison between the client and 
contractors, maintaining budget control, and 
overseeing all legal aspects of the contracts.

Project Conclusion
Final walk through of project and 
determination of any additional items 
needing attention. Discussion of care and 
maintenance of finishes, furnishings, and 
equipment. Post-Occupancy evaluations 
and other forms of research.

Ancillary/Additional Services
Professional exposure and liability; 
accounting and methods of compensation; 
marketing; photo-realistic renderings; 
inventory of existing furniture and 
equipment.

Demonstrate knowledge and experience working 
within the following project phases:Design Project Phases

Work Experience Calculator
Assume 52 weeks in a year.
Assume 2080 hours in a year.

Work Experience 1
Provide Employer name: ______________________________

____weeks  x  ____hours=____________

Work Experience 2
Provide Employer name: ______________________________

____weeks  x  ____hours=____________

Work Experience 3
Provide Employer name: ______________________________

____weeks  x  ____hours=____________

Work Experience 4
Provide Employer name: ______________________________

____weeks  x  ____hours=____________

TOTAL HOURS: _____________________________________


