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The Process of Interior Design
Ever wonder what is involved in the 
interior design services of a project? 

The process begins when an initial 
project orientation meeting is estab-
lished with the client.  The first meet-
ing is one of the most important in 
the design process.  What is expected 
from the client, as well as what is to 
be expected from the interior design-
ers is discussed.  This initial meeting 
becomes the start of the six Phases 
conducted for interiors jobs.

Phse I: Programming
The first phase is Programming, where 
initial ideas of furniture styles, colors, 
and special needs are discussed.  It is 
very important to incorporate the archi-
tecture of the building into the interior 
furnishings.  A schedule is created 
outlining all critical dates for the job.  
This schedule breaks down all phases 
of the job for the client, so that they are 
aware of what is to happen each step 
of the way.  The Programming Phase is 
the most critical of all.  This is where 
the special needs of each employee 
are established by having them fill 
out workspace analysis forms that ask 
for detailed descriptions of their daily 
tasks, as well as their furniture require-
ments. Staff are also interviewed once 
the forms are completed.  These inter-
views allow the designers to find out if 
there is existing furniture that is to be 
re-used, and to gain an understanding 
of how the various spaces function, 
since this affects the design and fur-
niture selection. It is also important to 
understand any special ADA require-
ments.  After the forms and interviews 
are completed, a furniture budget is 
created to gain approval from the client 
on the estimated cost of the interiors. 

Phase II: Schematic Design
The next phase is Schematic Design.  
Furniture layouts are created based 
on what was requested.  Every effort 

is made to present furniture that is 
appropriate for each space based 
on size, cost, and aesthetics. The 
selection of materials is one of the 
most exciting aspects, not only for 
the client, but also for the designers. 
Since looking at photographs doesn’t 
always help to envision the actual 
furniture, samples are brought in for 
staff to test. A trip to the Merchandise 
Mart may be appropriate at this point, 
where most manufacturers showcase 
their furniture.  This allows the client 
to sit, touch, and test the comfort of 
the furniture to determine if the style 
is right and functional.  Presentation 
boards are developed once there is 
a feel for what the client is looking 
for.  This involves coordinating the 
architectural finishes with the furni-
ture, fabrics, and other materials.

Phase III: Design Development
After receiving approval for concep-
tual ideas, the Design Development 
Phase begins.  Final furniture draw-
ings are developed, showing sizes 
of each piece of furniture, to make 
sure clearances are correct, as well 
as making sure the furniture doesn’t 
block emergency signs or walk ways.  
Also, final presentation boards are 
presented to the client showing all 
specified furniture pieces, colors, and 
finishes for each area. 

Phase IV: Contract Documents
In order to prepare for the Contract 
Documents Phase, final revisions are 
made to the floor plans, as well as 
designating “tags” for each piece of 
furniture that is being specified.  This 
gives the client, as well as potential 
bidders, an understanding of where 
all furniture is being placed.  Tagging 
furniture makes the written specifica-
tions easy to understand and orga-
nized, which helps minimize errors.  
The front end document is prepared, 
stating all necessary information to 

potential bidders, such as the bid 
opening, installation dates, insur-
ance requirements, contact informa-
tion, etc.

Phase V: Bidding
Once the project is out to bid, bidders 
questions are answered. If there are 
any discrepancies, addendums are 
sent out with changes.  Once the 
bids are due they are evaluated, 
making sure all forms were properly 
filled out, as well as checking to see 
that all items specified were given 
a price.  Initial budget numbers are 
compared with the pricing received 
from bidders, which enables the 
designers to make sure there are no 
inconsistencies between their num-
bers and the bidders.  After reviewing 
the bids, a letter is sent to the client 
noting that compliance with the bid 
requirement has been met.  Once the 
contract is awarded, a meeting is set 
up to place the furniture order, go 
over lead times, payment schedule, 
installation dates, requirements, and 
answer any general questions from 
the furniture dealer and client.  

Phase VI: 
Contract Administration
The last phase is Contract Adminis-
tration.  Delivery dates are verified 
for the furniture and once installation 
starts, site visits are conducted with 
the furniture dealer to check that 
the furniture is correct.  Furniture 
finishes, as well as placement are 
reviewed to ensure that they are as 
specified.   If there are any problems, 
a punch list is created and notifica-
tion is required from the furniture 
dealer as to when the issues will be 
resolved. 
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