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— About this Book

Welcome to the “Assistant Project Manager (Interior Design)” training programme. This PHB intends
to facilitate the participants with detailed knowledge of the concept of industry, the occupation of
Interior Designing, the role of Assistant Project Manager (Interior Design) and their functioning.

This Participant Handbook has been designed based on the Qualification Pack (QP) under the National
Skill Qualification Framework (NSQF) and it comprises the following National Occupational Standards
(NOS)/ topics as well as additional topics.

1. FFS/N0225: Assist in business development and client servicing for different project categories
2. FFS/N0226: Assist in defining final scope of work and financial transactions for assigned projects

3. FFS/N0227: Assist in planning teams and resources for the assigned projects and defining
reporting mechanism

4. FFS/N0228: Assist in review/approval of design dockets, procurement, and vendor management
of the assigned projects

5. FFS/N0229: Assist in supervision of onsite installation, quality control and client handover for
assigned projects

DGT/VSQ/N0103: Employability Skills (90 hrs.)
FFS/N8207: Supervise health and safety protocols for project designing at the workplace

Elective 1 — Residence and Kitchen: FFS/N0230: Assist in management of assigned interior design
projects for residence and kitchen projects

9. Elective 2 — Commercial and Hospital: FFS/N0231: Assist in management of assigned interior
design projects for commercial and hospital projects

10. Elective 3 — Academic Institutions: FFS/N0232: Assist in management of assigned interior design
projects for Academic Institutions segment

11. Elective 4 — Hospitality: FFS/N0233: Assist in management of assigned interior design projects
under Hospitality segment

12. Elective 5 — Retail Fitout and Exhibitions: FFS/N0234: Assist in management of assigned interior
design projects under Retail Fitout and Exhibitions segment

— Symbols Used
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— Key Learning Outcomes | ¢

At the end of this module, the participants will be able to:

1.

Outline on the various organizational structure, processes, code of conduct, reporting
matrix and escalation hierarchy.

Define the scope and significance of the interiors industry.
Outline the occupational map of the Interiors industry-related job roles.

Identify the attributes and essential skill sets required for an Assistant Project Manager
(Interior Design).

Define the role, responsibilities, and key result areas of an Assistant Project Manager
(Interior Design).

List the various operations/activities that take place at the worksite and Assistant Project
Manager (Interior Design) role in the same.

Outline the career progression path for an Assistant Project Manager (Interior Design).

List the regulatory authorities, laws, and regulations related to an individual while
working.

Identify the importance of job cards and timely reporting to supervisors in employee
performance evaluation.
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UNIT 1.1: Interior Design Industry and Organizational
Structure

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Outline on the various organizational structure, processes, code of conduct, reporting
matrix, and escalation hierarchy.

2. Define the scope and significance of the interiors industry.

— 1.1.1 Organizational Structure and Processes in India

The organizational structure of the interior design industry is diverse and multi-faceted, with
companies operating in various segments, including residential, commercial and hospitality
design. The industry includes small-scale interior design firms, large multinational companies
and even independent designers. The organisational structure is briefly explained in the
following figure:

eMany interior designers in India operate as independent consultants or
in small teams. These firms may handle projects ranging from residential
designs to boutique office spaces.

Small Firms and
Freelancers:

eLarger firms have more structured hierarchical setups. They may include
Medium to Large Firms: departments such as design, project management, procurement, and
client relations.

*Global companies involved in interior design in India tend to have a more
complex organizational structure, including various specialized roles like
CAD experts, designers, project managers, and even sustainability
consultants.

Multinational Firms:

. *Most firms follow a collaborative design process, where designers work
Collaborative Processes: . . ; )
closely with architects, engineers, and clients.

development, sourcing, implementation, and post-project evaluation.

Project Lifecycle: < eInterior design projects typically follow phases: conceptualization, design

Fig. 1.1.1: Organisational structure in the interior design industry

The interior design industry has witnessed rapid growth in recent years, driven by factors such
as urbanization, increasing disposable incomes, and changing lifestyle preferences. They key
aspects of this industry are:

e Urbanization and Real Estate Growth — With the rise of urbanization, there is a growing
demand for both residential and commercial interior design services. Real estate projects,
including residential complexes, retail spaces, offices, and hotels, have spurred demand
for interior designers.
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e Commercial and Hospitality Sector = Large companies, hotels, and resorts often require
specialized interior design services to meet their branding and functionality needs. High-
end brands and startups in the tech, finance, and hospitality sectors require professional
interior designers to create modern and aesthetic workspaces.

e Technological Integration = The incorporation of technology such as smart home
automation, 3D modelling, virtual reality, and sustainable design techniques is
increasingly significant in the interiors industry.

e Market Size=According to industry reports, the Indian interior design industry’s market
size is expected to grow substantially, contributing significantly to the economy.

Cultural Significance = India’s rich cultural heritage influences the interior design style in
various regions, from traditional and ethnic designs to contemporary and minimalist
aesthetics.

— 1.1.2 Occupational Map of the Interior Design Industry

The interior design industry in India offers a wide array of career opportunities, ranging from
creative roles to technical and managerial positions.

Careers in Interior  |nterior Designer: The core role involves conceptualizing and designing
Design functional, aesthetic, and user-friendly interior spaces for residential,
commercial, and hospitality sectors.

Space Planner: Focuses on efficient space utilization and functional design.
This role involves a lot of technical drawing and understanding of
architectural principles.

CAD Designer/Draughtsman: A technical role that involves creating detailed
drawings, layouts, and models of interior spaces using Computer-Aided
Design (CAD) software.

Project Manager: Oversees the execution of interior design projects,
ensuring they are completed on time, within budget, and to the desired
quality standards.

Lighting Designer: Specializes in creating lighting schemes that enhance the
aesthetic and functional qualities of interior spaces.

Furniture Designer: Designs custom furniture pieces to complement the
interior design of a space, ensuring they are aesthetically pleasing and
functional.

Sustainability Consultant: Focuses on incorporating eco-friendly, sustainable
materials and designs into interior projects.

Visual Merchandiser: Often found in the retail sector, this role involves
designing attractive and functional product displays and store layouts.

Fig. 1.1.2: Occupational map of the Interior design industry.
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Some educational pathways that can be followed in this field are:

Short-Term Diplomas and Apprenticeships and
Bachelor’s and Master’s Certification: Shorter Internships: Many interior
Degrees in Interior Design: programs and certifications in designers begin their careers
These programs focus on both CAD, 3D rendering, lighting as interns or apprentices
the creative and technical design, etc., are common for under established
aspects of the profession. those looking to specialize in professionals to gain hands-
certain areas. on experience.

Fig. 1.1.3: Pathways for career growth

The interior design industry is evolving rapidly, with several emerging trends shaping the
landscape of occupations within the field. Some of these trends reflect global influences, while
others are unique to the Indian context. Some of the emerging trends in occupations in this
field are:

Sustainability and There is a growing demand for
Eco-friendly sustainable interior design
Design practices, including the use of
eco-friendly materials, energy-
efficient lighting, and water
conservation systems.

Smart Homes and This includes the integration of
Technology lighting, security, and
Integration entertainment systems that can
be controlled remotely.
Designers who can offer
technical solutions for
incorporating loT (Internet of
Things) devices, automation,
and other tech-forward
solutions are becoming

essential.
Virtual and Virtual and augmented reality
Augmented (VR/AR) are transforming the
Reality (VR/AR) way interior designers present

their ideas. The demand for 3D
rendering and visualization
services is increasing, especially
for high-end residential and
commercial projects. Artists
skilled in 3D design and virtual
reality will be more prominent in
the industry.
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Adaptive Reuse
and Heritage
Conservation

Health and
Wellness-focused
Design

There is a growing emphasis on
preserving the cultural heritage
through interior design.
Designers with expertise in
adaptive reuse (repurposing old
buildings for new purposes) and
heritage conservation are
becoming increasingly
important.

Post-pandemic, health and
wellness have become a priority
in interior design. Wellness-
focused interior designers who
create spaces promoting
physical and mental well-being
are increasingly in demand.

Universal Design

Modular and With the rise of flexible

Flexible Design workspaces, urban living, and

Solutions small homes, there is a demand
for modular designs that allow
spaces to be easily adapted for
various purposes.

Inclusive and As accessibility becomes a more

prominent concern, interior
designers who specialize in
creating universally accessible
spaces are emerging. There is an
increasing focus on designing
spaces that cater to diverse
populations, including elderly,
differently-abled individuals,
and people from various
socioeconomic backgrounds.

Commercial and
Retail Design

Retail and commercial spaces
are evolving into experience-
driven environments. This could
include designing retail
environments that reflect a
brand’s identity or creating
interactive environments in
restaurants, offices, and hotels.

Ql

Table 1.1.1: Emerging trends in occupations
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UNIT 1.2: Roles & Responsibilities as Assistant Project
Manager (Interior Design)

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. List the attributes and essential skill sets required for an Assistant Project Manager
(Interior Design).

2. Define the role, responsibilities, and key result areas of an Assistant Project Manager
(Interior Design).

3. List the various operations/activities that take place at the worksite and Assistant Project
Manager (Interior Design) role in the same.

Outline the career progression path for an Assistant Project Manager (Interior Design).

5. List the regulatory authorities, laws, and regulations related to an individual while
working.

6. Identify the importance of job cards and timely reporting to supervisors in employee
performance evaluation.

— 1.2.1 Attributes and Essential Skill Sets

An Assistant Project Manager (or APM) in interior design plays a crucial role in the successful
execution of interior design projects. The role demands a combination of technical,
managerial, and soft skills to ensure smooth project delivery.

The key attributes of an assistant project manager are:

Attention to Communication Problem-Solvin Team Plaver Leadership
Detail Skills g v Potential
N\

4 4 \ ( N\ 4 \ ( N\
Ability to
Al ISsues While the role
- Clear that arise . . .
Ability to focus N . Collaborating is assisting,
. communicatio during the X . .
on the finer . . h effectively with showing
n with clients, project - ;
aspects of . . designers, leadership
: —| design teams, — lifecycle, —
design, contractors, skills is vital to
: and related to . .
materials, and . - suppliers, and managing sub-
. contractors is design, .
space planning . .o clients teams or tasks
essential timelines, or .
independently
resource
management
| J (& J & J \& J o J

Fig. 1.2.1: Key attributes of an assistant project manager




Some essential skills required by an assistant project manager are

e Project Management Skills - An Assistant Project Manager must efficiently plan and
organize tasks to ensure the project stays on schedule. This includes prioritizing tasks,
setting deadlines, and tracking progress. Creating and maintaining a timeline for every
phase of the project to ensure tasks like design finalization, material procurement, and
construction phases are completed on time.

e Communication Skills - Strong verbal and written communication skills are essential to
ensure seamless communication between designers, clients, contractors, and suppliers.
Conducting regular meetings with stakeholders to discuss project status and any concerns,
providing clear instructions to the on-site team, and addressing issues proactively is part
of the assistant project manager’s job role.

Stakeholder
Negotiations @ 9 Meetings

Client

Feedback . .
. Relationship
Incorporation
Management
Design Clear
Presentations Instructions
Issue
Resolution

Fig. 1.2.2: Skills required by assistant project manager

e Technical Knowledge - It is important to have familiarity with design software such as
AutoCAD, SketchUp. These are essential to visualize and communicate design concepts
effectively. Along with technical knowledge, an Assistant Project Manager must also be
well-versed in local building codes, safety regulations, and sustainability requirements,
ensuring the project adheres to legal standards.

A AUTODESK AutoCAD @ SketchUp

Fig. 1.2.3: Logos of software

o Leadership and People Coordination - An Assistant Project Manager works closely with
a team of designer, contractors and other stakeholders. He/she supports smooth
collaboration by assisting in in site meetings to address issues, helping assign tasks in
consultation with senior managers, and ensuring that everyone is working towards the
same objective.
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e Problem-Solving and Critical Thinking - The ability to think critically and analyse situations
is essential for making informed decisions that impact the project’s success. Creativity is
crucial to solve design challenges, think outside the box, and come up with innovative
solutions for design elements and spatial planning.

e Organizational Skills - An Assistant Project Manager must maintain thorough records of
all aspects of the project, including contracts, design changes, material inventories, and
progress reports. The main documents to be maintained include the Bill of Quantities
(BOQ), Bill of Materials (BOM), work schedules, vendor quotations, purchase orders, NOCs
(No Obijection Certificates), compliance approvals, and client communication records.
Keeping these documents well-organized is crucial for ensuring the project stays on track.

For reference, see Annexure 1 for sample formats of these records, including templates
for BOQ, BOM, and sample NOCs. Additionally, the APM should understand the
importance of NOCs, which are official approvals obtained from regulatory authorities,
societies, or clients to ensure the project meets legal and community requirements.

e Budgeting skills - An Assistant Project Manager plays a key role in evaluating and
monitoring project costs, including materials, labour, and services, to help avoid
overspending. The APM assists in developing cost estimates for each phase, tracks
expenditures against the allocated budget, and provides input on cost-effective solutions
if the project risks going over budget. While the APM contributes to budget evaluation
and reporting, final budget decisions are typically made by senior management or the
Project Manager.

An Assistant Project Manager in the interior design industry plays a vital role in supporting the
project manager and ensuring that projects run smoothly, on time, and within budget.

Project
Coordination Scheduling Documentation

g QO T O
—r N

Budget Quality Control
Management

Fig. 1.2.4: Key role of APM




Participant Handbook

The key responsibilities of an Assistant Project Manager are:

Assist in Project Planning

Coordination with Teams

Site Supervision

Procurement Support

Scheduling

Quiality Assurance

Budget Tracking

Client Liaison

Risk Management

Fig. 1.2.5: Key responsibilities of APM

The key result areas are:

eHelping the project manager in defining project
scope, objectives, timelines, and deliverables.

*Work as a liaison between designers, clients,
contractors, and vendors to ensure everyone is on
the same page.

eQOverseeing work on-site to ensure that design
specifications, timelines, and quality standards are
adhered to.

eUnderstand the procurement process for materials,
furniture, and other necessary items. APM should be
familiar with how it is carried out to coordinate
effectively with the procurement team.

eHelping to create and maintain schedules, ensuring
tasks are completed according to the timeline.

eEnsuring the quality of work and materials meets the
design intent and industry standards.

*Monitoring expenses and ensuring that the project
stays within budget.

eCommunicating with the client to provide updates,
address concerns, and clarify any issues.

e|dentifying and managing potential risks, proposing
solutions to minimize impact.

)

Result Areas ]

Timely Delivery

Budget

A} A}
Quality Client
Adherence

Compliance ] Satisfaction

Y

A A

Ensuring projects are
completed on
schedule.

Keeping track of
expenses to prevent
budget overruns.

Ensuring the client’s
needs are met and
providing regular
updates.

Meeting design and
quality standards.

Fig. 1.2.6: Key result areas of APM
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Operations and Activities at the Worksite

The operations and activities at the worksite are critical for the success of an interior design
project. The Assistant Project Manager’s responsibilities often revolve around managing these
day-to-day activities.

Some of the key operations undertaken in this job profile are:

Coordination with Contractors:
Ensuring that construction,
renovation, and installation work
are aligned with the project
schedule and design plans.

Material Management: Ensuring
materials are sourced, delivered,
and stored on-site as per the project
requirements.

Health & Safety: Ensuring that safety
protocols are followed at the
worksite and that workers are
compliant with safety standards.

On-Site Supervision: Regular site
visits to monitor work progress,
quality, and adherence to timelines.

Installation Oversight: Ensuring that
furniture, fixtures, and equipment
are installed according to the design
and plan.

Troubleshooting: Addressing on-site
issues like design discrepancies,
| delays, or logistical problems.

Fig. 1.2.7: Key operations undertaken by APM
Career Progression Path for an Assistant Project Manager

The role of an Assistant Project Manager in interior design can lead to significant career
progression within the industry. With experience and skill development, individuals can
advance to higher positions.

The career progress may look like as given in the following figure:

Level 5.5: Assistant
Project Manager

Level 5: Interior ‘
Designer Assists the project

Level 4.5: Assistant manz_ger in )
Interior Designer ‘ P coordinating project
] Leads the design ) activities, monitoring
Level 4: process, manages client budgets, and ensuring
‘ interactions, and timely delivery.
Draughtsperson Supports design oversees project
Level 3:Multipurpose ‘ fne: : Logg:;zi, ;;;e;ares execution.
- )
Draughtsperson Responsible for coordinates with the
advanced draughting, design team.
site analysis, and
Entry-level role focused coordination with
on basic draughting, designers.

site survey, and
documentation tasks.

Fig. 1.2.8: Career Progression




The key factors for progression are gaining expertise in project management and client
handling, mastery of industry-specific software tools, expanding knowledge in budgeting,
scheduling, and procurement and building a strong professional network within the industry.

The interior design industry is regulated by various laws and standards that ensure the safety,
quality, and functionality of design projects.

The key regulatory authorities are:

( )

Bureau of Indian
Standards (BIS) The Bureau of Indian Standards (BIS) sets quality standards for
materials used in interior design. https://www.bis.gov.in/

( h The NBC provides guidelines for construction and design, which must
The National Building | be followed in interior design projects.

Code of India (NBC) | https://www.bis.gov.in/standards/technical-department/national-
building-code/

4 N
Local Municipal The interior design industry need to adhere to local building codes and
Corporations zoning laws when planning and executing designs.
https://mohua.gov.in/upload/uploadfiles/files/Chap-7.pdf
4 N
Fire and Safety
Regulations While building interiors. the industry person must comply with the fire

safety norms defined by local authorities and the fire department.

( )

Environmental and
Sustainability Laws Sustainable and eco-friendly interior designs are encouraged, and
various green building certifications (e.g., LEED) may apply.

Fig. 1.2.9: The key regulatory authorities

Job Cards

Job cards and timely reporting are crucial tools for an Assistant Project Manager to maintain
effective coordination and oversight throughout a project. Job cards are used to document
tasks assigned to various teams or workers on-site, such as electricians, plumbers, carpenters,
and painters, ensuring that work is organized and tracked efficiently across trades.

A job card typically includes information such as the task description, materials required, time
estimates, deadlines, and workers responsible. These cards help the APM in monitoring task
completion, tracking progress, and identifying potential delays or issues early.

The APM'’s role is to coordinate and manage these activities. APM does not directly supervise
each trade but ensure that all teams are working according to plan. Regular reporting to the
senior project manager keeps them informed about project status, challenges, and progress
toward milestones. Timely reporting also maintains transparent communication with clients,
keeping them updated on progress and potential risks, and enabling proactive problem-
solving.
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— Summary £

e The organizational structure of the interior design industry is diverse and multi-faceted,
with companies operating in various segments, including residential, commercial and
hospitality design.

e Theindustry includes small-scale interior design firms, large multinational companies and
even independent designers.

e Educational qualifications needed in this field are a Bachelor’s and Master’s Degrees in
Interior Design, Short-Term Diplomas and Certification in CAD etc., and Apprenticeships
and Internships.

e Some tasks undertaken in this profile are coordination with contractors, material
management, on-site supervision, health & safety, installation oversight, and
troubleshooting.

e The career progression for an assistant project manager in interior design may look like
Assistant Project Manager, Project Manager, Senior Project Manager, Director of Interior
Design Projects, and Independent Consultant or Entrepreneur.

e Theinterior design industry in India is regulated by various laws and standards that ensure
the safety, quality, and functionality of design projects.

e These regulatory authorities are Bureau of Indian Standards (BIS), The National Building
Code of India (NBC), Local Municipal Corporations, Fire and Safety Regulations and
Environmental and Sustainability Laws.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. Firms that may not have a hierarchical approach are
a. Small firms
b. Medium firms
c. Multinational firms
d

Large firms

2. Which of these are not a type of technological integration in interior designing?
a. 3D modelling
b. Smart home automation
c. Virtual Reality (VR)
d. Automobile Integration

3. What is one common software used by interior designers?

a. Excel

b. Photoshop
c. AutoCAD

d. Tally

4. Why are job cards used in interior design projects?
a. To play games on site
b. To list office holidays
c. Totrack assigned work and workers
d. To decorate the wall

5. What is one benefit of timely reporting?
a. Reduces paperwork permanently
b. Helps skip site visits
c. Keeps clients and seniors updated
d. Avoids coordination with team members

6. Which of the following is part of the interior design industry?
a. Road construction
b. Retail and exhibitions
c. Textile manufacturing
d. Shipping and logistics

7. Which of these laws help ensure building safety in interior design?
a. Indian Traffic Code
b. National Building Code
c. ForestAct
d. Indian Penal Code
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8. What is a growing trend in modern interior design projects?
a. lIgnoring local culture
b. Using non-recyclable materials
c. Designing flexible and modular spaces
d. Avoiding use of technology

9. Which of the following contributes to the rapid growth of the interior design industry in
India?

a. Limited use of technology

b. Decline in hospitality projects

c. Urbanization and real estate growth
d. Reduced client expectations

10. Which of the following is an emerging design trend in the interior design industry?
a. Avoiding use of digital tools
b. Creating spaces with no accessibility features
c. Inclusive and universal design
d. Using outdated materials only
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— Notes

Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=QDdZ3P91Yf4

Introduction to FFSSC
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

W

4

10.
11.
12.

13.

Define interior drafting, interior designing, and interior project management.
Illustrate the process flow of an Interior Designing project.
Classify different types of Interior Design projects in terms of space, theme, and styles.

List the various types of advanced raw materials and accessories used in an Interior Design
project.

Differentiate between types of raw material as per the given checklist.

List the various categories of advanced architectural hardware and fittings used designing
and their usage.

Identify the architectural hardware as per the type of application.

List the different types of furniture and their area of applications.

Outline the latest trends and advancements related to the interior designing process.
Analyze different Interior projects for categorization based on space, style, and themes.
Examine the Interior projects and define the theme and elements.

Explain the steps involved in the interior design project from client deliberations to project
handover and signoff.

Define the role of effective communication skills required for Interior Designer.
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UNIT 2.1: Interior Design Basics and Process Flow

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Define interior drafting, interior designing, and interior project management.

2. lllustrate the process flow of an Interior Designing project.

3. Classify different types of Interior Design projects in terms of space, theme, and styles.

4. List the various types of advanced raw materials and accessories used in an Interior Design
project.

5. Differentiate between the different types of raw material as per the given checklist.

6. List the various categories of advanced architectural hardware and fittings used designing

and their usage.
7. Identify the architectural hardware as per the type of application.

Analyze different Interior projects for categorization based on space, style, and themes.
9. Examine the Interior projects and define the theme and elements.

10. Explain the steps involved in the interior design project from client deliberations to project
handover and signoff.

— 2.1.1 Interior Drafting, Interior Designing, and Interior Project —
Management

Interior Drafting

This is the technical part of interior design, involving the creation of scaled drawings and
detailed plans that illustrate the dimensions and layout of a space. Interior drafting includes
floor plans, elevations, sections, and construction drawings that help in translating a
designer's vision into a tangible structure. Interior drafting is a crucial step, especially when
working with local contractors to ensure all designs comply with building codes and
construction standards.

The typical steps involved in Interior Drafting are explained in the following section.
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Fig. 2.1.1: Client Consultation and Design Briefing
Objective: Understand the client’s vision, requirements, and functional needs.

The drafter works with The APM to gather all essential information, including the size of the
space, the purpose of the project (residential, commercial, or hospitality), budget, and the
preferred style or theme.

Site Measurements and Dimensions

Fig. 2.1.2: Site Measurements and Dimensions
Objective: Ensure accurate representation of the existing space.

A precise measurement of the site is taken, either manually or with digital tools like laser
measurers. This includes noting down the dimensions of rooms, doors, windows, ceiling
heights, wall thicknesses, and other architectural features that need to be included in the
design.




—
c
20
7]
()]
(a]
S
.0
ar.. @ 107V ¢ uondo [ o | S
= i uelq Woker| annbs (g o1 S - 8
c AT s apIqeey stoztmayy vsves 1wonsin [VS )|
= o ) S AT 1foad = S =Tl
f ¥ [oxs] [55]
m..b T T 7 ] T , T , 3 g I v
M 4.9+ BUIR) 3811 jo wopog
© LRI Bunp) jo wopog
b ; , g
v I T
] 13NIGYD LH TIN4 ol RAINGSS
oy ] s, pmes
= H 6-6X.66 = I n
o ___ NiEev3030 i Vo \ —]
- _,,_ ST S T
c S N / 71— 2
8 § e ogel 8 5
n 3ONIWIINCD | i i
- \— =
A ] e i
< | ™~ = [ / L6-01X.6+6 L
1 1 — Rl NOILdTO3Y
U L o o e
8 LINN OV m
. [ 40 WoLL08 ' )
uc 1 u W0b=L LINN OV )
40 LIHOIFH = <
-
- SNOILYLS SRIOM - r.m
— o
ﬂ\qﬂhlﬂ\\w W\\Iplﬂﬁ “.‘WIPINMO,_ \WWVPI\ =3 ,q\HIIINJd/ MWWIPIVN M g
s L { / \ / f { | o hN ©
4 UV o bt et || G = — ) M. m
.~ W01-8 )
L) : ) p 3did 1SIMOT 5 %
= 40 WOLLOS & S
= B / H ©
=] L zL 6 L S8 It
W. y g P ey e sy i 3 o
© \ | 4 \ ! i / ™ =
| t - f | | { f \ i < ]
| SO | T— el T IS S S Y=
n
) x 2
- SNOILYLS MHOM fe w S
=] N e © <
g B i == == — I3A3173LNN M S [0}
i AHLNVd L3NIGVOLH TN | \ | ! | | { \ © m
| / , f , / L i <
T [T = i o - HILNHD 3 <
c al €l < ~
© ! | W [®)
o :
- .. <
S % O
x [ I 7 3 3 ] 7 i I v ~ P
c o~ ]
f- N -
S > 9O
w i 2




Participant Handbook

Objective: Specify the placement of furniture and fixtures in the space.
The furniture layout is detailed to show how different furniture pieces will fit within the space.
This can include furniture arrangement for living rooms, dining areas, and workspaces. The
drafting stage also includes detailed drawings for custom-built furniture and cabinetry.
Preliminary Space Planning
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Fig. 2.1.4: Preliminary Space Planning




Objective: Organize the available space effectively.

Based on the client’s needs, a preliminary layout plan is created, including the basic placement
of walls, doors, windows, and furniture. This stage helps to visualize the use of space and how
different areas of the room will function.

Creation of Floor Plans

Fig. 2.1.5: Creation of Floor Plan
Objective: Develop a visual representation of the space’s layout.

The floor plan is drawn to scale, detailing the location of walls, doors, windows, furniture, and
fixtures. This plan can be either hand-drawn or created using computer-aided design (CAD)
software like AutoCAD or SketchUp. The floor plan serves as the backbone of the interior
design project, guiding construction and material selection.

Elevations and Sections
Objective: Provide a vertical view of the space to depict walls, doors, and other features.

Elevations: Drawings of walls showing how each side of a room looks, including the positioning
of doors, windows, and built-in features like shelves or cabinets.

Sections: Cut-through views of the space that show vertical dimensions, such as ceiling height,
floor-to-ceiling measurements, and the placement of built-in furniture or other structural
elements.

Detailed Design Elements and Specifications
Objective: Finalise the technical aspects of the design.

After the basic layouts and elevations are drawn, detailed elements such as custom furniture,
wall treatments, finishes, lighting, flooring, and other materials are specified. This step
ensures that every design choice is implemented accurately and precisely during construction.
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Fig. 2.1.6: Electrical and Lighting Plans

Objective: Plan electrical systems and lighting to enhance functionality and design.
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A separate electrical plan is drafted, indicating the locations of outlets, switches, and light
fixtures. For example, lighting plans would include the placement of ambient, task, and accent
lighting, as well as the selection of light fixtures to complement the interior theme.

Material and Finish Specifications
Objective: Choose and specify materials for construction and finishes.

Detailed drawings specify the materials used for floors, walls, and ceilings. For example, in an
apartment, the interior drafting might specify ceramic tiles for the kitchen floor, granite for
countertops, and wooden panelling for the living room walls.

Sample: Material and Finish Specification Sheet
Project Name: Modern 2BHK Apartment
Location: ABC
Designer: [Your Name Here]
Date: [DD/MM/YYYY]

1. Flooring

Area Material Finish Remarks

Living Room Vitrified Tiles Glossy 600x600 mm, beige shade
Kitchen Ceramic Tiles Matte 300x300 mm, anti-skid
Bedrooms Wooden Finish Tiles Matte Porcelain, 195x1200 mm
Bathroom  Ceramic Tiles Anti-skid Matt 300x300 mm, dark grey
Balcony Terracotta Tiles Textured 300x300 mm, earthy tone
2. Wall Finishes

Area Material Finish Remarks

Living Room Acrylic Emulsion Paint Satin  Light grey, washable
Kitchen
Bedrooms

Ceramic Tiles
Wall Putty + Paint
Bathroom  Ceramic Wall Tiles

Glossy Up to 600 mm above countertop
Matte Warm pastel colours
Glossy Full height, light tone

3. Ceiling Finishes

Finish
Paint Finish
Emulsion Paint Water-resistant

Area Material Remarks
Living Room POP False Ceiling
Kitchen

Bedrooms

Recessed lighting integrated
Cement Board Ceiling
POP Ceiling

Bathroom  Moisture-Resistant Board Emulsion Paint White, with exhaust cut-out

Emulsion Paint Cove lighting detail

4. Countertops and Joinery

Wardrobe Shutters MDF with Laminate Matte
TV Unit Panel

5. Fixtures & Hardware

Item Material Finish

Door Handles Stainless Steel
Cabinet Pulls Zinc Alloy
Faucet (Kitchen/Bath) Brass

Light Fixtures

Chrome
Chrome
Mild Steel + Glass Matt Black

Element Material Finish Remarks
Kitchen Counter  Granite Polished Black Galaxy
Bathroom Vanity —Quartz Matte White quartz

Woodgrain finish, soft-close hinges

Plywood with Veneer Natural Polish Walnut tone

Remarks

Brushed Steel Sleek modern look

Ergonomic design
Single lever, wall-mount type
Pendant lights and recessed ceiling lights

Fig. 2.1.7: Sample Material and Finish Specification Sheet
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Final Review and Approval
Objective: Ensure that all details are correctly included and meet client expectations.

Once the draft is complete, The APM and client review the plans together. Adjustments may
be made based on client feedback or technical requirements. This step may involve going back
and forth to ensure that the design is both aesthetically pleasing and functional.

Interior Designing

This is the creative and artistic process of planning and arranging spaces. It involves selecting
and coordinating colour schemes, materials, furniture, lighting, and decor to create functional
and aesthetically pleasing interiors. Designers consider client preferences, budget constraints,
and cultural influences, which play a significant role in the interior design landscape. For
example, a designer might incorporate traditional elements like wood carvings or brass lamps
in a modern living room design. The steps involved in interior designing are:

Initial Consultation with Client
A4
Conceptual Design and Space Planning
A4
Design Development and Visualization
A4
Material and Product Selection
A4
Detailed Design and Final Drawings
A4
Budgeting and Cost Estimation
A4
Contractor and Vendor Coordination
A4
Installation and Final Touches
\Z
Handover and Client Walkthrough
\Z
Post-Completion Support

Fig. 2.1.8: Steps involved in interior designing
Initial Consultation with Client
Objective: Understand client needs, preferences, and get it implemented.

Process: The APM meets with the client to discuss the purpose of the space, style preferences,
budget, and any specific requirements or constraints. After understanding the client
requirements, APM communicate it to the Interior Designer assist in the project. For example,
in a home design project, the client may request a fusion of modern and traditional designs.




After the meeting, the APM documents the requirements and shares them with the interior
designer to ensure the concept aligns with the client's expectations.

Outcome: The APM gets a clear understanding of the client's vision and expectations, which
forms the foundation for the entire project.

Conceptual Design and Space Planning
Objective: Develop an initial concept and layout for the space.

Process: The APM creates mood boards, selects colour schemes, and proposes layout ideas
for the space. This step may involve initial sketches or 2D plans that illustrate the space’s
zoning, like kitchen areas, living areas, and private zones. The focus is on optimizing space and
making it functional while considering the client's preferences.

Outcome: A conceptual design or "theme" is established, incorporating the client’s desires
and making sure that the design complements the space’s use.

Design Development and Visualization
Objective: Finalize the design choices and make visual representations.

Process: The APM refines the design, adding details such as furniture selection, materials,
finishes, and fixtures. Using software like AutoCAD, SketchUp, or 3D rendering tools, The APM
verifies 3D visualizations of how the space will look. This allows the client to virtually
experience the design and make any necessary changes.

Outcome: A more refined and realistic design, ready for client feedback and approval.
Material and Product Selection
Objective: Choose appropriate materials and finishes.

Process: The APM assist in selecting materials for the walls, floors, ceilings, furniture, fabrics,
and accessories. For example, a designer working on a boutique may choose traditional Indian
fabrics like silk or cotton for upholstery, paired with marble flooring. This phase may include
product sourcing, obtain samples, and review vendor options.

Outcome: A finalized material list and product catalogue, including details on texture, colour,
and type.

Detailed Design and Final Drawings
Objective: Create detailed drawings and technical specifications for contractors.

Process: The APM review detailed drawings and provides specifications for furniture, lighting,
flooring, and finishes. These drawings may include floor plans, elevations, lighting plans, and
furniture layouts. While this phase may overlap with interior drafting, interior designing
involves making decisions regarding the style, colours, and materials used, rather than just the
technical dimensions.

Outcome: Clear, actionable documents that guide construction and installation.




Budgeting and Cost Estimation
Objective: Ensure the project remains within budget.

Process: The APM provides the client with a detailed cost estimate based on the materials,
products, and furniture selected. The budget also accounts for labour costs, contractor fees,
and any contingencies. This phase ensures that all design elements align with the client’s
financial expectations.

Outcome: A comprehensive cost breakdown for the entire project.
Contractor and Vendor Coordination
Objective: Oversee the procurement and installation process.

Process: The APM coordinates with contractors, vendors, and suppliers to ensure the correct
materials are delivered on time. The APM may oversee the installation of furniture and
fixtures, ensuring that everything aligns with the approved design.

Outcome: Smooth execution of the design, with proper materials and finishes being installed
as planned.

Installation and Final Touches
Objective: Complete the physical transformation of the space.

Process: The installation of furniture, accessories, lighting fixtures, and decorative elements
happens in this phase. Designers ensure that every aspect of the design is accurately
implemented, with a final inspection of the space before handover.

Outcome: A fully furnished and functional space that aligns with the client's vision.
Handover and Client Walkthrough
Objective: Ensure client satisfaction.

Process: Once the space is completed, The APM conducts a final walkthrough with the client.
This is the opportunity to make sure everything is in place, check the functionality of the space,
and address any last-minute changes or concerns.

Outcome: Project sign-off, and the space is officially handed over to the client.
Post-Completion Support
Objective: Address any issues after project completion.

Process: In some cases, designers may offer post-completion services, such as adjustments,
repairs, or re-arrangements. For example, in an apartment, if the client requests a minor
change in furniture placement after living in the space for a few weeks, The APM may assist.

Outcome: Long-term client satisfaction and relationship maintenance.




While interior designing and interior drafting both play essential roles in transforming a space,
they differ in their focus and purpose:

Focus ’ ‘ Creativity vs. Precision ’ ‘ Role in the Process
G\terior Designing ) (Interior Designing ) (Interior Designing )
oFocuses on the overall ols a more creative oComes before drafting
aesthetic, functionality, process, involving the in the overall design
and mood of a space. visualization and artistic process. The designer
Designers are arrangement of space. first conceptualizes the
| responsible for | Designers consider | layout, theme, and style
selecting colour furniture style, colour of the space. They then
schemes, furniture, schemes, lighting, and collaborate with
materials, and layouts accessories to create a drafters to bring these
to reflect the client's unique and visually concepts to life in the
personality and needs. appealing environment. form of detailed
technical drawings.
\ ) \ ) & 8
mterior Drafting ) G\terior Drafting ) G\terior Drafting )
oFocuses on the ols more technical and oTakes the designer’s
technical aspects of the precise, focusing on the concepts and translates
design. This includes accurate representation them into detailed,
creating precise floor of spatial dimensions, scaled drawings that
L_| plans, elevations, and | furniture placement, | contractors and
sections that detail and structural builders use to
dimensions and components. Drafting construct and
construction provides the implement the design.
requirements. It is the instructions necessary
technical blueprint for for construction.
the construction team.
o ) \ ) \ )

Fig. 2.1.9: Difference between interior designing and interior drafting

The following the checklist reflecting the differences between Interior Designing vs Interior

Drafting:

Criteria Interior Designing Interior Drafting

Primary Focus Creative & functional space Technical drawings for
planning execution

Nature of Work Conceptual, aesthetic, user- Precise, dimension-based,
experience driven instruction-oriented

Tools & Software SketchUp, Photoshop AutoCAD (drafting mode)

Key Deliverables Mood boards, layout concepts, Plans, elevations, sections,
3D views, material board furniture details

Client Interaction High — client-facing Low — supports internal team
presentations and feedback or consultants

Decision Making Design decisions based on Drafts based on designer or
creativity and function architect instructions
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Technical Accuracy Moderate (visualization- High (construction

oriented) document-ready)
Understanding of Essential Supportive
Aesthetics
Compliance Basic knowledge of codes & Strong understanding of
Knowledge ergonomics, strong building standards

understanding of building
standards

Coordination With Designers, architects,

engineers

Clients, contractors, consultants

Producing accurate drawings
for implementation

End Delivery Delivering a complete design

solution

Table: 2.1.1: Checklist reflecting the differences between Interior Designing vs Interior Drafting

Interior Project Management

Interior project management involves overseeing and coordinating all aspects of the design
process, from conceptualisation to final delivery. It includes managing budgets, schedules,
procurement of materials, dealing with contractors, and ensuring that the project is
completed on time and within budget, where projects can often be complex due to varied
materials and local regulations, interior project managers must be adept at handling logistics,
managing diverse teams, and ensuring the project's smooth execution. The process flow of an
interior design project is systematic and involves several key phases that guide the project
from initial consultation to the final handover. Each step is crucial to ensuring that the design
vision is effectively executed while meeting client expectations, budget constraints, and
timeline requirements.

- . Concept
Initial f:onsultaflon Development and
with the Client .
Space Planning
Design

Development and
Detailed Planning

Procurement and
Contractor
Coordination

Final Touches and
Styling

Handover and
Client Walkthrough

A 8
-0y
w oA
R

Material and
Product Selection

Budgeting and
Cost Estimation

Construction and
Installation

Post-Completion
Support (Optional)

Fig. 2.1.10: Process Flow of an Interior Designing Project




The detailed explanation of the process flow of an interior design project is given in the
following section.

Initial Consultation with the Client
Objective: Understand client’s needs, preferences, Is, and budget.

Process: The project begins with a meeting between the APM and the client. The APM along
with the Interior Designers discusses the purpose of the space (residential, commercial,
hospitality), the client's aesthetic preferences, functional needs, lifestyle, and specific
requirements. The APM also discusses the budget, timeline, and any limitations like building
codes or structural constraints.

Outcome: The APM gets an understanding of the client’s expectations, which forms the basis
for all further decisions. A design brief is created at this stage.

Concept Development and Space Planning
Objective: Create an overall design concept and layout that fits the client’s needs.

Process: The APM develops an initial design concept based on the client’s preferences and the
project’s functional requirements. The design includes an initial space plan and visual concept
that aligns with the client's.

For example, in a small apartment, the space plan may focus on maximizing every square foot
by incorporating multifunctional furniture and an open-plan layout.

Mood boards and sketches are created to illustrate the design direction, such as colour
schemes, material selections, and types of furnishings.

Outcome: A preliminary design concept is presented to the client for feedback. This step
includes an initial layout and furniture arrangement plan.

Material and Product Selection
Objective: Select the materials, furniture, finishes, and accessories.

Process: Based on the approved design concept, The APM along with Interior Designers
selects all materials required for the project. This may include flooring, paint colours, fabrics,
countertops, and hardware.

The APM along with interior designers may source samples, visit suppliers, and present
various options to the client for approval. Materials like locally sourced wood, marble, and
traditional fabrics might be included to reflect the regional culture and style preferences. The
APM also coordinates with furniture suppliers and vendors to ensure the quality and
availability of items.

Design Development and Detailed Planning
Objective: Refine the design and make it more detailed.

Process: The design concept is refined based on the client’s feedback from the initial
presentation.




Designers provide detailed drawings of floor plans, elevations, and other design aspects,
including materials and finishes. This stage also includes specifying custom furniture, lighting
design, and placement of fixtures.

3D visualizations and renderings are created to give the client a realistic feel of how the space
will look once completed. A project schedule is also established, which details the timeline for
procurement, construction, and installation.

Outcome: A fully developed design that is presented to the client for approval. This includes
a detailed floor plan, furniture layout, material finishes, and 3D visuals. The client may approve
or request adjustments.

Procurement and Contractor Coordination
Objective: Acquire all materials and coordinate with the construction team.

Process: Once the design is approved, the procurement phase begins. The APM places orders
for materials and furniture, ensuring that they are delivered on time and meet the required
quality standards.

At this stage, The APM coordinates with contractors, electricians, plumbers, and other
specialists to begin work on-site. Coordinating the various tradespeople is crucial, as
contractors may have different work schedules, and site management can involve dealing with
local regulations and guidelines.

Outcome: Materials are sourced, and work begins at the site. The APM ensures that the work
is progressing according to the plan and that the contractors adhere to the design
specifications.

Budgeting and Cost Estimation
Objective: Ensure the project is within financial constraints.

Process: The APM prepares a detailed cost estimate based on the material and product
selection, contractor fees, and additional expenses.

The client is provided with a breakdown of costs, including materials, labour, furniture, decor,
and other miscellaneous expenses. The APM may work with contractors and suppliers to get
competitive quotes and ensure the project stays within the budget.

Outcome: A final cost estimate that aligns with the client’s budget. If there are any
discrepancies, The APM may need to adjust the scope or materials to remain within budget.

Construction and Installation
Objective: Implement the design and build the space.

Process: Construction work begins, including structural changes, painting, and installation of
materials like flooring and walls. Furniture and fixtures are installed, including custom-
designed pieces.

The APM regularly visits the site to ensure that the work is progressing as planned and that
the design elements are being implemented correctly. Adjustments may be made on-site to




address unexpected challenges. Electrical work, including lighting installation, and plumbing
(if required) are carried out during this phase.

Outcome: The physical transformation of the space begins, with walls, floors, and ceilings
being constructed and finished, followed by the installation of furniture and decor.

Final Touches and Styling
Objective: Add the finishing touches to complete the design.

Process: Once the primary construction and installations are complete, The APM focuses on
adding the finishing touches. This includes hanging artwork, arranging accessories, setting up
furniture, adding soft furnishings like cushions and throws, and placing decorative items.

Designers sometime also work on the lighting effects, ensuring that the lighting is balanced to
enhance the overall look and feel of the space.

Outcome: A fully furnished, functional, and aesthetically pleasing space, ready for client
approval.

Handover and Client Walkthrough
Objective: Ensure client satisfaction and final sign-off.

Process: The APM conducts a final walkthrough with the client to inspect every detail of the
project. Any issues or adjustments are discussed and addressed.

The client gives their final approval, and the project is handed over. Any final paperwork or
documentation, such as warranties and maintenance guides, is provided to the client.

Outcome: The project is officially completed, and the space is handed over to the client. The
APM ensures that all work is completed according to the agreed-upon specifications and that
the client is happy with the result.

Post-Completion Support (Optional)
Objective: Address any remaining issues after the project is completed.

Process: After the space is handed over, the APM may provide post-completion support,
which could include addressing minor changes, repairs, or re-arrangements.

In some cases, the APM might offer additional consultations to ensure the client is fully
satisfied. Outcome: Ensures long-term client satisfaction and maintains a positive relationship
for potential future projects.

— 2.1.2 Types of Interior Design Projects in Terms of Space,
Theme, and Styles
Interior design projects can be categorized based on the space, theme, and style that defines

the environment. Each type of project requires specific design principles, materials, and
approaches to meet the unique needs of the space and the preferences of the client.
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Types of Interior Design Projects by Space

Space refers to the type of environment or structure that is being designed. Different spaces
have different functions and, therefore, require different design approaches to ensure the
space is both functional and aesthetically pleasing.

Residential Projects - These projects are focused on designing homes, apartments, villas, and
other residential spaces. The aim is to create a comfortable, functional, and personalised
environment for the client and their family. The design is considered around family lifestyle,
spatial planning, furniture selection, colour schemes, and functionality. In an apartment, an
interior designer may create an open-plan living room that combines a kitchen, dining, and
sitting area with modern furniture, using neutral tones to make the space feel larger.

Living cum Dining Room Bed Room

Fig. 2.1.11: Residential Projects

Commercial Projects - Commercial interior design refers to the design of spaces used for
business or public functions. These include offices, retail stores, and shopping malls. The
design is centred around branding, functionality, customer experience, and employee
productivity. For a high-tech office, The APM may create open workspaces with ergonomic
furniture, modern lighting, and a contemporary design to boost creativity and collaboration
among employees.

Worskstations Conference Room

Fig. 2.1.12: Commercial Projects

Hospitality Projects - Hospitality projects involve designing spaces in hotels, resorts and spas
restaurants. The focus is on providing a comfortable and aesthetically pleasing environment
for guests while maintaining functionality for staff. The design is centred around comfort,
ambience, durability, and alignment with the brand identity.




As part of hospitality industry restaurants and cafes are a growing business and often require
comfortable and aesthetically pleasing environment.

Cafe Reasturants

Fig.2.1.13: Hospitality Projects

Healthcare Projects - This category includes designing spaces for healthcare facilities like
hospitals, clinics, nursing homes, and wellness centres. The emphasis is on creating a healing,
calm environment while ensuring the space is functional for medical staff and patients. The
design is developed keeping parameters like hygiene, safety, accessibility, and patient comfort
in mind. In a hospital in interior designers may use soothing colour palettes, comfortable
waiting area seating, and efficient space planning to enhance patient comfort and staff
workflow.

Clinic Dental Clinic

Fig.2.1.14: Healthcare Projects

Educational Projects - Educational interiors involve the design of schools, universities, training
centres, and libraries. The design focuses on creating an engaging, functional, and educational
environment. The key consideration while developing such designs should be flexibility,
lighting, acoustics, and ergonomics. A modern classroom in a school in Pune might feature
movable desks, vibrant colours, and wall-mounted interactive boards to encourage
collaborative learning.




Montessori Classroom School Library

Fig.2.1.15: Educational Projects
Types of Interior Design Projects by Style

Style refers to the specific manner or approach in which the interior design is executed. Style
dictates how the theme is translated into reality through the choice of materials, colours, and
furniture.

Minimalist Style - The minimalist style embraces the "less is more" philosophy, focusing on
simplicity, functionality, and clean lines. Design Characteristics: Neutral colours, simple forms,
open spaces, and a lack of clutter. Example: In a small apartment, minimalist design may
include sleek white walls, hidden storage solutions, and a few essential but elegant furniture
pieces to create an airy and spacious feel.

Art Deco Style - Art Deco is a glamorous and bold design style from the 1920s, combining
geometric shapes, rich colours, and luxurious materials.

The design characteristics of this style are bold, symmetrical patterns, metallic finishes, and
the use of luxurious materials like marble, glass, and lacquered wood. Example: An art deco-
style lobby in a high-end hotel might feature mirrored walls, geometric patterns in the
flooring, and opulent lighting fixtures.

Scandinavian Style - Scandinavian design is characterized by simplicity, functionality, and a
connection to nature. It is minimalistic but focuses on warmth and comfort.

The design characteristics of this style are light wood, neutral colours, clean lines, and a focus
on functional furniture. Example: A Scandinavian-inspired living room in an apartment could
include light wood furniture, white walls, and simple yet comfortable furniture pieces with a
focus on natural light.

Mediterranean Style - Mediterranean style draws inspiration from countries like Greece, Italy,
and Spain, featuring warm colours, textured walls, and a connection to the outdoors.

The design characteristics of this style are terracotta tiles, wrought iron furniture, natural
stone, and vibrant colours like blue, green, and ochre. Example: A Mediterranean-style home
in may feature terracotta flooring, wooden windows with arches, and sea-inspired colours for
a calm, rustic feel.




Coastal Style - The coastal style reflects the laid-back, breezy atmosphere of beachside living.
It incorporates light, airy elements with a focus on natural materials.

The design characteristics of this style are light woods, soft blues and whites, nautical
elements, and the use of natural textures like linen and wicker. Example: A coastal-style home
might have large windows that open up to the sea, whitewashed wooden furniture, and light
fabrics like linen for a relaxed, beach-inspired ambiance.

— 2.1.3 Types of Advanced Raw Materials and Accessories
Used in an Interior Design Project

In interior design, the selection of raw materials and accessories plays a critical role in
determining the final look, feel, and functionality of the space. Advanced raw materials are
modern, high-quality materials that enhance the durability, aesthetics, and sustainability of
the design. Accessories, on the other hand, are used to add personality, elegance, and
practical functionality to the space.

Raw Materials Used in Interior Design

Wood (Timber): Wood is one of the most versatile and timeless materials used in interior
design. It can be used for flooring, furniture, panelling, cabinetry, and decorative elements.

S el i i

Mahogany Pine
Fig.2.1.16: Types of Woods
Type Applications Advantages Example
Teak Furniture, doors, Water-resistant, durable, Used in luxury home
window frames, termite-resistant, high furniture and carved
panelling strength traditional doors
Oak Flooring, cabinetry, Strong, resists warping, Oak wood flooring in
furniture elegant grain patterns premium villas and
cabinetry in modular
kitchens
Mahogany Furniture, decorative = Rich appearance, easy to Mahogany wood for
veneers, doors polish, durable antique-style beds

and carved tables

Pine Wall panelling, Lightweight, cost- Pine used in
furniture, ceiling effective, easy to work Scandinavian-style
treatments with interiors and cottage-

themed décor
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Engineered Flooring, modular Affordable, uniform, MDF or HDF boards
Wood furniture, cabinetry available in various used in budget
finishes apartments for

- modular wardrobes

Bamboo Flooring, blinds, Eco-friendly, fast- Bamboo flooring in
furniture, partitions  growing, strong tensile eco-resorts and
strength dividers in
sustainable office
interiors

Table 2.1.2: Types of Woods Used in Interior Designer Projects

Note: Types Of Wood for Interior Design in India That Sustains Any Design
e https://thearchitectsdiary.com/20-types-of-wood-for-interior-design-in-india-
that-sustains-any-design/

Stone: Natural stone such as marble, granite, and sandstone is used in interior design for its
strength and elegance.

Marble Sandstone

Fig.2.1.17: Types of Stones

Type Applications Advantages Example
Marble Flooring, countertops, wall  Luxurious, smooth finish, White marble in hotel
cladding, bathroom tiles variety of colours lobbies and premium
bathrooms
Granite Kitchen countertops, stairs, = Scratch-resistant, durable, | Black granite used in
floors stain-resistant modular kitchens and
office staircases
Limestone Flooring, wall cladding, Soft tone, natural finish, Used in boutique cafés
garden paving good insulation for earthy-themed
flooring
Sandstone Wall cladding, outdoor Textured, natural colour Widely used in
paving, garden walls variations, affordable Rajasthani homes for
exterior wall treatments
Slate Roof tiles, flooring, Slip-resistant, earthy Slate tiles used in rustic
bathroom walls tones, low maintenance resorts and spa
bathrooms
Quartz Kitchen countertops, vanity = Non-porous, low Quartz countertops in
tops, wall panels maintenance, consistent contemporary
colours apartments for stain-

free kitchens
Table 2.1.3: Types of stones Used in Interior Designing Projects
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Note: Types Of Stones for Interior Design

https://alliancegranimarmo.com/the-most-popular-types-of-natural-stones-for-interior-
design-projects-2/

Glass: Glass is a versatile material used for creating modern and open spaces. It’s used for
windows, partitions, balustrades, and even furniture.

Glass window

Stained glass

Fig.2.1.18: Types of Glasses

Type of Glass Description Common Uses Advantages
Tempered Heat-treated for extra Shower enclosures, Shatter-
Glass/Toughened strength and safety. doors, partitions. resistant, safe,
Glass durable.
Laminated Glass Made by sandwichinga = Windows, skylights, = UV-resistant,
layer of plastic balconies. holds together
between glass sheets. when broken.

Frosted Glass Glass treated with acid ~ Bathroom Provides
or sandblasting for windows, privacy, allows
opacity. partitions, cabinet  light.

doors.

Tinted Glass Glass with colour Facades, windows,  Heat reduction,
additives to reduce skylights. aesthetic
glare and heat. appeal.

Mirror Glass Glass with a reflective Wardrobes, vanity  Creates illusion
metallic coating. units, wall decor. of space,

enhances
lighting.

Textured/Patterned Glass with embossed Cabinet doors, Decorative,

Glass designs for visual and partitions, diffuses light,
tactile appeal. decorative panels.  offers privacy.

Table 2.1.4: Types of Glasses Used in Interior Designing Projects

Note: Types of Glass

https://www.homelane.com/design-ideas/buying-guides/types-of-glass-used-in-
interior/?srsltid=AfmBOopg72MLwaZKtViLgLQKLbAIdExolsu_ioV-3pMrehU1R_OrtUkm
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Metals:

Stainless steel Lights

Copper Handles

Fig.2.1.19: Types of Metal

Type of

Metal

Description

Common Uses

Metals like stainless steel, brass, aluminium, and copper are commonly used in
interior design for structural, decorative, and functional purposes.

Metal Railing

Advantages

Stainless Corrosion-resistant Railings, kitchen Durable, rust-proof,
Steel alloy with a sleek, counters, fixtures. modern finish.
polished look.
Aluminium Lightweight, corrosion- = Window frames, door | Lightweight, weather-
resistant metal. frames, partitions. resistant, recyclable.
Brass Alloy of copper and Handles, light fixtures, Aesthetic,
zinc with a golden décor accents. antimicrobial, durable.
finish.
Copper Reddish metal with a Kitchen sinks, lighting, = Malleable,
natural patina over accents. antimicrobial, warm
time. appearance.
Wrought Iron worked by hand Railings, gates, Strong, traditional
Iron into decorative forms. vintage-style furniture. charm, customizable.

Table 2.1.5: Types of Metals Used in Interior Designing Projects

Note: Types of Metals
e https://www.wayfair.com/sca/ideas-and-advice/guides/types-of-metal-and-finishes-

guide-T413
e https://www.morfurniture.com/inspiration/types-metal-
finishes?srsltid=AfmBOopGNNSOyJHtfTkN25lqg7kklzs7SZhi1XOmvKNLCb6Z2al1cgzq



https://www.wayfair.com/sca/ideas-and-advice/guides/types-of-metal-and-finishes-guide-T413
https://www.wayfair.com/sca/ideas-and-advice/guides/types-of-metal-and-finishes-guide-T413
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Fabrics: Fabrics are essential in adding comfort, texture, and warmth to a space. They are used
for upholstery, curtains, rugs, and other decorative accessories.

Cotton

Velvet

Fig.2.1.20: Types of Fabric
Examples of Commonly Used Fabrics in Interior Design

To enhance visual understanding, consider including clear and labelled images of the following
fabric types and applications:

e Curtains:
o Linen curtains with decorative borders — widely popular in contemporary homes.
o Blackout curtains — used for complete light blocking in bedrooms or media rooms.
o Printed curtains — add patterns and vibrancy to the space.

e Sofa Fabrics:
o Suede finish — soft texture with a luxurious appearance.
o Velvet finish —rich feel, commonly used in formal living areas.
o Satin finish — smooth and shiny, ideal for decorative cushions or occasional chairs.
o Printed fabrics — to introduce patterns and themes.

o Carpets:

o Available in various fabric types such as wool, nylon, or polyester, often selected
based on usage and comfort.

Type of Fabric Description Common Uses Advantages

Cotton Natural fibre known Upholstery, Comfortable,
for softness and curtains, breathable, easy
breathability. cushions. to dye.

Linen Natural fibre with a Drapery, Eco-friendly,
crisp, textured look. upholstery, cooling, elegant

cushions. look.

Velvet Rich, soft fabric with Sofas, accent Luxurious feel,
a luxurious sheen. chairs, curtains. vibrant colours.

Leather Durable and elegant Sofas, chairs, Long-lasting,

(Natural/Synthetic) material made from headboards. classic, easy to

animal hides or PU.
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Type of Fabric

Description

Common Uses

Advantages

clean (faux leather
too).

Polyester

Synthetic fabric used
for durability and
affordability.

Blinds, curtains,
upholstery.

Wrinkle-resistant,
colourfast,
economical.

Table 2.1.6: Types of Fabric Used in Interior Designing Projects

Note: Type of Fabric

e https://decorisk.com/types-of-fabrics-in-interior-decor/

Concrete: Concrete is a strong and durable material used for modern, industrial designs. It can
be polished for a sleek look or left in its raw state for a more industrial feel.

Type of Concrete

Polished Concrete

Description

Smooth, glossy finish
achieved by grinding
concrete surface.

Common Uses

Flooring,
countertops,
accent walls.

Advantages

Low
maintenance,
modern look,
durable.

Exposed Surface where Driveways, patios, Textured, slip-
Aggregate aggregates (stones, statement walls. resistant,
Concrete pebbles) are visible. decorative.
Precast Concrete  Concrete cast in Wall panels, Consistent
reusable molds off-site ~ facades, modular quality, quick
and assembled later. furniture. installation.

wood.

GFRC (Glass Fiber  Lightweight composite = Sculptures, Strong, moldable,
Reinforced reinforced with glass cladding, sinks. weather-
Concrete) fibers. resistant.
Stamped Concrete that is Floors, outdoor Aesthetic
Concrete patterned or textured pathways. flexibility, cost-
to mimic other effective
materials like stone or alternative.

Table 2.1.7: Types of Concrete Used in Interior Designing Projects

decor

Note: Innovative Uses of Cement in Interior Design and Décor

https://www.starcement.co.in/blogs/innovative-uses-of-cement-in-interior-design-and-




Other Materials

The following lists the other advanced material used in interior design projects:

Material Description Common Uses Advantages

Acrylic Sheets Lightweight plastic Signage, tabletops, Shatter-
with a glass-like display units. resistant, easy
appearance. to cut, UV-

resistant.

PVC Panels Polyvinyl chloride Wall cladding, Water-resistant,
sheets used as ceilings, bathrooms. lightweight, low-
decorative wall or maintenance.
ceiling panels.

MDF (Medium Engineered wood Cabinets, wall panels, Smooth surface,

Density made from wood furniture. cost-effective,

Fibreboard) fibers and resin. easy to shape.

HPL (High- Decorative laminate Countertops, Scratch-

Pressure applied to surfaces. cabinets, wardrobes. | resistant, heat-

Laminate) resistant, wide

design range.

Corian (Solid Composite material Kitchen counters, Non-porous,

Surface) made of acrylic and sinks, seamless repairable,

Micro Concrete

natural minerals.

Cement-based
composite with fine
aggregates used for

thin-layer applications.

surfaces.

Wall finishes,
flooring, overlays,
repairs.

seamless finish.

Seamless finish,
high strength,
fast application,
versatile design
options.

HDHMR High-Density High Kitchen shutters, Moisture-
Moisture-Resistant cabinets, bathroom resistant,
engineered board vanities. termite-proof,
made from wood smooth surface,
fibers. durable.

Flexi Ply Flexible plywood that Curved furniture, Highly flexible,
can bend without arches, column lightweight, easy
breaking or cracking. cladding. to mold into

Pre-laminated
Board

Particle board or MDF
with pre-applied
decorative laminate
surface.

Cabinets, wardrobes,
office partitions.

Table 2.1.8: Other advanced material used in interior design projects

curved shapes.

Economical,
ready-to-use
finish, uniform
look, easy to
install.
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— 2.1.4 Accessories Used in Interior Design

Lighting Fixtures

Type of
Fixture and
Mounting
Style

Mounting Style - Image

Description

Common
Applications

Advantages

Chandeliers - Ornate Dining Decorative,
Ceiling- lighting with rooms, focal point,
mounted multiple light = foyers, large ambient
(suspended) bulbs, often living rooms.  lighting.

a

centrepiece.
Pendant Single-bulb Kitchens Focused
Lights - lights (over lighting,
Ceiling- suspended islands), modern
mounted by a cord or bedrooms, aesthetic,
(hanging) chain. dining space-saving.

spaces.

Wall Sconces Wall- Hallways, Space-saving,
- Surface- mounted bathrooms, decorative,
mounted lights used bedroom task lighting.
(wall) for accentor  headboards.

task lighting.
Floor Lamps - Tall, movable | Living rooms, @ Portable,
Freestanding lamps that reading focused

stand onthe | corners, lighting,

floor. bedrooms. flexible

placement.
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Recessed
Lighting -
Flush-
mounted
(ceiling)

Track Lighting
- Surface-
mounted
(ceiling/wall)

LED Strip
Lights -
Surface-
mounted
(versatile)

Ceiling Flush
Mounts -
Flush-
mounted
(ceiling)

Semi-Flush
Mount Lights
- Semi-flush
(ceiling)

Table 2.1.9: Lighting Fixtures

Lights
installed into
a hollow
opening in
the ceiling.

Adjustable
lights
attached to a
continuous
track system.

Flexible LED
strips
adhered to
surfaces,
often hidden
in grooves.

Lights that
are mounted
flush against
the ceiling
surface.

Slightly
extend below
ceiling,
offering a bit
of style
without
hanging low.

Kitchens,
hallways,
modern
commercial
spaces.

Galleries,
kitchens,
studios.

Under
cabinets,
staircases,
cove lighting.

Bathrooms,
corridors,
utility areas.

Bedrooms,
dining rooms,
entryways.

Minimalist
look, broad
coverage,
space-saving.

Flexible
direction, sleek
design, good
for focused
lighting.

Energy-
efficient,
customizable,
modern.

Space-
efficient,
bright general
lighting.

Decorative,
suitable for
low ceilings.
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Wall Art and Decorative Items

Wall art refers to any artistic item or decoration that is applied, hung, or mounted on interior
walls to enhance the aesthetics, theme, and emotional appeal of a space. It plays a vital role
in completing a room’s design, reflecting the owner's personality, and creating visual interest
or a focal point.

Some common and impactful types of wall art used across traditional, modern, and eclectic
interiors are:

Paintings
Type of Description Common Used In
o Example
Painting Style/Examples
Abstract Non- Geometric, Modern
representational, = expressive, free- homes,
focuses on shapes form offices
and colours.
Realism/Nat Represents real- Portraits, still Classic
uralism life scenes in life, landscapes interiors,
lifelike detail. formal
rooms
Folk/Tribal Traditional and Warli, Ethnic
Art cultural art forms  Madhubani, homes,
rooted in Indian Tanjore, hallways,
s heritage. Pattachitra niche

spaces

TANJORE PATTACHITRA
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Portraits Depictions of Royal portraits, = Bedrooms,
individuals, modern gallery
stylized or silhouettes walls,
realistic. lounges

Modern/Mi Clean, simple Line art, Scandinavi

nimalist Art compositions monochromes, an,
with minimal colour blocks contempor
details. ary

settings

Religious/Sp Sacred or Tanjore Puja

iritual Art devotional paintings, rooms,
paintings. Buddha art meditation

spaces
Mixed Combines paint Textured art, Art
Media with materials collages galleries,
like thread, wood, statement
or paper. walls
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Calligraphy/ Uses stylized text, Inspirational Entryways,

Typography letters, or quotes = quotes, Sanskrit = workspace
as the main shlokas s, kitchens
design.

Table: 2.1.10: Types of Paintings
Murals

Murals are large-scale artworks that are either hand-painted or printed directly onto walls,
making them an integral part of the interior space. These artworks are often used to create
dramatic visual impact and to reflect cultural, natural, or thematic elements within a room.

Murals can depict a variety of styles, including nature-inspired scenes such as landscapes or
forests, religious themes showcasing deities or spiritual symbols, and bold, urban street art
styles that bring an edgy, contemporary vibe. They are commonly featured in prominent areas
like hotel lobbies, restaurants, children’s rooms, or as statement accent walls in homes or
offices, adding character and storytelling to the environment.

Fig.2.1.21: Murals

Wall Decals and Stickers

Wall decals and stickers are pre-designed vinyl graphics that can be easily applied to and
removed from walls without causing damage. They offer a flexible and affordable way to
personalize spaces without the permanence of paint or wallpaper. Available in a variety of
styles, such as inspirational quotes, floral motifs, and cartoon characters, these decals cater
to diverse aesthetic preferences. They are especially popular in children’s rooms where easy
installation and removability are important. Wall decals are a quick and creative solution to
enhance visual appeal with minimal effort.
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Fig.2.1.22: Wall Arts

Sculptural Wall Art (3D Art)

Sculptural wall art, also known as 3D wall art, refers to three-dimensional decorative pieces
or panels that are mounted directly on interior walls. Unlike flat paintings or prints, these
artworks physically protrude from the wall, creating a sense of depth and dimension. They are
typically crafted from materials such as wood, resin, metal, or ceramic, offering a variety of
textures and finishes. Commonly used on feature walls or within niches, sculptural wall art
enhances the visual interest of a space, making it more dynamic and expressive. It serves both
an aesthetic and architectural function, blending art with spatial design.

Fig.2.1.23: Sculptural Wall Art (3d Art)
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Textile and Tapestry Art

Textile and tapestry art refers to decorative fabric pieces that are woven, embroidered, or
printed and displayed as wall hangings. These artworks not only serve as visual accents but
also bring a tactile, soft quality to the room. Styles range from tribal patterns and traditional
Indian crafts like Kalamkari, Kantha, or Phulkari, to modern and abstract weaves that suit
contemporary interiors. Often used in bedrooms, living rooms, or lounge areas, textile art
adds warmth, cultural depth, and a handcrafted appeal to the space while also contributing
to acoustic comfort.

Fig.2.1.24: Textile Art
Mirrors as Wall Art

Mirrors as wall art serve a dual purpose in interior design by combining functionality with
aesthetic appeal. These mirrors are often crafted with artistic frames—ranging from ornate
and vintage to abstract or modern sunburst designs—that make them standout decorative
elements. Apart from reflecting beauty, they play a strategic role in enhancing natural light
and creating the illusion of a larger space. This makes them a popular choice in foyers,
hallways, and living areas where brightness and spaciousness are desired. Mirrors as art not
only add elegance but also bring balance and symmetry to a room’s overall design.

Fig.2.1.25: Mirrors as Wall Art




Photographic Prints or Posters

Photographic prints or posters are a popular and budget-friendly form of wall art, consisting
of enlarged photographs or digital images that are framed or mounted directly onto walls.
These prints come in a wide variety of themes, including travel destinations, urban cityscapes,
natural landscapes, and portraits of cultural icons. Their visual clarity and emotional
relatability make them especially suitable for modern homes, youth bedrooms, cafés, and
creative office spaces. Easy to update and rearrange, photographic posters offer a quick way
to reflect personality, interests, or seasonal moods without permanent changes to the décor.

Fig.2.1.26: Photographic Prints
Graffiti / Street-Style Wall Art

Graffiti or street-style wall art is a bold and expressive form of artwork often created using
spray paint, stencils, or markers. Known for its vibrant colours, raw energy, and urban
aesthetic, this type of art emerged from street culture and now finds a place in interior design,
particularly in spaces seeking a youthful, edgy, or industrial vibe. It often features abstract
forms, typography, or socially relevant themes, making it a dynamic and conversation-starting
addition. Commonly used in start-up offices, gaming lounges, creative studios, or art cafés,
graffiti wall art brings an element of rebellion, individuality, and cultural flair to modern
interiors.

Fig.2.1.27: Graffiti/Street-Style Wall Art




Participant Handbook

Decorative Wall Panels

Decorative wall panels are architectural surface treatments designed to enhance the
aesthetics of a wall while also serving as a durable covering. These panels come in a wide range
of textures, patterns, and finishes and are used to create accent walls, add dimension, or
replicate the look of materials like wood, stone, leather, or metal.

Types of Decorative Wall Panels:

Type Description Common Application

Materials Areas

3D Wall Panels Feature PVC, MDF, Feature

raised gypsum walls, TV

textures backdrops,

and hotel

geometric lobbies

patterns for

visual

depth.

Wood Panels Offer Teak, Bedrooms,
warmth and = plywood, living
texture, veneer rooms,
available in offices
planks or
slats.

PVC Panels Lightweight, PVC plastic Bathrooms,
water- kitchens,
resistant, commercial
and easy to areas
install.

PVC Panels




Fabric/Leatherette Soft-touch PU leather, Headboards,

Panels panels fabric over theatres,
often used foam boardrooms
for luxury
and
acoustic
control.

Metallic Panels Glossy or Aluminium, Kitchens,
brushed steel, high-end
metal copper commercial
surfaces interiors
used for a
modern or
industrial
look.

Stone/Brick Veneer Replicate PU Rustic

Panels real stone composites, = spaces,
or exposed ceramic cafes,
brick accent walls
aesthetics
without the
weight.

Gypsum CNC Cut Custom Gypsum Living room,

Panels laser-cut temple
patterns on niches,
gypsum feature
boards for walls
modern 3D
visuals.

Table 2.1.11: Types of Partitions

Wall Clocks and Decorative Plates

Description: Functional items presented with aesthetic value.
Usage: Adds character to kitchens, hallways, and balconies.
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Fig.2.1.28: Wall Clocks and Decorative Plates

Rugs and Carpets

Description: Rugs and carpets add warmth, comfort, and texture to a space. They can
also define areas in open-plan layouts.

Types: Wool, Silk, Jute, Synthetic, Shaggy, Persian Rugs.

Applications: Living rooms, bedrooms, entryways, and offices.

Advantages: Comfort, insulation, and aesthetic value.

Example: A silk rug in a luxury living room or a jute rug in an eco-friendly home in .

Fig.2.1.29: Rugs and Carpets
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Furniture Accessories (Cushions, Throws, etc.)

These are small accessories such as cushions, throws, and bed linens enhance the comfort and
look of a room.

Types: Cushions, Throws, Bed Linen, Decorative Pillows, Table Linens.
Applications: Sofas, beds, chairs, and dining areas.
Advantages: Comfort, texture, and easy to update with changing trends.

Colourful cushions in an apartment with a contemporary theme or woven throws in a home
with a traditional aesthetic.

Cushions Bed linens

Fig.2.1.30: Furniture Accessories
Curtains and Drapes

Curtains and drapes are functional elements that add privacy, regulate light, and contribute
to the overall design of a space.

Types: Sheer Curtains, Heavy Drapes, Roman Blinds, Venetian Blinds.
Applications: Windows, doorways, and partitions.
Advantages: Privacy, light control, and decorative appeal.

Heavy velvet drapes in a palace-style living room or light cotton curtains in a coastal home to
let in natural light.

Fig.2.1.31: Curtains and Drapes
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Flooring Accessories

Flooring accessories refer to add-on elements that enhance the functionality, safety, and
aesthetics of floors. These include mats, rugs, carpets, skirting, underlays, stair treads, floor
cushions, and threshold strips that complete the flooring design and improve user comfort.

Common Flooring Accessories with Sizes:

Accessory

Description

Common
Sizes
(India)

Application
Areas

Door Mats Used to wipe 40x60 cm, = Entryways,
dirt and 45x75 cm,  kitchen
moisture at 60x90 cm | entrances,
entry points. bathrooms

Area Decorative 4x6 ft, 5x7 | Living

Rugs/Carpets fabric floor ft, 6x9 ft, rooms,
coverings that  8x10 ft, dining
also insulate. 9x12 ft areas,

bedrooms

Anti-Skid Mats Mats with 40x60 cm, Bathrooms,
rubber or 45%120 kitchens,
textured base cm, 60x90  staircases
for slip cm
resistance.
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Vinyl Floor Mats

Foam Mats (EVA

or Interlocking)

Stair Treads

Skirting/Wall
Beading

Thin,
decorative
mats with
printed
surfaces for
easy cleaning.

Soft,
interlocking
mats often
used in
children’s play
zones.

Mats for each
stair step, with
adhesive or
hooks.

Decorative

strip between
floor and wall
to hide joints.

2x3 ft, 3x5
ft, 4x6 ft

30x30 cm,
60x60 cm
tiles (can
be
combined)

60x20 cm,
65x%25 cm
(depends
on stair
size)

Height: 2
to4
inches,
Length: 8
to 10 feet
strips

Kitchen,
kids'
rooms,
under
dining
tables

Playrooms,
yoga zones,
gyms

Residential/
Hotel
staircases,
duplex
homes

All rooms —
corners,
baseboards
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Threshold Strips Divider 1.5”7,2” Room
between two width, 3 ft  transitions,
flooring types or 6 ft bathroom
or room length edges,
transitions. balconies

Underlay/Padding Layer under Rolls or Below
carpets/mats sheets — carpets in
for cushioning | thickness: = bedrooms
and 6 mm to or lounges
soundproofing. 12 mm

Table 2.1.11: Flooring Accessories

The different types of flooring are:

Tile Type G Description Applications (_Zommon
Sizes (mm)
Ceramic Made from Kitchens, 300x300,
Tiles natural clay, bathrooms, 600x600,
glazed for living rooms, 300x600
durability. balconies Note: more
Affordable, sizes are also
colourful, and available
versatile.
Porcelain Denser and Living rooms, = 600x600,
Tiles stronger than commercial 800x800,
ceramic; water- spaces, 600x1200,
resistant and outdoor 300x600
ideal for high- patios Note: more
traffic areas. sizes are also
available
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Vitrified
Tiles

Marble

Granite

Mosaic
Tiles

Porcelain tiles
with low porosity,
sleek and glossy
finish.

Natural stone
with unique
veining; elegant
but needs
maintenance.

Durable, granular
natural stone;
stain and scratch-
resistant.

Decorative small
chips arranged on
mesh sheets.

Bedrooms,
living rooms,
office floors

Luxury
interiors,
bathrooms,
living rooms

Kitchen
flooring,
staircases,
hallways,
terrace

Accent walls,
bathrooms,
backsplashes

600x600,
800x800,
600x1200
Note: more
sizes are also
available

600 X 1200
and bigger
sizes are
available,
custom slab
sizes (e.g.,
900x900)

available in
customised
sizes

Typically,
300x300

sheets and
available in
customised
sizes
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Cement Handmade with Living rooms,  300x300,
Tiles artistic patterns; entryways, 600X600
eco-friendly and feature floors
vibrant.
Terracotta Unglazed red clay = Verandas, 300x300,
Tiles tiles with a rustic = courtyards, 600X600
look. rustic
interiors
Wooden Porcelain/vitrified Bedrooms, 145x600,
Finish tiles mimicking hallways, 195x1200
Tiles wood grain. resorts
Quartz Engineered from Commercial 600x600,
Tiles quartz and resin; = spaces, hotel 600x1200
glossy and non- lobbies
porous.

Table 2.1.12: Types of Flooring Material




Category

Door
Hardware

Window
Hardware

Furniture
Hardware

Kitchen
Hardware

Hardware / Fitting

Handles, Locks,
Hinges

Door Closers,
Latches

Magnetic Door
Stops, Bolts

Handles, Latches,
Stay Arms

Window Locks,
Hinges

Cabinet Handles,

Drawer Pulls

Hinges, Locks,
Magnetic Latches

Faucets, Sink
Fittings

Usage in Interior
Design

Functional
operation, safety,
and security of
entry and interior
doors.

Controls the closing
speed, ensures soft
closing, and
reduces door
damage.

Prevents wall
damage and
securely holds
doors open or shut.
Ease of
opening/closing
windows;
important for
ventilation and
light.

Secures windows
against intrusion
and weather.

For easy access and
decorative touch to
storage units.

Facilitates
movement of
drawers, cabinets,
and modular units.
Ensures efficient
water flow and
hygiene in kitchen
areas.

Categories of Advanced Architectural Hardware and Fittings

Common
Materials
Brass, SS,
Aluminium,
Zinc

SS, Aluminium

Brass, SS

Aluminium, SS,
Brass

Zinc Alloy,
Aluminium, SS

Wood, Brass,

SS, Aluminium

Brass, SS,
Nickel

Brass, SS,
Copper

In addition to the materials listed, various flooring options are also available to suit different
design needs and functional requirements. These include PVC flooring, which is water-
resistant, low-maintenance, and ideal for bathrooms, kitchens, and commercial spaces;
hardwood flooring, known for its durability and timeless aesthetic, often used in living rooms
and bedrooms; and vinyl flooring, a cost-effective and versatile option available in a wide
range of colors and textures. These flooring materials can be selected based on factors such
as durability, moisture resistance, ease of maintenance, and visual appeal.

Architectural hardware comprises various fittings and fixtures that enhance the functionality,
aesthetics, durability, and safety of interior and exterior spaces. These components serve both
structural and decorative purposes in design projects. Below is an enhanced table outlining
advanced categories, typical fittings, usage, materials, and unique features such as
weatherproofing, warranties, and soundproofing (if applicable).

Key Features &
Benefits
Weather-resistant,
stylish, corrosion-
proof, warranties up
to 10 years.

Enhances user
safety, fire-rated
options available.

Low maintenance,
shock-absorbent,
modern designs.

Smooth motion, rust-
proof, long-life
guarantee.

Enhanced security,
available in child-safe
variants.

Ergonomic designs,
anti-corrosive, wide
finishes (chrome,
matte, brushed).
Soft-close, silent
operation, concealed
hinges for premium
finish.

Rust-proof, hot/cold
mixer, up to 15 years
warranty.




Pull-out Shelves, Enhances kitchen SS, Wood, Space-saving,
Pantry Systems storage and Aluminium customizable,
accessibility. smooth gliding
mechanisms.
Bathroom Showerheads, Plumbing and Chrome, SS, Anti-corrosive,
Fittings Towel Bars, Floor accessories for Brass water-saving, sleek
Mesh daily hygiene aesthetic.
needs.
Mirrors, Vanity Improves storage Aluminium, Fog-resistant
Cabinets, Soap and reflection in Glass, SS mirrors, LED backlit,
Dispensers compact spaces. warranty options
available.
Lighting Ceiling Lights, Provides ambient, Metal, Glass, Energy-efficient
Fixtures Pendants, task, or accent Crystal, Acrylic | (LED), dimmable, UL
Spotlights lighting. certified, modern
aesthetics.
Wall Sconces, Adds ambient SS, Aluminium, = Low-heat emission,
Cove Lighting mood and space- Glass compact, enhances
saving lighting on mood lighting.
walls.
Flooring Skirting, Finishes flooring MDF, Wood, Waterproof options,
Hardware Baseboards, edges for a neat PVC, termite-resistant,
Edging Profiles look and protects Aluminium concealed cable
from damage. passage.
Floor Trims, Transition between = Aluminium, Seamless transitions,
Thresholds different floors or Brass, SS anti-slip, acoustic
rooms. buffering.
Wall & Curtain Rods, Functional and SS, Brass, Easy installation,
Ceiling Tracks, Brackets aesthetic finish for =~ Aluminium extendable,
Fittings drapes and corrosion-proof.
curtains.
Ceiling Fans, Vent Maintains air SS, Aluminium | Energy-efficient,
Grills circulation, silent operation,
ventilation, and smart control
thermal comfort. compatible.
Structural Railings, Balusters, | Provides safety and | Glass, SS, Tempered glass
Fittings Cable Systems support in Wrought Iron, | options, child-safe
staircases and Wood designs, warranties
balconies. for external fittings.
Handrails, Wall Offers grip and SS, Wood, Ergonomic, anti-slip,
Grips, Stair Fittings = safety for Rubberized weatherproof
movement in Coatings variants for outdoor
homes and public use.
spaces.
Table 2.1.12: Categories of Advanced Architectural Hardware and Fittings
Selecting the right architectural hardware is crucial for both functionality and aesthetic appeal
in an interior design project. Architectural hardware refers to the components used for the
construction and finishing of doors, windows, cabinets, flooring, and other structural
elements. The type of application determines the choice of hardware, based on factors like
design style, durability, function, material compatibility, and environmental conditions.
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Let us understand how to select architectural hardware according to the type of application.
Door Hardware

e Application Type: Residential, Commercial, Hospitality
e Factors to Consider:

o Material: Choose stainless steel or brass for modern or high-end residences, and
aluminium or mild steel for commercial spaces.

o Security: For commercial or public spaces like offices and hotels, high-security
locks and electronic access control systems are necessary.

o Aesthetic: For residential designs, decorative handles made of wood or brass may
be preferred, while sleek, minimalist handles are commonly used in modern office
interiors.

o Durability: For areas like bathrooms or kitchens, choose hardware with corrosion
resistance, such as stainless steel or chrome.

e Example:

o Residential Project: In a luxury home in, use brass or polished chrome door
handles for a sophisticated look.

Fl s

Fig.2.1.32: Brass Door Handle

o Commercial Project: In a corporate office, choose stainless steel handles and
digital locks for both security and a contemporary design.

Fig.2.1.33: Stainless Steel Digital Locks




o Hospitality Project: In a premium hotel suite, use antique bronze or matte black
door hardware with intricate detailing to enhance the heritage-inspired interior
design while ensuring durability and a luxurious guest experience.

Fig.2.1.34: Bronze Matt Door Handle
Furniture Hardware
e Application Type: Residential, Commercial, Hospitality
e Factors to Consider:

o Style: Wooden furniture handles, glass pulls, and antique-style knobs suit
traditional designs, while sleek metal handles work well for modern or minimalist
interiors.

o Durability: For heavy-duty furniture in offices or hotels, use stainless steel or brass
for handles and locks to withstand frequent use.

o Ease of Use: Ergonomically designed pulls are ideal for kitchen cabinets, while
recessed handles work well in modern living room furniture.

e Example:

o Residential Project: In a luxury villa, use polished brass or silver-finish handles for
wooden wardrobes to add elegance.

Fig.2.1.35: Silver-Finish Handles




o Commercial Project: For a retail store, use stainless steel drawer pulls for
functionality and modern appeal.

Fig.2.1.36: Stainless Stell Drawer Pulls

Kitchen and Bathroom Hardware

e Application Type: Residential, Commercial (Restaurants, Hotels)
e Factors to Consider:

o Water Resistance: Opt for stainless steel or brass for faucets, taps, and shower
fittings in kitchens and bathrooms due to their resistance to moisture and
corrosion.

o Functionality: In commercial kitchens or hotels, high-performance faucets, sink
accessories, and water-saving fixtures are essential for long-term durability and
sustainability.

o Design: For residential kitchens, sleek, modern faucets and minimalist drawer
pulls are often chosen for a contemporary look.

e Example:

o Residential Project: In an apartment, use brushed stainless-steel faucets for a
modern kitchen with minimalist aesthetics.

Fig.2.1.37: Stainless-Steel Faucets
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o Commercial Project: In a five-star hotel, choose brass or chrome-plated shower
fittings for the bathrooms to add luxury while ensuring long-term durability.

Fig.2.1.38: Brass Plated Shower
Lighting Fixtures

e Application Type: Residential, Commercial, Hospitality
e Factors to Consider:

o Brightness & Ambiance: Choose LED lighting for energy efficiency in residential
spaces, and suspended pendant lights for dramatic effect in commercial spaces
like restaurants.

o Material: Glass, crystal, and metal are commonly used for chandeliers and
pendant lights in luxury and hospitality designs.

o Energy Efficiency: For offices or eco-friendly homes, energy-efficient LED lights or
motion-sensor lights are ideal.

e Example:

o Residential Project: In an apartment, opt for recessed lighting and pendant lights
with brushed steel finishes for a modern look.

Fig.2.1.39: Recessed Lights




Assistant Project Manager (Interior Design)

o Commercial Project: In a hotel, use luxury crystal chandeliers to enhance the
ambiance of the lobby.

WA N
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Fig.2.1.39: Crystal Chandelier

Flooring and Wall Fittings

e Application Type: Residential, Commercial, Hospitality

e Factors to Consider:

o Durability: Choose ceramic or porcelain tiles for high-traffic areas such as kitchens
and bathrooms, while wooden flooring works best in living rooms and bedrooms.

o Style: Polished marble or granite is ideal for luxury hotels, while vinyl or
engineered wood is more practical for residential spaces and commercial offices.

o Aesthetic: Wall-mounted shelving and floating desks are ideal for modern office
interiors.
e Example:

o Residential Project: In a home, marble flooring with brass inlay in the hallway give
a luxury feel to the space.

Fig.2.1.40: Marble Flooring
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o Commercial Project: For a restaurant, use porcelain tiles for the flooring due to
their easy maintenance and resistance to high foot traffic.

Fig.2.1.41: Porcelain Tiles
Structural Fittings (Railings, Balusters, etc.)

e Application Type: Residential, Commercial, Hospitality

e Factors to Consider:

o Material: Glass railings and metal balusters are ideal for a modern or industrial
look, while wooden railings are suited for traditional or rustic designs.

o Safety: Ensure the use of strong materials like stainless steel or tempered glass
for handrails and balusters in staircases and balconies to meet safety standards.

o Aesthetic: Wrought iron is often used for traditional themes, while tempered glass
provides an elegant touch for modern spaces.

e Example:

o Residential Project: In a luxury villa, wooden balusters with intricate carvings are
used for staircases.

Fig.2.1.42: Wooden Balusters
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o Commercial Project: For a hotel, glass railings and stainless-steel handrails are
used for modern aesthetics and safety.

Fig.2.1.43: Glass Railings and Stainless-Steel Handles
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UNIT 2.2: Furniture Trends and Interior Projects

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. List the different types of furniture and their area of applications.
2. Outline the latest trends and advancements related to the interior designing process.
3. Define the role of effective communication skills required for Interior Designer

— 2.2.1 Different Types of Furniture and their Area of
Applications

Furniture is an essential element in interior design, offering both functionality and aesthetic
value. The right furniture can enhance the usability and comfort of a space while reflecting
the overall design style. Furniture comes in various types; each designed for specific purposes
and applications.

The different types of furniture and their area of applications are discussed in the following
section.

Seating Furniture

e Sofas and Couches

P
L JOR

Fig.: 2.2.1: Sofas and Couches

Sofas and couches are large, upholstered seating furniture pieces used in living rooms,
lounges, and waiting areas.

Applications:

o Living Rooms: Sofas and sectionals provide seating for families and guests. In
urban homes, sectional sofas are often used for flexibility in arranging seating in
smaller spaces.

o Commercial Spaces: In hotels, lobbies and lounges, sofas provide a comfortable
seating option for guests.

Example: In an apartment, a modern sectional sofa in a neutral tone creates a relaxed
and inviting atmosphere in the living room.




e Armchairs and Lounge Chairs

Fig.: 2.2.2: Armchairs and Lounge Chairs

Smaller than sofas, armchairs and lounge chairs offer personal, comfortable seating.
They often feature padded arms and are used for relaxation.

Applications:
o Living Rooms: Used alongside sofas to create cozy reading or lounging spaces.

o Offices: Lounge chairs are often placed in reception areas or break rooms to
create comfortable, informal settings.

Example: In an office, a set of lounge chairs can be placed in the waiting area to create
a professional yet welcoming environment.

e Recliners

Fig.: 2.2.3: Recliners

Recliners are chairs designed to recline, allowing users to adjust the seating position
for relaxation.

Applications:

o Living Rooms: Popular for creating a relaxing corner in homes, especially for
watching TV or reading.

o Commercial Spaces: Reclining chairs are often used in VIP lounges or cinema halls
for ultimate comfort.

Example: In a home, a leather recliner might be placed in the living room for a
comfortable seating experience.
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Storage Furniture

e Cabinets and Cupboards

Fig.: 2.2.3: Cabinets and Cupboards (a)

Cabinets are storage units with enclosed compartments and doors, often used for
storing clothes, books, and household items. Cupboards are smaller units and often
movable piece of furniture.

Fig.: 2.2.3: Cabinets and Cupboards (b)
Applications:

o Bedrooms: Wardrobes and cabinets store clothes, accessories, and personal
belongings.

o Living Rooms: Display cabinets are used to showcase collectibles, books, or media
equipment.

Example: A wooden wardrobe in a Kerala home provides both storage and an elegant
traditional touch to the room.
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e Shelving Units

Fig.: 2.2.4: Shelving units

Shelving units are open storage spaces with horizontal surfaces for displaying or storing
items.

Applications:
o Living Rooms: Used to display books, photo frames, or decorative items.
o Offices: Shelves are commonly used to store books, files, and supplies.

Example: A floating bookshelf in an apartment adds a modern touch while keeping the
space organized and clutter-free.

e Sideboards and Buffets

Fig.: 2.2.5: Sideboards and Buffets




Sideboards and buffets are low, long furniture pieces typically used in dining rooms or
living rooms for storage and serving.

Applications:
o Dining Rooms: Used to store dinnerware, serving pieces, and table linens.

o Living Rooms: Provides extra storage space for decorative items or media
equipment.

Example: A modern sideboard in a dining room can hold fine China and cutlery,
complementing the design of the space.

Bedroom Furniture

e Beds

Fig.: 2.2.5: Upholstery bed

Beds are the central piece of furniture in the bedroom, varying in size from single beds
to king-size. These are used as the primary sleeping area in bedrooms, with options like
storage beds, platform beds, and canopy beds for different design styles.

Example: In a luxury bedroom, a king-size bed with a wooden frame and elegant
bedding adds a sophisticated touch to the space.

e Nightstands

Fig.: 2.2.6: Nightstands
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Nightstands or bedside tables are small, convenient tables placed beside the bed for
storing essentials like lamps, clocks, or books.

Applications:
o Bedrooms: Positioned next to the bed for practical storage of nighttime essentials.

o Guest Rooms: Nightstands are often included in guest rooms for convenience and
added comfort.

Example: In a hotel room, a classic wooden nightstand with drawers provides guests
with a functional and elegant solution.

e Dressers and Vanities

Fig.: 2.2.7: Dressers and Vanities

Dressers are tall, multi-drawer pieces of furniture used for storing clothes, while
vanities typically feature a mirror and drawers for beauty or grooming items.

Applications:
o Bedrooms: Used for clothing storage and adding decorative flair to the room.

o Master Bedrooms: Large dressers with full-length mirrors add both functionality
and style.

Example: In an Indian colonial-style bedroom, a wooden dresser with a mirror is used
for both functional storage and as a decorative piece.




Dining Room Furniture

e Dining Tables and Chairs

Fig.: 2.2.8: Dinning Table and Chairs

Dining tables serve as the central piece of furniture in the dining room, with
accompanying chairs for seating.

Applications:

o Residential Dining Rooms: Dining tables come in various sizes, often designed with
wood, glass, or marble tops.

o Restaurants: Commercial dining tables and chairs are designed for durability and
ease of maintenance.

Example: In a luxury home in, a marble dining table with elegant chairs becomes the
focal point of the dining room.

e Bar Carts

Fig.: 2.2.9: Bar Carts

Bar carts are mobile furniture pieces used for storing and serving drinks, while buffets
are longer, storage-based units often placed in the dining area.




Applications:

o Dining Rooms: Bar carts are placed in dining or living rooms for entertainment,
while buffets are used to serve food or store dishware.

o Hotels: In hotel rooms, a small bar cart can provide guests with drinks and snacks.

Example: A vintage bar cart in an apartment adds a sophisticated touch to the living
room or dining area.

Office Furniture

e Desks

Fig.: 2.2.10: Desks

Desks are essential in offices for work or study purposes, offering surfaces for writing,
computing, or organizing.

Applications:
o Home Offices: Compact desks are often used in home offices for space efficiency.

o Corporate Offices: Larger desks are used for executive offices, often with
compartments for file storage.

Example: In an office, a modern ergonomic desk with a sleek design supports both work
efficiency and comfort.

o Office Chairs

Fig.: 2.2.11: Office Chairs




Office chairs are designed for comfort and support during long hours of work, often
with adjustable features.

Applications:

o Commercial Offices: Ergonomic chairs are used to improve productivity and
posture in corporate settings.

o Home Offices: Comfortable chairs are used to ensure good posture in home office
environments.

Example: An ergonomic office chair in a Gurgaon tech startup enhances comfort and
productivity, supporting employees during work hours.

e Filing Cabinets

Fig.: 2.2.12: Filing Cabinets

Filing cabinets are used to store files, documents, and office supplies, available in
various styles and sizes.

Applications:
o Home Offices: Filing cabinets help keep personal workspaces organized.
o Corporate Offices: Used for document storage in administrative offices.

Example: A stainless-steel filing cabinet in an office in is both functional and visually
appealing.

Outdoor Furniture

e Patio Furniture

Fig.: 2.2.13: Patio Furniture




Patio furniture includes outdoor seating and dining pieces that are weather-resistant,
perfect for gardens, terraces, or balconies.

Applications:

o Residential: For balconies or outdoor gardens to create a comfortable seating
area.

o Commercial: Used in restaurants or resorts to offer guests an outdoor seating
experience.

Example: Wicker patio chairs and a wooden table in a beach resort provide comfort
and style for outdoor dining.

e Garden Furniture

Fig.: 2.2.14: Garden Furniture

Garden furniture is typically made from materials like wrought iron, wood, or plastic,
designed to withstand outdoor conditions.

Applications:
o Gardens and Patios: Comfortable seating arrangements for outdoor spaces.
o Public Spaces: Used in parks and gardens to offer seating to the public.

Example: In a garden, cast iron benches provide both style and functionality for
outdoor relaxation.

2.2.2 Role of Effective Communication Skills Required for
Interior Designer

Effective communication is an essential skill for interior designers, as it directly impacts the
success of their projects. The role of a designer involves working closely with clients,
contractors, suppliers, and various team members to bring the vision to life while meeting
functional, aesthetic, and budgetary requirements. Below is a detailed discussion on the
importance of communication skills in interior design, highlighting various communication
aspects and their relevance to different aspects of the job.
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Client Interaction and Understanding Needs

Effective Communication in Client Consultation — The first step in any interior design project
is understanding the client’s vision, preferences, and expectations. An APM must listen
actively, ask the right questions, and express their understanding clearly. Effective
communication at this stage helps to:
e Clarify client requirements — Understanding the style, function, and budget is crucial
for any successful design.

e Manage client expectations — Ensuring that the client’s vision aligns with practical and
design limitations, including budget constraints, space limitations, and timeline.

e Build rapport and trust — Open and transparent communication fosters a positive
working relationship, making it easier to collaborate throughout the project.

Example — In an interior design project for a luxury apartment in, the APM’s communication
skills are essential in understanding the client’s desire for a modern yet luxurious space. Clear
discussions about materials, budget, and timeline would ensure The APM’s vision aligns with
the client's needs.

Presenting Ideas and Design Concepts

Interior designers must present their ideas to clients using various forms of communication,
from mood boards to 3D renderings, and verbal explanations. Effective presentation skills
include:
e Clear articulation of design ideas: Communicating how the design meets the client’s
requirements and explaining design choices (materials, colours, layout).

e Visual aids: Using tools like sketches, drawings, 3D models, and physical samples to
help clients visualize the space.

e Effective storytelling: Being able to tell a compelling story about how the design will
transform the space and meet their personal or functional needs.

Example — In a residential project, the APM might use a 3D rendering to show the client how
their apartment will look after the redesign. The APM must explain the material choices,
layout changes, and the rationale behind every design decision.

Coordinating with Contractors and Suppliers

An APM often acts as the middleman between the client and the contractors. Effective
communication with contractors and suppliers ensures:
e (Clarity in instructions: Designers must communicate their design intent clearly to
contractors to avoid misunderstandings and errors during construction or installation.

e Setting expectations and timelines: It is important to discuss time frames, budgets,
and quality expectations upfront to ensure the project proceeds smoothly.

e Conflict resolution: Communication skills are critical when issues arise between the
client, contractor, or suppliers, helping to resolve conflicts promptly and
professionally.

Example — For a hospitality project, where the design includes custom-built furniture, The
APM must clearly communicate detailed measurements, material specifications, and
timelines to ensure the contractor delivers as per the agreed design.
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Collaborating with Team Members

In many cases, interior designers work alongside other professionals, such as architects,
lighting designers, and landscape designers. Effective collaboration involves:

Feedback
Exchange

Coordinating
Ideas
Ensuring alignment

of visions among
team members

Refining designs
through mutual
feedback

Effective
Collaboration
Involves

Problem-
solving

Addressing
challenges during
construction
Fig.: 2.2.15: Collaborating with Team Members
e Coordinating ideas: Designers need to ensure that their vision aligns with that of
other team members, such as architects ensuring that structural constraints align

with the interior design.

e Problem-solving: Interior designers must work with engineers and contractors to
solve any challenges that arise during construction, whether it’s related to material
delivery or technical difficulties.

e Feedback exchange: Designers must both give and receive feedback from various
team members to refine designs, improve execution, and ensure quality.

Example — In a commercial office project, The APM must communicate with the lighting
consultant to ensure that lighting complements the overall interior design. Clear discussions
ensure that the lighting enhances the design aesthetics and provides adequate functionality.

Negotiation Skills with Clients and Suppliers

As part of their role, interior designers are often required to negotiate on behalf of their clients
to ensure they get the best value for their budget. This may involve:
o Negotiating with suppliers for the best prices on furniture, fixtures, and materials
while maintaining quality.

e Managing costs and discussing possible compromises with clients to stay within the
budget.

e Managing timelines: Negotiating realistic timelines with contractors to meet the
client’s expectations without compromising the quality of the project.




e — Participant Handbook L

Example — For a restaurant design project, The APM may need to negotiate with the furniture
supplier for better prices on high-end seating or a timely delivery of materials to meet the
project’s schedule along with the purchase manager.

Managing Expectations and Handling Criticism

Designers often need to manage clients' expectations throughout the project and adjust the
design if necessary. Effective communication in this aspect involves:
e Accepting and interpreting feedback: Listening to the client's feedback or concerns
and responding thoughtfully while offering solutions.

e Educating clients: Explaining design decisions and helping clients understand why
certain compromises need to be made (e.g., due to budget or space constraints).

e Reassuring clients: Addressing concerns or doubts by providing clear explanations
about timelines, materials, or design elements.

Example — In a residential redesign project in, the client may request several changes after
seeing the initial design concept. The APM must respond politely, explaining why certain
changes are or are not feasible and suggesting suitable alternatives.

Written Communication for Documentation and Proposals

Interior designers also need strong written communication skills for tasks such as:
e Design proposals: Writing clear and detailed design proposals that outline the scope
of work, timeline, materials, and costs.

e Contract agreements: Preparing contracts that clearly define deliverables, timelines,
and expectations to ensure all parties are on the same page.

e Project updates: Providing written progress reports to clients or stakeholders
detailing the current status, any changes, and upcoming milestones.

Example — In a residential renovation project in, The APM sends weekly progress reports to
the client outlining completed work, upcoming tasks, and any adjustments to the budget or
timeline.

Marketing and Client Acquisition

For independent designers or design firms, effective communication also plays a role in
marketing and client acquisition. This includes:
e Promotional materials: Designing brochures, websites, and portfolios that
communicate The APM’s unique style and capabilities.

e Networking: Effective verbal communication in meetings, conferences, or industry
events can help build connections and secure new clients.

e Pitching ideas: When meeting potential clients, being able to pitch ideas in a clear,
confident, and engaging way can make a big difference in attracting business.

Example — A designer may create an online portfolio that communicates their design
philosophy and past work effectively, attracting potential clients who appreciate their style.
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— Summary ]

e Interior drafting is the technical process of creating precise floor plans, elevations, and
detailed layouts, while interior designing is a creative process that focuses on aesthetics,
functionality, and client preferences.

e Steps in Interior Drafting Involves client consultation, space planning, site measurements,
floor plan creation, elevations, electrical planning, and material specifications.

e |n the interior Design Process, the APM first consults with the client to understand their
vision and then creates a conceptual design, followed by detailed planning, material
selection, budgeting, and coordination with contractors.

e Interior design projects are categorized into residential, commercial, hospitality,
healthcare, and educational projects, each with specific design considerations.

e Themes such as modern, traditional, transitional, industrial, rustic, and bohemian are used
to define the aesthetic direction of a project, influencing material choices and furniture
styles.

e Styles like minimalist, art deco, Scandinavian, Mediterranean, and coastal are employed
to bring specific aesthetics to a space, with different characteristics and materials used in
each style.

e High-quality materials such as wood, stone, glass, metal, fabrics, and concrete are
selected for their durability, aesthetics, and suitability for specific project needs.

e Lighting fixtures, wall art, rugs, cushions, and curtains are used to enhance the visual
appeal and functionality of a space.

e Architectural hardware such as door handles, window locks, cabinet pulls, and lighting
fixtures plays a vital role in the functionality, security, and aesthetics of a space.

e Effective communication is key for designers to interact with clients, contractors, and
suppliers, ensuring the design meets the client’s expectations and project requirements.

e Interior designers must understand the client’s needs through active listening, present
design ideas clearly using visual aids, and manage client expectations to maintain a
positive relationship throughout the project.

e Interior Project Management involves overseeing the project from start to finish,
including budgeting, scheduling, procurement, and contractor coordination to ensure the
timely and successful completion of the project.




— EXercise

A. Multiple Choice Questions (MCQs)

1. You are designing a luxury apartment’s living room for a client who prefers traditional
Indian aesthetics. Which of the following would be the most appropriate material and
accessory combination?

a. Marble flooring with velvet drapes and Tanjore wall art
b. Vitrified tiles, leather recliner, and graffiti wall art

c. Concrete floor, mirror art, and minimalist furniture

d. Laminate flooring, abstract painting, and folding chairs

2. Aclient wants to renovate their boutique hotel lobby using a Mediterranean style. What
materials and finishes would best suit the theme?

a. Frosted glass walls, stainless steel door handles, and LED strips

b. Terracotta flooring, wrought iron railings, and sea-inspired colours
c. Tinted glass partitions, acrylic panels, and black leather seating

d. Bamboo flooring, minimal wall art, and white laminate cabinetry

3. You are working on a modular kitchen for a high-end apartment. The client emphasizes
durability and a modern look. What combination should you choose?

a. Marble counters, MDF cabinetry, and bronze fittings

b. Teak counters, wrought iron handles, and cotton blinds

¢. Quartz counters, veneer cabinets, and copper mesh trolleys

d. Granite counters, HPL shutters, and stainless-steel pull-out systems

4. During a project review, a client is confused about the difference between interior
drafting and designing. What explanation should you give?

a. Drafting is artistic, designing is technical

b. Drafting focuses on construction drawings, designing involves creative planning and
aesthetics

c. Drafting and designing are used interchangeably
d. Designing is not required if drafting is accurate

5. While designing a commercial office, your client wants an open and collaborative
workspace. Which style and furniture would best meet their needs?

a. Art Deco style with crystal chandeliers and marble flooring
b. Minimalist style with open workstations, ergonomic desks, and glass partitions
c. Maediterranean style with terracotta flooring and ornate wood furniture

d. Coastal style with pastel walls and lounge chairs
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— Hands-On Exercise

Prepare a Business Development Plan Based on Specified Marketing and Development
Strategies

Practical Activity 1:
Discuss the latest trends and advancements related to the interior designing process.
Practical Activity 2: Categorize Interior Projects by Theme and Space

Objective: To analyse and categorize interior design projects based on themes (e.g.,
Mediterranean, Scandinavian) and space type (residential, commercial, etc.)

Task: Learners will be given 4 design case studies (brief descriptions with images). They must
classify each case into:

e Project Type (Residential / Commercial / Hospitality / Healthcare / Educational)
e Theme (e.g., Art Deco, Minimalist)
e Style (e.g., Coastal, Rustic)

Expected Outcome:
Understanding of design classification and theme identification.

Practical Activity 3: Prepare Material and Finish Specification Sheet
Objective: To develop technical accuracy in selecting appropriate materials and finishes.

Task: Learners will choose a specific space (e.g., bedroom or office lobby). They must
prepare a Material and Finish Specification Sheet indicating:

Flooring material
Wall finishes
Furniture material
Lighting fixture type
Accessories

Expected Outcome:
Learners demonstrate practical knowledge of material application based on function and
aesthetics.
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— Notes

Scan the QR codes or click on the link to watch the related videos
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https://www.youtube.com/watch?v=0u0OzTQZMD9s

Elements of Interior Design

Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=4rFxk8 W9yUg

Interior Design Trends
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1. Explain various factors contributing to the development of business and marketing plan.

2. Develop a business development plan based on specified marketing and development
strategies.

3. Explain the importance of a product/service catalogue in the business development
process.

Identify the process of preparing and maintaining a product/service catalogue
Explain the process of identification event goals and objectives.

Describe various marketing and promotional tactics.

Plan and execute promotional events and activities using appropriate tactics.

© N v e

Explain various documentation formats and techniques for maintaining customer
database.

9. Explain and employ the use of suitable template and format for customer relationship
management.

10. Explain the steps involved in sales follow up for potential client prospects.

11. Identify the client follow-up process using the appropriate strategy.
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UNIT 3.1: Business Development and Marketing Planning

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain various factors contributing to the development of business and marketing plan.

2. Develop a business development plan based on specified marketing and development
strategies.

3. Explain the importance of a product/service catalogue in the business development
process.

4. |dentify the process of preparing and maintaining a product/service catalogue

— 3.1.1 Business Plan

A business plan is a formal document that outlines a company’s goals, strategies, and the
steps it will take to achieve those goals. It serves as a roadmap for the business, providing
direction and helping both internal stakeholders (like employees) and external parties (such
as investors or partners) understand how the business intends to succeed. A well-structured
business plan is essential for guiding the company, securing funding, and establishing a clear

path for growth.
Key Benefits of a Business Plan

72§] Provides Clarity 17_| Guides Growth

L Jd
Helps define vision, goals, Serves as a roadmap for
and strategies monitoring progress

[=] Attracts Investors @ Risk Mitigation

[ —
Demonstrates business Identifies risks and plans
feasibility and profitability contingencies

Fig. 3.1.1: Key Benefits of a Business Plan
Factors Contributing to the Development of a Business Plan

Developing a comprehensive business plan is essential for any business to operate efficiently
and achieve long-term success. A well-developed business plan not only attracts investors but
also guides the daily operations and growth strategy of the business.

The development of a business plan is a strategic process that involves multiple factors and
considerations. These factors help ensure that the plan is comprehensive, realistic, and
actionable.
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Following are the key factors contributing to the development of a successful business plan:

SWOT

Analysi
Business aysis Organizational Risk

Model Evaluating Structure Management
strengths,

Defining how eaknesses, Outlining team Identifying and
the business ities, roles and mitigating
will operate. threats. hierarchy. potential risks.

Business Financial Product Marketing Legal
Goals Planning Offering Strategy Compliance

Establishing Creating Detailing the Planning how Ensuring
clear objectives budgets and products or to reach and adherence to
for success. forecasts for services engage laws and

finances. provided. customers. regulations.

Fig. 3.1.2: Key Factors Contributing to the Development of a Successful Business Plan

1. Market Research and Analysis

e Purpose: Market research provides insights into the target market, customer needs,
industry trends, and competitive landscape.

e Contribution: It helps in identifying market opportunities, understanding customer
behavior, and assessing competitors. This data is essential to define the business’s value
proposition and determine pricing strategies and potential for growth.

Example: For a new interior design firm, understanding the demand for specific design styles
(e.g., sustainable design or minimalist décor) within a particular geographic area or
demographic group is crucial.

2. Clear Definition of Business Goals

e Purpose: A business plan must clearly define short-term and long-term goals for the
business.

e Contribution: Setting measurable, specific objectives helps track progress and ensures
that everyone involved in the business is aligned with the vision. These goals may include
revenue targets, market expansion, or new product offerings.

Example: A furniture business may set a goal to increase its online sales by 30% within the
next year or to expand its product line to include sustainable materials.

3. Business Model and Strategy

e Purpose: The business model outlines how the company will generate revenue and
sustain profitability. The strategy defines how the business will achieve its goals.

e Contribution: It helps in identifying the business’s core operations, the target customer
segment, and how it plans to provide value to that market.

Example: An interior design firm may adopt a consultative business model, offering services
like design consultation, project management, and furniture sourcing for both residential and
commercial spaces.




4. Financial Planning and Budgeting

e Purpose: Financial planning involves estimating the startup costs, projected revenue,
operating costs, and profitability.

e Contribution: A solid financial plan provides a clear understanding of funding needs, cash
flow, break-even points, and financial sustainability. It is also crucial for securing
investment or loans.

Example: A small interior design studio will need to factor in costs for office space, salaries,
software tools, marketing, and material purchases when projecting their budget and potential
earnings.

5. SWOT Analysis (Strengths, Weaknesses, Opportunities, Threats)

e Purpose: ASWOT analysis helps evaluate internal and external factors that can impact the
business.

e Contribution: By identifying strengths (e.g., expertise in sustainable design), weaknesses
(e.g., limited brand recognition), opportunities (e.g., growing demand for eco-friendly
designs), and threats (e.g., intense competition), businesses can create strategies to
leverage strengths and minimize risks.

Example: An interior design firm might recognize that its strength lies in its unique design
approach but needs to address the weakness of limited marketing budget.

6. Product or Service Offering

e Purpose: Clearly defining the products or services the business will offer is crucial for
setting expectations and planning the delivery.

e Contribution: This section details how the products or services will meet the needs of the
target market and how they stand out from competitors.

Example: A modular furniture company may outline a plan to offer customizable furniture
solutions for small apartments in urban cities, addressing the need for compact,
multifunctional designs.

7. Organizational Structure and Team

e Purpose: Defining the organizational structure helps establish roles, responsibilities, and
lines of authority within the company.

e Contribution: A well-organized structure ensures that the business runs efficiently.
Additionally, a team’s skills and experience can directly impact the business’s ability to
execute its plans.

Example: A design consultancy firm might have an organizational structure that includes
senior designers, project managers, and administrative staff, each with clearly defined roles
to support project execution.




8. Marketing and Sales Strategy
e Purpose: This section defines how the business will attract and retain customers.

e Contribution: It outlines the strategies for promoting the product or service, including
advertising, social media marketing, sales tactics, and branding efforts. The strategy also
identifies the sales process and how to close deals effectively.

Example: A home decor company may use Instagram for showcasing new designs, leveraging
influencer partnerships to target a younger, tech-savvy audience.

9. Risk Management and Contingency Planning
e Purpose: Identifying potential risks and preparing contingency plans is essential for
navigating uncertainties.

e Contribution: It helps businesses anticipate challenges, whether from economic changes,
supply chain disruptions, or customer demand fluctuations, and ensures they are
prepared to respond effectively.

Example: An interior design firm may plan for the risk of material shortages by developing
relationships with multiple suppliers or maintaining a buffer stock of essential items.

10. Legal and Regulatory Compliance

e Purpose: Ensuring that the business complies with all relevant laws and regulations is vital
for smooth operations.

e Contribution: This includes adhering to zoning laws, business licenses, labor laws, and
environmental regulations, which helps avoid legal issues and ensures smooth business
operations.

Example: An interior design company working on commercial properties must ensure
compliance with building codes, fire safety regulations, and accessibility standards.

— 3.1.2 Marketing Plan

A marketing plan is a strategic document that outlines a business's overall marketing strategy
and specific actions to promote its products or services, attract customers, and achieve
business goals. It provides a detailed roadmap for how the company intends to reach its target
market, improve brand awareness, and generate revenue over a specified period.
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A well-constructed marketing plan ensures that the business stays focused on its objectives
and uses its resources effectively to achieve them.

Key Benefits of a Marketing Plan

Guides f’@\ Aligns Team
Marketing A=A and
Efforts Stakeholders
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for marketing around

activities common goals
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EEJE
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evaluation of resource use

marketing for impactful

effectiveness efforts

Fig. 3.1.3: Key Benefits of a Marketing Plan
Factors Contributing to the Development of a Marketing Plan

A well-developed marketing plan is essential for the success of any business. It provides a
structured approach to reaching target audiences, promoting products or services, and
achieving business objectives. Several factors contribute to the development of a marketing
plan, ensuring it is aligned with business goals and adaptable to market changes. Following
are the key factors that contribute to the development of a marketing plan:

Understanding

Market Research Competitive Business Goals and
A Customer Needs . L.
and Analysis Analysis Objectives
and Preferences
Target Market Marketing Budget Marketing Branding and
e . Channels and e o
Identification and Resources Tactics Positioning

Marketing Goals
and KPIs

Digital Marketing
Integration

Sales Strategy and
Customer
Acquisition

Risk Management
and Contingency
Planning

1. Market Research and Analysis

Fig. 3.1.4: Key Factors that Contribute to the Development of a Marketing Plan

e Purpose: To understand the market dynamics, customer behavior, competitor landscape,
and industry trends.

e Contribution: Market research provides valuable insights into customer preferences,
market size, and the competitive environment. This data helps define target markets,
identify opportunities, and make informed decisions on marketing strategies.




Example: For an interior design firm, market research might identify a growing demand for
sustainable and eco-friendly designs, prompting the firm to emphasize these aspects in its
marketing efforts.

2. Understanding Customer Needs and Preferences

e Purpose: To align the marketing strategy with the actual needs, desires, and pain points
of the target audience.

e Contribution: Understanding the target audience allows businesses to tailor their
offerings, messaging, and marketing tactics to resonate with customers and create
stronger connections.

Example: A luxury furniture company might learn from customer feedback that clients prefer
high-end materials like marble and wood, prompting the company to highlight these features
in their marketing.

3. Competitive Analysis

e Purpose: To evaluate the strengths and weaknesses of competitors and identify gaps in
the market.

e Contribution: By understanding competitors’ strategies, products, and market
positioning, businesses can differentiate themselves and create a unique selling
proposition (USP) that appeals to their target market.

Example: An interior design company may discover that competitors focus primarily on
traditional design styles. This insight could lead the company to emphasize modern and
innovative design solutions in their marketing plan.

4. Business Goals and Objectives
e Purpose: To set clear, measurable goals that the marketing plan aims to achieve.
e Contribution: Marketing objectives should align with the overall business goals, whether

it’s increasing brand awareness, generating leads, expanding into new markets, or
growing sales.

Example: A startup interior design firm may have the objective to increase brand awareness
by 30% in the next 12 months, which would drive the marketing strategies and tactics they
choose.

5. Target Market Identification

e Purpose: To define the specific audience segments that the business will focus on.

e Contribution: A targeted marketing plan ensures that efforts are focused on the right
demographic, geographic, and psychographic groups, improving the effectiveness of
marketing campaigns.

Example: A commercial design firm might target small businesses in need of office redesigns,
while a residential designer may focus on homeowners or renters interested in affordable,
stylish home décor.
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6. Marketing Budget and Resources
e Purpose: To allocate the right amount of budget and resources for marketing activities.

e Contribution: Setting a realistic marketing budget helps prioritize activities, ensuring the
marketing efforts are cost-effective and within financial constraints. This also helps
identify areas for investment in advertising, digital marketing, or promotions.

Example: A local interior design firm may allocate a portion of the budget to digital advertising
on social media platforms, while a larger firm may invest more heavily in professional
photography for print ads and a new website.

7. Marketing Channels and Tactics

e Purpose: To determine the most effective channels and tactics to reach the target
audience.

e Contribution: Different marketing channels (e.g., social media, SEO, email marketing,
offline events) will be used based on where the target audience spends time and how
they consume information. The tactics chosen should align with customer preferences
and the nature of the business.

Example: An interior design company may focus on visual platforms like Instagram and
Pinterest to showcase design work, while a business-to-business design firm may use
LinkedIln and email newsletters to engage with decision-makers.

8. Branding and Positioning

e Purpose: To define the company’s identity, voice, and how it will be positioned in the
market.

e Contribution: Clear branding and positioning ensure that the business stands out in the
market, attracts its target customers, and communicates its unique value proposition
effectively.

Example: A premium interior design firm may focus on positioning itself as a high-end,
bespoke service offering exceptional craftsmanship and design innovation, differentiating
itself from more budget-friendly competitors.

9. Marketing Goals and KPIs (Key Performance Indicators)
e Purpose: To set clear, measurable objectives that the marketing efforts aim to achieve.

e Contribution: KPIs allow the business to track the success of the marketing plan. These
could include metrics like website traffic, conversion rates, lead generation, or sales.

Example: An interior design firm might set KPIs to track website visits, inquiries generated
through the website, and social media engagement over a quarter.

10. Digital Marketing Integration

e Purpose: To integrate digital marketing strategies, such as social media marketing, search
engine optimization (SEO), and content marketing, into the overall plan.

e Contribution: Digital marketing is an essential part of modern marketing plans, enabling

businesses to reach a wider audience, track performance, and adjust campaigns in real
time.
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Example: A digital marketing strategy for an interior design firm may include blogging about
trends in home design, running Google Ads campaigns, and regularly posting on Instagram to
drive awareness and engagement.

11. Sales Strategy and Customer Acquisition
e Purpose: To define how the business will convert leads into paying customers.

e Contribution: A well-thought-out sales strategy will focus on nurturing leads through
email campaigns, calls, or meetings, ultimately driving conversions. This contributes to
revenue generation and business growth.

Example: An interior design firm might implement a lead nurturing strategy, offering free
initial consultations and discounts for repeat customers to convert inquiries into projects.

12. Risk Management and Contingency Planning
e Purpose: To anticipate potential risks or challenges and develop plans to mitigate them.

e Contribution: A marketing plan should consider external factors like economic downturns,
changes in customer preferences, or increased competition and have contingency
strategies in place to address them.

Example: A design firm may plan for contingencies in case of a sudden economic downturn
by shifting focus from high-budget projects to smaller, cost-effective design solutions to
ensure continued business.
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— 3.1.3 Product/Service Catalogue in the Business Development —
Process

A product/service catalogue is a detailed, organised document or digital resource that lists
the products or services offered by a business. It typically includes descriptions, specifications,
pricing, images, and other relevant information about the products or services. The catalogue
serves as a comprehensive guide for potential customers, partners, or sales teams to
understand the offerings and make informed purchasing decisions.

Importance of a Product/Service Catalogue in the Business Development Process

1. Clear Communication of Offerings: A product/service catalogue provides a clear and
structured way to communicate the business’s offerings to potential clients. It helps
ensure that customers can easily understand what products or services are available, what
they include, and how they can benefit the customer.

2. Sales Enablement: A well-organized catalogue acts as a valuable tool for the sales team
and business development professionals. It aids in the sales process by offering detailed
information that can help close deals and respond to customer inquiries more effectively.
It also serves as a reference guide to support sales conversations and decision-making.

3. Building Credibility and Trust: A professional, well-designed catalogue enhances the
business's credibility and demonstrates attention to detail. It provides customers with a
tangible representation of the business's professionalism, helping to build trust with
prospects.

4. Product/Service Differentiation: A catalogue helps a business showcase its unique
offerings, distinguishing its products or services from competitors. Through detailed
descriptions, features, and benefits, businesses can highlight their value propositions and
demonstrate why their offerings are superior or more relevant to the customer's needs.

5. Supporting Marketing Strategies: The catalogue serves as an integral part of the
business's marketing materials. It aligns with marketing strategies by ensuring consistent
messaging, branding, and visual identity. The catalogue can be used in various marketing
campaigns and promotions, contributing to the overall marketing efforts.

6. Facilitating Decision Making: For both businesses and customers, a product/service
catalogue simplifies the decision-making process. It provides customers with all necessary
information to make informed choices, while also helping businesses assess and evaluate
their own product/service offerings and market positioning.

7. Cross-Selling and Upselling Opportunities: A catalogue makes it easier to identify
opportunities for cross-selling and upselling by clearly displaying a range of related
products or services. It helps business development professionals suggest complementary
offerings that may meet the customer’s broader needs, increasing revenue potential.

8. Customer Education: Catalogues serve as an educational resource for customers, helping
them understand how products or services work, their features, and their benefits. This is
particularly valuable for complex products or services that require detailed explanations
or guidance.

9. Market Segmentation: A well-structured catalogue allows businesses to segment their
products or services based on customer needs or market segments. It helps businesses
target specific customer groups by showcasing the most relevant offerings for each
segment, thus optimizing marketing and sales efforts.




10. Improved Customer Engagement: A product/service catalogue can engage customers by
providing visually appealing content, highlighting key selling points, and offering
information in an easily digestible format. It fosters better communication with
customers, keeping them informed and engaged in the decision-making process.

11. Inventory Management and Pricing Consistency: The catalogue helps businesses keep
track of inventory levels and ensure pricing consistency across different channels. It
provides a clear overview of the products or services available for sale, helping to prevent
discrepancies in pricing and stock availability.

12. Long-Term Relationship Building: A well-maintained catalogue helps build and maintain
long-term relationships with customers. As clients return to make additional purchases or
inquire about new offerings, the catalogue serves as an ongoing reference point,
reinforcing the brand’s professionalism and commitment to providing value.

Preparing and Maintaining an Effective Product/Service Catalogue

A product/service catalogue is a key business tool that provides detailed information about a
company’s offerings. Whether it’s physical or digital, a well-organized catalogue helps
customers make informed decisions and supports marketing, sales, and customer service
efforts. Following are the basic steps for preparing and maintaining an effective
product/service catalogue:

i Define the Purpose and Audience :
5 Gather Product/Service Information :
3 Organize the Catalogue Structure :
i Design the Catalogue Layout \
g Write and Format the Content :
P Review and Finalize \
5 Publish and Distribute :
3 Maintain and Update the Catalogue :

Fig. 3.1.5: Basic Steps for Preparing and Maintaining an Effective Product/Service Catalogue

1. Define the Purpose and Audience: Before creating the catalogue, it’s important to identify
its purpose and the target audience. Consider whether the catalogue will be used for:

e Customer-facing purposes, where it's meant to showcase products or services to attract
new customers.

¢ Internal use as a reference guide for sales teams or customer support.

Define who will use the catalogue (e.g., customers, salespeople) and the type of content
required for that specific audience.
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2. Gather Product/Service Information: Collect detailed information about each product or
service you plan to include in the catalogue. This step requires input from various departments
(e.g., product development, sales, marketing) to ensure accuracy and completeness. You need
to gather the following information:

e Product/Service Name

e Description: Provide clear and concise descriptions of each product or service, including
features and benefits.

e Pricing: Include the price (or price range) and any additional charges (e.g., shipping,
installation fees).

e Specifications: Include size, color, material, dimensions, weight, or any other technical
details.

¢ Images: High-quality photos or graphics of the product or service.

e SKU/Item Number: A unique identifier for easy reference.

¢ Availability: Information on stock levels, lead time, and delivery options.

3. Organize the Catalogue Structure: The catalogue must be easy to navigate, whether it’s a

digital or print version. The layout should reflect a logical flow, categorizing products or

services in a way that makes sense for the user. The content must be organised in different

categories, such as:

e Product Categories: Group similar products or services (e.g., "Living Room Furniture,"
"Residential Interior Design," "Custom Furniture").

o Filters and Sorting Options: For digital catalogues, include filters like price range, color, or
size for easy searching.

¢ Index/Navigation: Include an index or table of contents for easy navigation.

4. Design the Catalogue Layout: The design of the catalogue is essential for making it visually
appealing and user-friendly. The design should match the brand identity and be consistent
across all pages. While designing the catalogue layout, you need to focus on the following
elements:

e Cover Page: Create an engaging and attractive cover that includes the company’s logo and
slogan.

e Layout: Ensure a clean, easy-to-read layout with ample white space and clear headings.

e Typography and Colors: Use fonts and colors that align with the brand’s style guide,
ensuring readability and a cohesive design.

e Images: Ensure all product images are high-quality and well-lit. Avoid clutter by using
consistent image sizes.

5. Write and Format the Content: After collating necessary information and the defining the
layout you need to write the content and input it into the catalogue. While writing the content
for catalogue, you need to consider following points:

e Product/Service Descriptions: Write concise and compelling descriptions. Focus on the
benefits and key features that matter most to customers.

e Consistency: Ensure consistency in tone, language, and formatting throughout the
catalogue. This includes using the same font sizes, bullet points, and alignment.

e Accuracy: Double-check for any errors in pricing, descriptions, or technical specifications
to avoid confusion or customer dissatisfaction.
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6. Review and Finalize: Before publishing or printing the catalogue, conduct a thorough
review process to catch any errors or inconsistencies. Reviewing must include the following
tasks:

e Proofread the content for grammar, spelling, and punctuation errors.
e Verify the product descriptions, specifications, prices, and images.

e Ensure the layout is visually appealing and consistent, and all navigation elements (for
digital catalogues) work properly.

7. Publish and Distribute: Once the catalogue is finalized, it’s time to publish and distribute it
to the intended audience. Depending on the format, this could involve printing physical copies
or distributing a digital version.

e Print Version: For physical catalogues, select a reputable printing service that produces
high-quality prints.

o Digital Version: If the catalogue is digital, ensure it’s optimized for viewing on various
devices (e.g., desktop, mobile) and can be easily downloaded or shared. Common formats
include PDF or interactive web-based catalogues.

8. Maintain and Update the Catalogue: A product/service catalogue is a living document that

requires ongoing maintenance. As products or services change, it's important to keep the

catalogue up to date. Hence:

e Review and update the catalogue regularly (quarterly, annually, or as changes occur).
Update product prices, discontinue outdated items, and add new products or services.

e Use customer feedback to improve product descriptions, images, or the catalogue
structure.

e For digital catalogues, integrate stock levels, so customers can see real-time availability.
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UNIT 3.2: Marketing, Customer Relationship
Management, and Sales Follow-Up

— Unit Objectives ©

At the end of this unit, the participants will be able to:
Explain the process of identification event goals and objectives.

2. Describe various marketing and promotional tactics.
3. Plan and execute promotional events and activities using appropriate tactics.
4. Explain various documentation formats and techniques for maintaining customer

database.

5. Explain and employ the use of suitable template and format for customer relationship
management.

Explain the steps involved in sales follow up for potential client prospects.

7. Identify the client follow-up process using the appropriate strategy

— 3.2.1 Identification of Event Goals and Objectives

Identifying clear goals and objectives is crucial for the success of any event. In India, where
events often play a significant role in business and culture, it’s important to ensure that the
goals align with the overall purpose and vision of the organisation.

Event goals are broad, high-level outcomes, while objectives are specific, measurable actions
that help achieve those goals. This process will ensure that the event delivers the desired
impact and aligns with both business goals and audience expectations. Process of Identifying
event goals and objectives includes the following steps:

Understand the Purpose of the Event
Step 1:

Define Overarching Event Goals
Step 2:

Sten 3 Break Down Goals into Specific, Measurable Objectives
ep 3:

Align Goals and Objectives with Available Resources
Step 4:

Prioritise Goals and Objectives
Step 5:

*Monitor and Evaluate the Success of Goals and Objectives

Step 6:

Fig. 3.2.1: Steps Involved in Identifying Event Goals and Objectives




Step 1: Understand the Purpose of the Event

The first step in identifying event goals and objectives is to clearly understand why the event
is being held. In the Indian context, events can serve various purposes, such as:

e Brand Promotion: To increase visibility and reach.

e Networking: To foster relationships with clients, suppliers, or partners.

e Celebration: Such as for festivals, milestones, or employee achievements.
e Fundraising: For social causes or charity events.

e Education/Training: To share knowledge, provide skills, or train employees.

Action: Ask yourself, "What is the primary reason for this event?" Understanding the core
purpose helps guide the entire planning process and ensures the goals and objectives align
with it.

Step 2: Define Overarching Event Goals

Event goals are broad statements that reflect the long-term aspirations you want to achieve
through the event. These goals should align with the purpose and vision of the organisation
and should be simple yet significant.

Examples of Event Goals:
e Increase Brand Recognition: Make your brand more visible among your target audience.
e Generate Leads: Attract potential customers or clients to increase future sales.

e Strengthen Relationships: Build or enhance relationships with existing clients,
stakeholders, or employees.

e Create Awareness for a Cause: Raise awareness for a social, environmental, or community
cause.

e Celebrate a Milestone or Achievement: Mark an important event, anniversary, or
success.

These goals are broad and provide direction for your event but are not immediately
measurable.

Step 3: Break Down Goals into Specific, Measurable Objectives

Once you have your goals defined, the next step is to break them down into objectives.
Objectives are more specific and measurable actions that will help you achieve the broader
goals. In India, where results matter, having measurable objectives is vital to assess the
success of the event.

Use the SMART framework to make sure your objectives are:
e Specific: What exactly do you want to achieve?

e Measurable: How will you measure success?

e Achievable: Is it realistic?

e Relevant: Does it align with the business or event goals?
o Time-bound: What is the deadline?
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Examples of SMART Objectives:

e Increase footfall by 15% at the exhibition within the next 6 months.
e Generate 500 new leads through event registrations or sign-ups.

e Raise %5,00,000 for charity through donations at the event.

e Achieve a 90% satisfaction rate from attendee feedback surveys.

These objectives should clearly outline what success looks like and how it can be measured.
Step 4: Align Goals and Objectives with Available Resources

Itis crucial that your event goals and objectives are achievable within the available resources,
including budget, time, and staffing. This ensures that the event is practical and feasible.

Action: Evaluate whether you have enough budget, skilled team members, and time to meet
your objectives. If necessary, adjust the goals or objectives to make them more aligned with
available resources.

Step 5: Prioritise Goals and Objectives

Not all goals or objectives will have the same level of importance. In the Indian context, where
resources might be limited or the timeline tight, it's important to Prioritise.

Action: Identify the most critical objectives for the success of the event and allocate resources
and effort accordingly. For example, if your goal is to generate leads, prioritise objectives
related to lead collection over other activities like brand promotion.

Step 6: Monitor and Evaluate the Success of Goals and Objectives

After the event, the process doesn’t end. Evaluating whether the goals and objectives were
achieved is crucial for learning and improving future events.

Action: Measure key performance indicators (KPIs) like:

e Attendance: Did the event attract the expected number of participants?
e Lead Generation: Were your lead generation objectives met?

¢ Revenue/Donation Raised: Did you meet your fundraising targets?

e Customer Satisfaction: How did attendees feel about the event?

Collect feedback from attendees, sponsors, and other stakeholders to evaluate the success of
your objectives.

Hence, the process of identifying event goals and objectives is vital for ensuring that your
event is successful, impactful, and aligned with the overall purpose of your business or
organization. Start by understanding the purpose of the event, then define broad goals and
break them down into specific, measurable objectives. Regularly evaluate progress, align with
available resources, and adjust as needed. By doing this, you can ensure that your event is
effective, and your goals are achieved.
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— 3.2.2 Marketing and Promotional Tactics

Marketing and promotional tactics are essential for driving awareness, attracting customers,
and increasing sales. These tactics vary based on the type of business, target audience, and
goals, but they all aim to communicate the value of a product or service to potential
customers. Following are the effective marketing tactics:

Digital Marketing @ .

Social Media Marketing --E

- gﬁ Traditional Marketing

-

! :r' Print Advertising
Content Marketing -- Marketing ] - )
E- Television and Radio Ads

Tactics

. . . . 1
Search Engine Optimization (SEQ) -‘: ~- Event Marketing

Email Marketing --

Fig. 3.2.2: Marketing Tactics
Digital Marketing Tactics

Digital marketing refers to the use of digital channels and platforms to promote products,
services, or brands to a targeted audience. It involves various strategies and tools that
leverage the internet and electronic devices to connect with consumers. Unlike traditional
marketing, which typically relies on offline methods such as print advertisements and
billboards, digital marketing focuses on online platforms such as websites, social media, email,
and search engines.

Social Media Marketing: Social media platforms like Facebook, Instagram, LinkedIn, and
Twitter are powerful tools for promoting products, engaging with customers, and building
brand awareness. It includes following tactics:

G U U U U
11 iy J1s
= &

Regular Posts Hashtags and Performance
Campaigns Marketing

T

TN

Influencer
Marketing

Paid Social
Ads
Utilizing targeted

ads on social
platforms to reach

Sharing engaging
content to build
brand presence and
customer

Focusing on
measurable
outcomes and ROl in
digital campaigns.

Collaborating with
influencers to
promote products to

Using trending or
branded hashtags to
increase visibility.

engagement.

Fig. 3.2.3: Social Media Marketing Tactics

their followers.

specific audiences.
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Content Marketing: It involves creating valuable content that attracts, educates, and engages
the target audience. It includes following tactics:

Video
Blogging for Marketing on
SEO YouTube
Drives SEO benefits Engages viewers
with informative, with high-impact
low-engagement SEO through video
blogs. content.

Guest Posts on Instagram
Niche Blogs Stories for
Builds credibility Product

with niche Tutorials
audiences, minimal
SEO impact. Engages users with
interactive tutorials,
limited SEO benefits.

Fig. 3.2.4: Content Marketing Tactics

Search Engine Optimization (SEO): It is the process of optimizing your website to appear
higher in search engine results, helping you reach customers actively looking for your services.
It includes the following tactics:

Link Building

Gain backlinks from
reputable websites to
improve search engine
ranking.

Keyword
Optimization

Use relevant and local
keywords in website
content/blogs and
metada to enhance
visibility.

Local SEO

Use local SEO such as
Google My Business,
local reviews, and
location-based
keywaords to enhance
the visibility.

Fig. 3.2.5: SEO Tactics
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Email Marketing: It involves sending promotional content, updates, or offers to a targeted
group of customers via email. It includes the following tactics:

T

Newsletters Personalized

Send regular newsletters Offers

to your subscribers with Create personalized offers
information about new based on customer

Pl'OfiUCTS. services, or interests or previous
industry news. purchases.

e

Follow-up Emails

Send follow-up emails to customers who abandoned their
shopping carts or haven't interacted with your brand in a
while.

Fig. 3.2.6: Email Marketing Tactics
Traditional Marketing Tactics

Traditional marketing refers to conventional methods of advertising and promoting products
or services that do not rely on the internet or digital channels. It includes strategies such as
print ads, TV commercials, radio ads, billboards, direct mail, telemarketing, and events.
These methods have been used for decades to reach a broad audience and build brand
awareness. Although digital marketing is increasingly popular, traditional marketing still plays
a significant role, particularly in local and mass-market outreach.
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Print Advertising:

Print advertising in newspapers, magazines, and brochures is still a valuable tactic, especially
in India, where print media continues to have a significant reach.

Place ads in local or national
newspapers to reach a broad
audience.

Distribute flyers and brochures
in local areas to promote offers
or products.

Fig. 3.2.7: Printing Advertising Tactics

Television and Radio Ads: TV and radio remain powerful mediums for mass marketing in India,
especially for reaching audiences in urban and rural areas.

TV Commercials Radio Jingles
Create short, engaging TV Develop catchy radio jingles
commercials that highlight to advertise your business,

your product or service, especially in regional
targeting specific channels languages for better local
or time slots based on your engagement.
audience.

Fig. 3.2.8: Television and Radio Ads Tactics
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Event Marketing: Hosting or participating in events allows businesses to directly interact with
their audience and showcase their products.

1 2

Workshops/Seminars

Workshops/seminars

provide industry
focus with lower

Trade Shows

Trade shows offer
high engagement
with industry-

engagement. focused audiences.
Local Product

Exhibitions/Fairs Demonstrations

Local Product
exhibitions/fairs demonstrations
have low ensure high
engagement and engagement in local
local reach. settings.

Fig. 3.2.9: Event Marketing Tactics
Promotional Tactics

These are short-term efforts designed to boost immediate sales or encourage specific actions.
They are usually time-sensitive, such as limited-time offers, and often have a direct impact on
revenue or customer behaviour in the short run. It includes the following:

Referral Programs Discounts and Offers
Programs encouraging Strategies to attract customers
customers to refer new clients through price reductions and
in exchange for rewards. special deals.

Giveaways and

Contests Loyalty Programs
Engaging tactics to increase Initiatives to reward repeat
brand visibility and customer customers and foster long-term
interaction. relationships.

Fig. 3.2.10: Promotional Tactics

o Referral Programs Referral programs encourage existing customers to refer new
customers to your business in exchange for rewards. Such referral programs include the
following:

o Discount for Referrals: Offer existing customers a discount or free product when they
refer a new customer who makes a purchase.

o Referral Points: Implement a system where customers earn points for every
successful referral, which they can later redeem.




e Discounts and Offers: Offering discounts and special deals can drive sales and attract new
customers. It includes the following:
o Seasonal Discounts: Offer discounts during peak shopping seasons, like Diwali, New
Year, or festive sales.
o Bundle Offers: Encourage customers to buy more by offering bundle discounts on
related products.
o Flash Sales: Organize flash sales with limited-time discounts to create urgency.
e Loyalty Programs: A loyalty program rewards customers for their repeat business,
encouraging long-term engagement. It includes the following:
o Points System: Offer points for every purchase that can be redeemed for discounts or
free products.
o Exclusive Member Benefits: Provide exclusive offers or early access to sales for loyal
customers.
e Giveaways and Contests: Organise giveaways and contests to create excitement, increase
engagement, and build brand awareness. It includes the following:
o Social Media Contests: Run contests on social media platforms where customers can
participate by sharing content or tagging friends.
o Product Giveaways: Give away free products to customers in exchange for reviews or
social media mentions.

— Hands-On Exercise: Plan and Execute Promotional Events and —
Activities Using Appropriate Tactics

You are working as an Assistant Project Manager for an interior design firm. Your task is to
plan and execute a promotional event that will showcase the firm’s latest design trends and
new service offerings. The goal is to attract potential clients and increase brand awareness in
your target market. You will need to use various promotional tactics to ensure the success of
the event.

Deliverables:

e Event Plan: A detailed plan outlining the promotional tactics and how they align with the
event’s goals.

e Execution Strategy: A step-by-step guide on how you will execute the event, including
roles and responsibilities.

e Budget Allocation: A budget breakdown for the promotional activities.

e Post-Event Evaluation: Metrics to measure the success of the promotional event.
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— 3.2.3 Maintaining Customer Database Customer Relationship —
Management (CRM)

Customer Relationship Management (CRM) is a strategy used to manage interactions with
current and potential customers. It involves collecting, organizing, and analyzing customer
data to improve relationships, enhance satisfaction, and drive business growth. In an interior
design firm, CRM helps track client interactions, manage leads, and customize services based
on customer preferences.

In CRM maintaining an organised and up-to-date customer database is essential for ensuring
effective communication, improving customer experience, and driving business growth. The
following outlines the best practices, documentation formats, and techniques specifically for
managing a customer database using CRM systems.

CRM Documentation Formats
1. Customer Profile Format

A Customer Profile in a CRM system stores all the essential information about a client. This
format helps keep track of the client’s contact information, interaction history, project details,
and preferences.

Format Example:

Field Details

Customer Name John Doe

Contact Information Phone: +91-1234567890Email: john.doe@example.com
Address 123, ABC Street, Mumbai, India

Project Type Residential Design

Design Preferences Modern, Minimalistic
Budget X10,00,000

Project Start Date 01-Jan-2023

Project Status In Progress
il 5T as  Emails, Calls, Meetings
Follow-up Date 15-Mar-2023

Fig. 3.2.11: Customer Profile Format
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2. Lead Generation and Sales Pipeline Format

This format is useful for tracking potential leads and their progress in the sales pipeline. It
helps in understanding where each lead stands and what actions are required.

Format Example:

Lead Name Source Status Next Action Follow-up Date

T website New Lead Initial Call 10-Mar-2023
Sl e R Referral Contacted  Send Proposal 12-Mar-2023

Ve E | Social media Negotiation  Schedule Meeting  14-Mar-2023

Fig. 3.2.12: Lead Generation and Sales Pipeline Format
3. Customer Interaction History Format

Tracking all interactions with a customer is vital for effective CRM. This format captures
detailed communication logs for follow-up and reference.

Format Example:

Date Interaction Type Details Follow-up Action
01-Jan- Initial Discussed design preferences for Send design proposal
2023 Consultation living room.
10-Jan- Follow-up Call Discussed budget and project Confirm design
2023 scope. proposal
05-Feb- Meeting Finalized design and timeline. Send contract for
2023 approval

Fig. 3.2.13: Customer Interaction History Format
4. Project Tracking Format

This format helps track the status and progress of ongoing projects. It includes important
details like milestones, deadlines, and client feedback.

Format Example:

Project Client Project Milestone Completion Client
Name Name Start Date Feedback
Date

Living John 01-Jan- Design In 30-Mar-2023 Positive
Room Doe 2023 Finalized Progress

Design
Office Priya 15-Feb- Initial Draft = Pending = 15-Apr-2023 | N/A
Space Sharma | 2023

Planning

Fig. 3.2.14: Project Tracking Format
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In addition to the standard documentation formats mentioned earlier, there are several other
formats that can be useful for an Assistant Project Manager (Interior Design) in the context
of Customer Relationship Management (CRM). These formats help manage client
information, streamline project tracking, and ensure effective communication and
collaboration.

Following are a few additional documentation formats:

1. Proposal and Contract Templates: These templates help manage the process of presenting
offers to clients and formalizing agreements. It’s essential for project managers in interior
design to clearly define the scope of work, deliverables, pricing, and timelines.

Format Example:

Field Details

Client Name John Doe
Project Type Commercial Office Design
Scope of Work Full redesign of office layout and decor

Design Preferences = Modern, minimalist with green accents
Pricing X10,00,000
Project Timeline Start Date: 01-Apr-2023, End Date: 01-Jun-2023

Terms & Conditions Payment in 3 installments, cancellation policy, etc.

Fig. 3.2.15: Format Example

2. Meeting Minutes Template: This template ensures that important decisions made during
client meetings, vendor discussions, or internal team meetings are captured accurately. It also
helps to track action items and responsibilities.

Format Example:

Meeting Type Attendees
01-Mar-  Client John Doe, Project Discuss design preferences,
2023 Consultation Manager, Designer project budget
Action Items Responsible Deadline
Finalize design draft ‘ John Doe ‘ 05-Mar-2023 ‘
Approve budget ‘ Client ‘ 07-Mar-2023 ‘

Fig. 3.2.16: Meeting Minutes Template Format Example
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3. Client Feedback Form: This format helps collect feedback from clients during or after the
project. It is valuable for assessing client satisfaction and identifying areas for improvement in
service delivery.

Format Example:

Client Name Project Type Date
‘ John Doe ‘ Residential Design ‘ 10-Mar-2023 ‘

Rating (1-5) Feedback

Overall Satisfaction 4/5
Quality of Work 5/5

Communication 3/5

Suggestions Would like more regular updates on project progress

Fig. 3.2.17: Client Feedback Form Format Example

4. Project Budget Tracking Template: This document tracks the financial aspects of a project,
ensuring that the project stays within the approved budget. It helps manage costs for
materials, labor, design, and additional expenses.

Format Example:

Item Estimated Cost Actual Cost Variance ‘
Materials %4,00,000 X3,90,000 -X10,000
Labor %3,00,000 %3,10,000  +%10,000
Miscellaneous Costs 50,000 45,000 -X5,000

Fig. 3.2.18: Project Budget Tracking Template Format

Total Budget: X7,50,000
Total Actual Cost: X7,45,000
Variance: -X5,000

5. Vendor and Supplier Database: This format is used to maintain a list of trusted vendors
and suppliers that the interior design firm works with, including contact details, pricing, and
terms. It helps streamline procurement and ensure consistency in sourcing materials.

Format Example:

Vendor Name Product/Service Contact Info Payment Terms ‘
XYZ Furniture Office Furniture +91- 50% upfront, 50% upon
Store 9876543210 delivery
ABC Paint Supplies = Paint and Finishes +91- Net 30 days

1234567890
GreenTech Eco-Friendly +91- 30% upfront, 70% upon
Materials Materials 1122334455 delivery

Fig. 3.2.19: Vendor and Supplier Database Format

N
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6. Task and Deadline Tracker: This document is used to manage project timelines and ensure
that tasks are completed on schedule. It helps in keeping track of project milestones,
deadlines, and responsible individuals.

Format Example:

Task Assigned To Deadline Status
Finalize Design Draft John Doe 05-Mar-2023 Completed
Order Materials Sarah Patel 10-Mar-2023  Pending
Install Furniture Rajesh Kumar 15-Mar-2023 Not Started
Final Client Review  Client 20-Mar-2023 Not Started

Fig. 3.2.20: Task and Deadline Tracker Format

7. Project Timeline/ Gantt Chart

Purpose: Gantt charts are widely used in project management to visually represent the project
timeline. It shows tasks, their duration, and the dependencies between them, ensuring all
project deadlines are met.

Format Example:

Project Timeline Gantt Chart

Final Review |

Installation Phase |

Tasks

Procurement Phase |

Design Phase

Fig. 3.2.21: Gantt Chart

Templates and formats are essential for organizing and managing customer data effectively
within CRM systems. Customizable templates can help businesses track specific customer
information, such as design preferences or project details, while also allowing for consistency
across the organization. By using CRM templates for lead tracking, project management,
customer communication, and sales pipelines, businesses can ensure smooth workflows and
improve customer relationship management.
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CRM software often provides built-in templates that allow businesses to customize fields
according to their specific needs. These templates can streamline data entry, improve
accuracy, and ensure that customer data is consistently captured in the right format.
Additionally, pre-built templates for sales reporting, customer segmentation, and marketing
campaigns can help businesses focus on their core activities without reinventing the wheel
for every customer interaction.

Thus, maintaining a customer database in CRM requires using various documentation formats
to ensure that client data is organized, accurate, and easily accessible. Formats like customer
profiles, project tracking sheets, feedback forms, and task trackers help streamline
workflows, improve communication, and enhance customer satisfaction. By implementing
these formats and techniques, businesses can effectively manage customer relationships and
improve the efficiency of project execution.

Techniques for Maintaining CRM Data

Maintaining CRM data effectively ensures customer relationships are managed efficiently. Key
techniques include the following:

Reporting and
Analytics

Regular Updates

Data
Segmentation

Backup and Data
Integrity

Data Security and Automating
Privacy Follow-ups

Fig. 3.2.22: Techniques for Maintaining CRM Data
1. Regular Updates

Maintaining an up-to-date database is crucial for effective CRM. After each client interaction,
it is important to update their information in the CRM. For example, after a phone call or
meeting, details of the conversation and next steps should be recorded in the Customer
Interaction History.

2. Data Segmentation

Segmenting your customer database helps you manage relationships and target customers
more effectively. You can segment customers based on various criteria such as project type,
budget, location, or stage in the sales pipeline. For instance, a residential design firm might
segment customers into "Prospective Clients," "Ongoing Projects," and "Completed Projects."
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3. Automating Follow-ups

Most CRM systems allow you to automate reminders for follow-up actions, ensuring that you
never miss an important task. For instance, if a follow-up call is due for a client, the CRM
system will automatically alert the Assistant Project Manager, saving time and increasing
efficiency.

4. Data Security and Privacy

Maintaining the security of customer data is vital. Ensure that the CRM system is set up with
role-based access so that only authorized personnel can view or edit sensitive data. Encrypting
sensitive data such as financial information or contract details is also essential for privacy
protection.

5. Backup and Data Integrity

Regular backups of customer data are necessary to prevent data loss. In case of system failure,
restoring backups ensures business continuity. It is also essential to periodically clean the
database by removing outdated or irrelevant information, maintaining data accuracy and
integrity.

6. Reporting and Analytics

CRM systems typically come with reporting tools that allow businesses to generate insights
based on customer data. By analyzing the data, businesses can identify trends, measure the
effectiveness of marketing campaigns, and understand customer behavior. Regularly
generating reports on metrics like lead conversion rates or customer satisfaction can help
make informed decisions.




— 3.2.4 Steps Involved in Sales Follow-up for Potential Client————
Prospects

Sales follow-up is an essential part of the sales process. It ensures that potential clients are
engaged, informed, and encouraged to take action, leading to conversions.

Following are the key steps involved in following up with potential client prospects:

Initial Contact/Introduction

| ct/ |

| Record Client Information |
Z

| Send a Follow-up Email |
Z

| Call for Clarification or Questions |
Z

| Provide a Customized Proposal |
Z

| Address Variation/Difference of Opinion |
Z

| Set a Follow-up Date |
Z

| Final Proposal |
Z

| Send Thank-You Note |

| e |

Post-Sale Engagement

Fig. 3.2.23: Steps Involved in Sales Follow-up for Potential Client Prospects

1. Initial Contact/Introduction: Make the first contact with the prospect to introduce yourself
and your company. This could be through an email, phone call, or in-person meeting. Provide
information about your offerings, understand the client's needs, and gauge interest.

For example, if you're in interior design, introduce your services and ask questions about their
design preferences and budget.

2. Record Client Information: Capture the prospect's details in your CRM system, including
contact information, preferences, and their specific needs or pain points. Ensure the data is
updated and categorized in your CRM, which will allow you to tailor future interactions and
track progress.

3. Send a Follow-up Email: Send a personalized follow-up email to the prospect after the initial
contact to reinforce your conversation and provide more details. Summarise the key points
from your conversation, share additional information (e.g., brochures, case studies), and
express interest in continuing the discussion.

4. Call for Clarification or Questions: Reach out again to answer any questions the prospect
may have or to clarify details about your offerings. During the call, show genuine interest in
solving their problems or fulfilling their needs. This can be a great opportunity to discuss the
next steps or address any objections.
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5. Provide a Customized Proposal: Tailor a proposal that aligns with the prospect's specific
needs, preferences, and budget. Present your design concepts, product packages, or services
in a clear and professional manner. Ensure the proposal addresses their pain points and offers
solutions.

6. Address Variation/Difference of Opinion: Be prepared to handle any Variation/Difference
of Opinion, whether related to pricing, timeline, or concerns about the product or service.
Listen carefully, empathize with their concerns, and offer solutions or alternatives that can
overcome those objections.

7. Set a Follow-up Date: Define a clear timeline for the next interaction. Schedule a follow-up
meeting or call to review the proposal, address any further questions, and encourage the
prospect to make an informed decision.

8. Final Proposal: Make a final proposal to close the deal by reinforcing the value of your
offering and urging the prospect to take action. Highlight the benefits of acting now, such as
special offers, limited-time discounts, or benefits of getting started immediately.

9. Send Thank-You Note: Once a decision has been made, whether positive or negative, send
a thank-you note to express appreciation for their time and consideration. Reaffirm the
relationship, even if the sale didn't close, to keep the door open for future business
opportunities.

10. Post-Sale Engagement: If the sale is successful, continue to engage with the client through
post-sale follow-ups to ensure satisfaction and build long-term relationships. Provide after-
sales support, ask for feedback, and offer complementary services or referrals to keep the
client engaged.

Hence, an effective sales follow-up involves consistent, thoughtful engagement with potential
client prospects. By ensuring timely, personalized, and relevant follow-ups, you increase your
chances of converting prospects into long-term clients. Each step in the process builds trust,
addresses concerns, and showcases the value of your offerings.

— Role-Play Activity: Client Follow-Up Process

You are the Assistant Project Manager at an interior design firm. You've recently completed
an initial consultation with a potential client, Priya Sharma, who is interested in redesigning
her office space. She seemed interested but asked for some time to think it over. Your goal is
to follow up with her to maintain her interest and move the project forward.

Participants:

e Assistant Project Manager (Role 1): You will play the role of the Assistant Project Manager
(APM), following up with the client, Priya, and applying appropriate follow-up strategies.

¢ Client (Role 2): The second participant plays the role of Priya Sharma, the potential client.

Materials Needed:

e Prepare a brief client profile or CRM information (this can include client name, project
type, preferences, and any concerns raised in the initial consultation).

e Use a list of follow-up steps and strategies to guide the conversation.
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— Summary g

e Abusiness plan outlines the company's goals, strategies, market analysis, and methods to
achieve objectives. It serves as a guide for business operations and financial planning,
ensuring long-term success.

e Market research is vital for understanding customer behavior, analyzing competitors, and
identifying market opportunities. It helps businesses develop offerings that meet
customer needs and stay ahead of competitors.

e The business model defines how a company generates revenue. The strategy outlines the
steps to achieve growth, including competitive advantage, product positioning, and
targeted customer segments.

e Financial planning helps businesses manage their cash flow, estimate future income, and
track expenses. Budgeting ensures resources are allocated effectively, preventing
financial overruns and ensuring sustainability.

e A SWOT analysis assesses a business’s strengths, weaknesses, opportunities, and threats.
It provides valuable insights to shape strategies that leverage strengths and opportunities
while addressing weaknesses and threats.

e Aclear product or service offering differentiates the business from competitors. It defines
the value proposition and ensures that customer expectations are met consistently,
helping to maintain a competitive edge.

e A well-defined organizational structure clarifies roles, responsibilities, and reporting
relationships. This ensures that tasks are executed efficiently and that communication
flows smoothly throughout the team.

e A marketing and sales strategy outlines methods to attract, engage, and retain customers.
It includes tactics such as target audience identification, promotional activities, and sales
techniques designed to meet business goals.

e Maintaining an organized database is critical for effective CRM. It involves collecting
customer information, segmenting the database, and keeping data up to date, ensuring
that customer interactions are informed and personalized.

e Creating detailed customer profiles helps businesses understand customer preferences,
needs, and purchase behavior. This enables tailored marketing, improved customer
service, and better product recommendations.

e Effective sales follow-up involves regularly engaging potential clients to ensure timely
decisions.
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— Exercise
A. Multiple Choice Questions (MCQs)

1. What is the purpose of a business plan?
a.

b
C.
d

2. What does a SWOT analysis evaluate?
a.

b
C.
d

3. What is the key benefit of market research for a business?
a.

b
c.
d

4. What should a marketing strategy include?
a.

b
C.
d

5. Which of the following is an example of a marketing tactic?
a.

b.
c.
d

6. What is one key purpose of a product/service catalogue in business development?
a. To reduce manufacturing costs
b. To manage employee schedules
c. To clearly communicate offerings to potential clients
d. To create invoices

7. Which component of a business plan helps in identifying market opportunities and
customer behavior?
a. Financial projections
b. Legal compliance
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]

To forecast future earnings
To outline a company's goals and strategies
To set marketing budgets

To track sales performance

Customer satisfaction

Internal strengths and weaknesses, external opportunities and threats
Employee performance

Competitor strategies

It helps with branding efforts

It determines employee salary structures

It defines the organizational structure

It helps identify customer needs, market size, and competitor landscape

Pricing models only

Methods to attract and retain customers
Financial projections

Competitor analysis only

Setting goals

Implementing a sales strategy
Offering seasonal discounts
Writing a business plan
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c. Market research and analysis
d. Product photography

8. In marketing, which tactic is most suitable for directly engaging customers through
events and displays?
a.SEO
b. Email marketing
c. Event marketing
d. Television commercials

9. What s a key benefit of maintaining a customer relationship management (CRM)
database?
a. Reducing the size of the marketing team
b. Ensuring consistent communication and tracking client interactions
¢. Automating financial audits
d. Designing floor plans for projects

10. Which of the following is a measurable objective aligned with SMART criteria?
a. Increase awareness someday
b. Try to grow business eventually
c. Raise X5,00,000 for charity through the event
d. Be better than last year

Hands-On Exercise

Prepare a Business Development Plan Based on Specified Marketing and Development
Strategies

You are the Assistant Project Manager for a new interior design firm that is preparing to launch
its business in the residential and commercial design market. Your task is to develop a business
development plan that will support the firm’s growth through effective marketing and
development strategies.

You need to create a business development plan that includes:
e Target Market Identification

e Business Goals and Objectives

e Marketing and Development Strategies

e Action Plan

e Budget Allocation

o Timeline and Key Performance Indicators (KPIs)
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— Notes

Scan the QR codes or click on the link to watch the related videos

A

- .
@@ THE OR COOE
* TREREHIE

https://www.youtube.com/watch?v=Jbuc1P2N9Y8

How To Get Clients for Your Interior Design Business

Lol - CRERAREE

https://www.youtube.com/watch?v=z4KWkBURuOI

Digital Marketing for Interior Designers



https://www.youtube.com/watch?v=Jbuc1P2N9Y8
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1.

9.

Explain the importance of advanced planning and attention to detail while arranging a
meeting.

Identify how to arrange a client meeting with proper planning and management.

Explain the role of various parameters like nature of the meeting, agenda of the meeting,
client requirement, etc. while arranging a meeting.

Discuss the critical parameters for analysing first-hand info from clients.

Analyse and interpret client requirements based on layouts, blueprints, product types,
etc.

Explain how to prepare a client presentation highlighting key project execution
parameters for deliberations.

Explain the importance of identifying the purpose and objectives of the presentation.

Identify all the documentation formalities for record-keeping client inputs and
requirements.

Identify the importance of managing notes in an efficient manner.

10. Explain effective notes keeping technique.

11. Describe the various communication channels for effective communication with others.

12. Identify suitable skills to communicate efficiently with external agencies.
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UNIT 4.1: Planning and Organizing Meetings

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the importance of advanced planning and attention to detail while arranging a
meeting.

Identify how to arrange a client meeting with proper planning and management.

Explain the role of various parameters like nature of the meeting, agenda of the meeting,
client requirement, etc. while arranging a meeting.

— 4.1.1 Importance of Advanced Planning

Advanced planning and attention to details are important when arranging a meeting. It
ensures that the meeting achieves its objectives but also reflect professionalism, enhancing
overall productivity and fostering stronger relationships with stakeholders. It has following

benefits:
Ensures clear
1 objectives and
organized meeting
flow.
Optimizes time >
2 allocation for Time
maximum Management
productivity.
Prepares essential A
3 documents and Preparation of
resources in Materials
advance.
Establishes a
positive and Setting the
4 collaborative -
meeting Right Tone
atmosphere.
Reduces ne o e
5 interruptions to Minimising
maintain focus and Disruptions
efficiency.

Fig. 4.1.1: Benefits of Advanced Planning and Attention to Detail

1. Clarity and Structure: Proper planning ensures that the meeting has a clear agenda,
helping attendees focus on key topics without unnecessary distractions. It allows the
organizer to define the purpose, goals, and expected outcomes, which leads to more
efficient discussions.

2. Time Management: Planning ahead helps allocate appropriate time for each topic,
ensuring the meeting runs smoothly and stays on schedule. This is especially important
when managing multiple projects in interior design, where time is often limited.




3. Preparation of Materials: Advanced planning allows for the preparation and distribution
of necessary documents (e.g., design proposals, project timelines) ahead of time. This
gives participants the chance to review them, leading to a more productive discussion.

4. Setting the Right Tone: Attention to detail, such as selecting the appropriate location,
ensuring technology is set up correctly, and confirming attendee availability, contributes
to a professional environment. It shows respect for participants’ time and promotes a
positive working atmosphere.

5. Minimising Disruptions: By anticipating potential issues (e.g., technical problems or
scheduling conflicts) and addressing them beforehand, you can avoid disruptions during
the meeting, making the process smoother and more focused.

All these benefits results in effective meeting execution.

— 4.1.2 Arranging a Client Meeting

Arranging a client meeting in advance ensures that all participants are prepared, focused, and
aligned on objectives. It allows time to gather necessary materials, set the agenda, and avoid
scheduling conflicts. Following steps are involved in arranging a client meeting:

st 1 Define the Purpose and Goals of the Meeting
ep 1:

Select the Right Time and Venue
Step 2:

Prepare an Agenda
Step 3:

Prepare Relevant Materials
Step 4:

st's Confirm the Meeting and Avialability of Attendees
ep 5:

Conduct the Meeting
Step 6:

Follow-Up After the Meeting

R

Step 7:

Fig. 4.1.2: Steps Involved in Arranging a Client Meeting

e Step 1: Define the Purpose and Goals of the Meeting: Clearly define the purpose of the
meeting. This could be to:

o Discuss the client’s design preferences and budget.

o Address her concerns about timelines.

o Present design options, along with costs and potential materials.

o Write a brief statement outlining the meeting's purpose and goals.

128




e Step 2: Select the Right Time and Venue: Choose a convenient time and location for the
meeting. The venue should be comfortable and conducive to discussion. Consider
whether it will be an in-person meeting, video conference, or phone call.

o Check the client’s availability and propose at least two time slots for the meeting.
Select a location (either a design office, client’s office, or online platform).

o Confirm the venue is equipped with the necessary tools (e.g., projector, internet
connection, etc. for presentations).

e Step 3: Prepare an Agenda: Create a clear and concise agenda for the meeting, ensuring
it covers all topics of discussion. Outline the meeting agenda, including:

o Introduction and welcome

o Discussion of design preferences
o Budget discussion and options

o Timeline review

o Questions and feedback

Send the agenda to the client ahead of the meeting, allowing them to prepare any
guestions or thoughts in advance.

e Step 4: Prepare Relevant Materials: Prepare and organise materials that will be presented
during the meeting. This could include:

o Design proposals
o Budget estimates
o Project timelines
o Samples or images of design ideas

Ensure all materials are ready, printed, and easily accessible. Prepare a presentation or
project portfolio to showcase your ideas to the client.

o Step 5: Confirm the Meeting and Check the Availability of Attendees: Confirm the
meeting details with the client at least one day before the meeting. Send a confirmation
email or message to the client, confirming the time, location, agenda, and any documents
or preparations they need to bring.

e Step 6: Conduct the Meeting: Arrive on time, ensuring the meeting space is prepared and
that all necessary tools and materials are in place.

o Greet the client, present the agenda, and follow it to ensure all topics are covered.
Engage with the client, addressing their concerns and providing clear answers.

o Take notes during the meeting to capture key points and action items for follow-up.

e Step 7: Follow-Up After the Meeting: After the meeting, send a follow-up email thanking
the client for their time and summarizing the key points and next steps. In the follow-up
email, include:

o A brief summary of the meeting

o Any agreed-upon action items

o Atimeline for next steps

o Contact information for further queries

If the client has additional questions or requests, ensure timely responses to keep the
momentum going.

129




Parameters for Effective Meeting

When arranging a meeting, following key parameters play an important role in ensuring its
success:

1. Nature of the Meeting: The purpose of the meeting (e.g., consultation, project update,
negotiation, feedback session) dictates its tone, formality, and preparation. A design
consultation may require detailed presentations, while a project update meeting may
focus on progress and timelines.

2. Agenda of the Meeting: A well-defined agenda ensures the meeting stays on track, covers
all necessary topics, and respects time constraints. It provides structure, helps prioritize
discussion points, and sets clear expectations for both the client and the project team.

3. Client Requirements: Understanding the client's needs, expectations, and pain points is
crucial for tailoring the meeting content. This allows the project manager to address
specific concerns, present relevant solutions, and ensure that the client’s objectives are
at the forefront of the discussion.

4. Time and Location: Selecting a suitable time and location ensures that both the client and
the project team are available and comfortable. The venue should facilitate discussion,
whether in-person or virtual, and be equipped with necessary tools (e.g., presentation
equipment or project files).

5. Preparation and Materials: Having relevant documents, presentations, or samples ready
helps present the project more effectively. This includes design proposals, budget
estimates, and timelines that align with the client's expectations and the meeting agenda.

— Role Play: Demonstrating How to Arrange a Client Meeting ———
with Proper Planning and Management

You have been assigned a task to arrange a meeting with a prospective client, who is
interested in redesigning her office space. The client is keen on modern design with
sustainable materials but has some concerns about budget and project timelines. You need to
arrange a meeting to discuss the project in detail and address her concerns.

Activity Execution:
1. Preparation:
o Write down a purpose and goal statement for your meeting.
o Create a simple agenda and send it to the "client" (another participant or instructor).
o Select a time and venue, considering the client's preferences.
o Prepare materials relevant to the meeting (e.g., design options, budget proposals).
2. Role-Playing:
o In pairs or small groups, role-play the meeting scenario.
o Participant 1: Plays the Assistant Project Manager (APM).
o Participant 2: Plays Priya Sharma (the client).

o Follow the steps above to arrange and execute the meeting. During the role-play, the
APM should ensure all steps are covered — from confirming the meeting to
conducting it effectively.
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3. Debrief:

o

After the role-play, discuss the experience. Reflect on what went well and what could
be improved in terms of planning, communication, and follow-up.

Discuss how well the Assistant Project Manager (APM) handled the client's concerns
and whether the meeting was productive.
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UNIT 4.2: Analysing Client Requirements and Preparing
Presentations

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Discuss the critical parameters for analysing first-hand info from clients.

2. Analyse and interpret client requirements based on layouts, blueprints, product types,
etc.

3. Explain how to prepare a client presentation highlighting key project execution
parameters for deliberations.

4. Explain the importance of identifying the purpose and objectives of the presentation.

— 4.2.1 Critical Parameters for Analysing Client Information

When gathering and analysing first-hand information from clients, it is important to consider
several parameters to ensure the data is relevant, accurate, and useful for decision-making.
These parameters help in aligning client needs with the project's objectives and ensuring that
the design process meets their expectations. Following are some of the critical parameters for
analysing first-hand information from clients:

Client's
Decision- Client's Vision
Making and

Process

Project
Challenges or .
Requirements
Concerns
e and Scope
N
v, \
b )
A
v S i e
Personal or e Budget and
Cultural et Financial
Preferences S Considerations

Timeline and
Deadlines

Fig. 4.2.1: Critical Parameters for Analysing First-Hand Information from Clients

1. Client's Vision and Expectations: Understanding the client's overall vision for the project
is essential. This includes their aesthetic preferences, desired functionality, and budget
constraints.

o Example: If a client in is looking for a "modern yet traditional" home, the Assistant
Project Manager must understand how they define these terms, whether it’s through
minimalist design with traditional Indian elements like wooden carvings or open
spaces with contemporary furniture.




Assistant Project Manager (Interior Design)

Sample Client Questionnaire: Understanding Client Vision and Expectations
1. Project Overview

e What type of space are you designing? (Home / Office / Retail / Hospitality /
Other)

e Whatis the intended use of the space?
2. Design Preferences

e How would you describe your preferred style? (e.g., Modern, Traditional,
Minimalist, Industrial, Fusion)

e Are there any specific color palettes you prefer or want to avoid?

e Do you have inspiration images or reference materials to share?
3. Functional Requirements

e What are your key functional needs from the space?

e Are there any specific features or furniture that must be included?
4. Budget and Timeline

e What is your estimated budget for the project?

e What is your expected timeline for completion?
5. Lifestyle and Usage

e How many people will regularly use the space?

e Do you have any pets, children, or special accessibility needs to consider?
6. Material and Finish Preferences

e Do you have preferences for flooring, fabrics, or wall finishes?

e Are you open to using sustainable or eco-friendly materials?
7. Cultural or Personal Touches

e Would you like to incorporate any cultural, regional, or religious elements in
the design?

8. Communication
e How often would you prefer project updates?

e What is your preferred mode of communication? (Email / WhatsApp / Phone
/ In-person)
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2. Project Requirements and Scope: It's important to clearly define the scope of the project
— what the client wants to achieve and what they expect from the design team.

o Example: A client may request a "sustainable design" but needs clarification on what
aspects are most important to them. Do they prioritize eco-friendly materials, energy-
efficient appliances, or green building certifications like LEED? Gathering this
information ensures the right solutions are presented.

3. Budget and Financial Considerations: Understanding the client’s budget limitations is key
to proposing feasible design options.

o Example: A client may have a limited budget for a commercial office space.
Understanding their financial constraints allows the project manager to suggest cost-
effective design options that still meet their functional and aesthetic needs.

4. Timeline and Deadlines: Knowing the client’s timeline for project completion helps in
planning and managing expectations.

o Example: A retail store wants to open by Diwali. Understanding this deadline allows
the project manager to prioritize tasks like procurement, design approval, and
installation, ensuring the store is ready on time.

5. Personal or Cultural Preferences: Understanding personal preferences or cultural
influences helps in creating a space that resonates with the client.

o Example: A client may prefer traditional design elements like rich woodwork,
handloom fabrics, and specific color palettes that reflect local culture. This input must
be carefully analyzed and incorporated into the design.

6. Challenges or Concerns: Addressing any concerns or challenges the client mentions is
critical to maintaining a positive relationship. This could include issues like space
constraints, material preferences, or prior negative experiences.

o Example: A client may be concerned about moisture resistance in materials due to
the humid climate. Understanding this issue allows the designer to suggest
appropriate materials like waterproof flooring or mould-resistant paints.

7. Client's Decision-Making Process: Understanding how the client makes decisions (e.g.,
involving multiple stakeholders, preferences for approvals, or deadlines) is key to
managing expectations and timelines.

o Example: If a client requires approvals from multiple departments for office design,
knowing this beforehand helps manage timelines effectively and ensures that the
project progresses smoothly without delays.

By analysing these parameters, you as an Assistant Project Manager can align the interior
design process with the client’s exact needs and expectations. This leads to a more
personalised approach, improves communication, and increases client satisfaction, ensuring
a successful project outcome.
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— 4.2.2 Importance of Identifying the Purpose and Objectives —
of the Presentation

Identifying the purpose and objectives of a presentation is crucial as it sets a clear direction
and ensures the content is aligned with the intended outcome. It is essential for guiding the
flow of content, engaging the audience, and achieving the desired outcome efficiently.
Following are the key benefits:

Measurable
Success
Audience ) . Effective
Provides metrics to . .
Engagement evaluate the Communication
Captivates and presentation's impact. Delivers the message
maintains the clearly and persuasively.

audience’s interest.

Time

Focus and Clarity Management

Optimizes the use of
time for maximum
effectiveness.

Ensures the message is
sharp and easily
understood.

VeV

Fig. 4.2.2: Key Benefits of Identifying the Purpose and Objectives of the Presentation

1. Focus and Clarity: Defining the purpose helps keep the presentation focused, ensuring
that all content is relevant and directed towards achieving the desired result. It prevents

unnecessary information from being included, making the presentation concise and to the
point.

2. Audience Engagement: Understanding the objectives allows the presenter to tailor the
message to the audience’s needs, making the presentation more engaging and impactful.
It helps in addressing specific concerns or providing the information the audience values
most.

3. Measurable Success: Having clear objectives helps measure the success of the
presentation. Whether the goal is to inform, persuade, or seek approval, setting objectives
enables the presenter to assess whether the desired outcome has been achieved.

4. Effective Communication: A well-defined purpose and set objectives ensure that the
presenter communicates the right messages effectively. It aligns the tone, content, and
structure to the desired result, leading to more coherent and persuasive communication.

5. Time Management: Identifying the objectives helps in organizing the presentation within
the available time. It ensures that the most important points are covered without
overwhelming the audience with unnecessary details.
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— Activity: Preparing a Client Presentation Highlighting Key ——
Project Execution Parameters

Task to be Performed:

Prepare a professional presentation that highlights the key project execution parameters
for the client’s interior design project.

The presentation should cover the following key areas:

o Design Concept: Overview of the design style, layout, materials, and finishes
proposed for the project.

o Timeline: Present the project phases, key milestones, and estimated completion time.

o Budget: Provide a breakdown of the budget, including costs for design, materials,
labor, and any contingency allowances.

o Resource Allocation: Identify the team, contractors, and suppliers involved,
specifying roles and responsibilities.

o Risk Management: Outline potential risks (e.g., delays, budget overruns) and
strategies for mitigating them.

Materials Required:

Presentation software (e.g., PowerPoint, Google Slides)

Design visuals (mood boards, sketches, renderings)

Timeline charts (Gantt charts or project timelines)

Budget breakdown (tables or pie charts)

Resource allocation chart (team roles, contractors, and suppliers)
Client project brief (containing specific requirements and preferences)
Anticipated questions list (to prepare for client queries and concerns)
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UNIT 4.3: Documentation Practices and Communication
Skills

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Identify all the documentation formalities for record-keeping client inputs and
requirements.

Identify the importance of managing notes in an efficient manner.
Explain effective notes keeping technique.

Describe the various communication channels for effective communication with others.

vk W

Identify suitable skills to communicate efficiently with external agencies.

— 4.3.1 Documentation Formalities for Record-Keeping

Documentation formalities for record-keeping client inputs and requirements refers to the
organized process of collecting, storing, and managing all relevant information provided by
the client throughout the duration of a project. This process ensures that all client feedback,
preferences, and requirements are properly recorded and tracked. Its purpose is to have clear,
accurate, and accessible records that can be referred to at any stage of the project for
clarification, decision-making, or future reference.

The documentation formalities for record-keeping client inputs and requirements are:

e C(Client Profile: Collect and maintain essential client details such as name, contact
information, preferred communication methods, and any special preferences.

e Project Brief: Document the client’s initial project description, including their design goals,
style preferences, functional requirements, and expectations for the final outcome.

e Client Requirements Document: Clearly record all specific client requirements related to
the project, such as budget, timeline, and any unique specifications (e.g., materials,
sustainability goals).

e Meeting Notes: Document the outcomes of each meeting with the client, including
discussions, decisions, feedback, and any action items or follow-ups.

e Design Approval Documents: Record the approval of design concepts, sketches, layouts,
and any revisions. This ensures that the client’s preferences are properly documented and
agreed upon.

e Communication Logs: Maintain a detailed log of all communications with the client
(emails, phone calls, and messages), ensuring that any verbal agreements or informal
requests are captured.

e Change Requests: Keep a record of any changes or modifications requested by the client
during the project. This includes any adjustments to design, scope, timeline, or budget,
along with the client’s approval.

e Budget and Cost Estimates: Document all financial discussions, estimates, and final
approvals. Include a breakdown of materials, labor, and additional costs to ensure
alignment with the client’s budget.
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e Timeline and Milestone Documents: Record the project timeline, key milestones, and
deadlines. Document any adjustments to the schedule based on client feedback or project
changes.

e Client Sign-offs: Maintain records of formal sign-offs from the client at each stage of the
project, including design approvals, final selection of materials, and final acceptance of
deliverables.

e Contracts and Agreements: Store all signed contracts, terms of agreement, payment
schedules, and any legal documents that outline the project’s terms and conditions.

e Risk Management Records: Document any potential risks identified during the project
and any client-approved risk mitigation strategies or contingency plans.

e C(Client Feedback and Satisfaction Surveys: Record any client feedback or survey responses
regarding the project’s progress, design, or overall experience, ensuring any concerns are
addressed.

e Post-Project Review and Handover Documentation: Keep records of the final review with
the client, including final approvals and project handover. Include any maintenance or
warranty information provided.

e Final Payment and Invoice Records: Document all payment transactions, including final
invoices, receipts, and any outstanding payments, to ensure clear financial records are
kept.

By maintaining these documentation formalities, you can ensure smooth project execution,
proper management of client requirements, and effective communication. These records also
provide protection in case of disputes or future reference.

— 4.3.2 Managing Notes Efficiently

Managing notes in an efficient manner is essential for ensuring smooth project execution,
especially in roles like Assistant Project Manager (Interior Design). It helps in keeping all
relevant information organized, improves communication, and ensures accountability. Proper
note management reduces errors, saves time, and ensures that all decisions and actions are
clearly documented for easy reference throughout the project lifecycle.

1. Accurate Record-Keeping: Efficiently managed notes ensure that important information,
decisions, and action items are accurately recorded. This prevents misunderstandings and
ensures that all team members are aligned with the client’s requirements and project
goals.

2. Easy Access to Information: When notes are organized and managed well, they can be
easily accessed when needed. This is crucial for referencing past discussions, reviewing
project changes, or verifying decisions made in meetings.

3. Improved Productivity: Well-maintained notes allow quick retrieval of key information,
saving time and effort that would otherwise be spent searching for documents or
clarifying past conversations. This increases productivity and minimizes delays.

4. Clear Communication: Properly managed notes ensure that communication is clear,
especially when multiple team members or stakeholders are involved. They can be
referred to during meetings or when updates are needed, helping to avoid repeated
discussions.
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5. Tracking Progress and Accountability: Notes help track the progression of decisions,
client feedback, and tasks. It becomes easier to hold team members accountable for their
responsibilities and ensures that deadlines and deliverables are met.

6. Legal and Compliance Protection: Well-organized notes can serve as a reference in case
of disputes, clarifying what was agreed upon or discussed. This provides protection for
both the business and the client.

7. Efficient Follow-up: With efficient notes, it's easy to remember follow-up actions and
tasks, making sure that nothing important is overlooked, and that deadlines are met.

Notes-Keeping Technique

Notes-Keeping Techniques refer to the overall system of recording, organizing, and managing
notes in an effective and structured manner, ensuring that information is easily accessible,
accurate, and actionable. Effective notes-keeping is crucial for managing client requirements
and project details efficiently. Following are some techniques to maintain organized, accurate,
and accessible notes:

Color Coding Categorisation Cloud Storage

Using colors to Grouping Online services for
differentiate and information into storing and
prioritize defined categories accessing files
information. for clarity. remotely.

Digital Tools Clear Review and
Software Language Revise

applications that
enhance productivity
and efficiency.

Ensuring The process of
communication is evaluating and

straightforward and improving content.
understandable.

Fig. 4.3.1: Notes-Keeping Technique

1. Structured Templates: Use structured templates for meeting notes, which include
sections such as date, attendees, agenda items, discussion points, action items, and
follow-up tasks. This ensures that important details are captured consistently.

2. Digital Tools: Utilize digital note-taking tools like OneNote, Evernote, or Google Docs to
organize, store, and access notes. These tools allow for easy editing, searching, and
sharing of notes with team members or clients.

3. Color Coding and Highlighting: To make important information stand out, use color

coding or highlight key points, action items, or deadlines. This makes it easier to quickly
locate and prioritize tasks.




4. Clear and Concise Language: Write notes in clear, concise language to avoid ambiguity.
Avoid unnecessary jargon and focus on the key points, decisions, and action items to
ensure clarity and quick understanding.

5. Categorization: Organize your notes into categories based on project phases (e.g., design,
budget, client meetings) or client segments. This helps keep the notes organized and
makes it easier to refer to them at a later stage.

6. Review and Revise: Regularly review and update your notes after meetings. This ensures
that all information is accurate and up to date. If changes occur, promptly make the
necessary revisions.

7. Cloud Storage: Store notes in cloud-based storage to ensure easy access and backup. This
helps maintain records even if your local device is lost or damaged, providing a secure and
reliable backup system.

By using these techniques, notes can be kept organized, accessible, and effective for managing
project tasks, client feedback, and important decisions, contributing to successful project
execution.

— Hands-On Exercise: Demonstrating Effective Notes-Keeping ——
Technique

As the Assistant Project Manager (Interior Design), you are attending a meeting with a
potential client, Priya Sharma, for her residential project. During the meeting, you will need
to take structured, organized notes that will help you recall and reference important details
in future interactions, keep the project on track, and ensure clear communication with your
team and the client.

Tasks to be performed:
e Design a template for meeting notes that includes:
o Date and time
o Participants
o Agendaitems
o Discussion points
o Action items and deadlines
o Client feedback or decisions
o Follow-up tasks
o Fill out the template during the meeting, ensuring all key points are covered and recorded.

e After the meeting, sort notes into relevant categories such as Design, Budget, Timeline,
etc.

e Identify action items and deadlines from the notes.
e Use color coding or bold text to make them stand out.
e At the end of each meeting or weekly, review the notes.

o Update with new tasks, deadlines, and developments.
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e Ensure action items are assigned and followed up on.

e Store notes in digital tools like OneNote, Evernote, or Google Docs for easy access.
e Keep the notes organized by client or project.

e Backup all digital notes using cloud storage (e.g., Google Drive, Dropbox).

e If using paper notes, scan them and save the digital copies.

e After each meeting, summarize the key points and action items.

e Share notes with stakeholders via email or project management tools.

Materials Required:

e Meeting Notes Template (Digital or Printed)

¢ Digital Tools (e.g., OneNote, Google Docs, Evernote)

e Cloud Storage (Google Drive, Dropbox)

e Email or Project Management System (for sharing notes)
e Markers or Highlighters (for color-coding action items)

— 4.3.3 Communication Channels for Effective Communication ——

Effective communication relies on using appropriate channels to ensure that messages are
transmitted clearly and efficiently. Following are some of the key communication channels:

1. Face-to-Face Communication: It includes direct, in-person interaction between
individuals. It helps in building trust, allows non-verbal cues (body language, facial
expressions), and facilitates immediate feedback.

o Use Case: Important discussions, meetings, or when sensitive topics are involved.

2. Phone Calls: It is a channel for verbal communication over the phone or mobile devices.
It is helpful for quick decisions or clarifications when in-person meetings aren't possible.

o Use Case: Urgent matters, client follow-ups, or quick updates.
3. Emails: It is channel for electronic written communication. It provides a formal,
documented record, allows for detailed information, and can be sent across time zones.

o Use Case: Formal communication, sharing documents, or when a record of
communication is needed.

4. Instant Messaging (Chat Apps): It is a channel for real-time written communication using
tools like WhatsApp, Slack, or Microsoft Teams. It is fast, efficient, and informal, good for
quick updates and team coordination.

o Use Case: Casual conversations, project updates, quick questions, or urgent matters
that don't require a phone call.

5. Video Conferencing: It is a real-time video communication channel using platforms like
Zoom, Skype, or Google Meet. It includes face-to-face interaction with the convenience
of remote communication, allows for screen sharing and visual collaboration.

o Use Case: Remote team meetings, client presentations, or discussions involving visual
aids or design work.
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6. Social Media: Platforms like Facebook, LinkedIn, Twitter, and Instagram used for public
or semi-public communication. It has its own advantages such as broad reach, useful for
marketing, customer engagement, and brand building.

o Use Case: Client engagement, or marketing, online workshop.

7. Internal Communication Tools: Platforms specifically designed for team communication,
such as intranets, project management tools (e.g., Asana, Trello), or collaborative spaces.
It advantages are centralized communication, easy sharing of resources, and task tracking.

o Use Case: Team collaboration, project tracking, or internal updates.

8. Reports and Documents: It is also a channel for formal written communication in the form
of reports, memos, or documents. It is a structured, detailed, and permanent records of
information, decisions, and discussions.

o Use Case: Providing detailed information, formal approvals, or maintaining legal
records.

9. Public Speaking and Presentations: It includes direct communication with a large
audience, often in a formal setting. It engages the audience, allows for persuasive
communication, and provides visual and verbal clarity.

o Use Case: Conferences, seminars, and client or team presentations.

The choice of communication channel depends on factors like urgency, formality, personal
preference, and the type of message being communicated. Using the appropriate channel
ensures effective communication, reduces misunderstandings, and increases the overall
productivity of the team.

— Role Play Exercise: Communicating Efficiently with External ——
Agencies

You, as the Assistant Project Manager (Interior Design), need to communicate with an external
contractor (played by a colleague or facilitator) regarding a delay in delivering the materials
needed for a client’s project. The client has raised concerns about the delay, and it's your
responsibility to resolve the issue efficiently while maintaining a positive relationship with the
external agency.

Instructions for Role Play:
1. Preparation:

o Participant 1: Assistant Project Manager: Review the project status, the materials
that are delayed, and any information about the client’s concerns.

o Participant 2: Contractor (External Agency): You are the contractor responsible for
supplying materials but are facing delays due to an unforeseen issue (e.g., supply
chain issues, logistical problems).

2. Role-Play Setup:
o Time: 10 minutes

o Objective for the Assistant Project Manager: Communicate with the contractor about
the delay, express urgency, and discuss solutions.

o Objective for the Contractor: Listen to the concerns, provide clarity on the delay, and
work with the Assistant Project Manager to find a solution.
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3. Role Play Steps:
o Step 1: Opening the Conversation

* Assistant Project Manager: Start with a polite greeting and introduce the issue.
For example:

=  “Hello [Contractor's Name], this is [Your Name] from [Company Name]. | hope
you are doing well. | wanted to discuss the delivery of the materials for the
[Client's Name] project. There seems to be a delay, and the client has
expressed concern about the project timeline.”
o Step 2: Active Listening and Understanding the Issue
= Contractor: Respond with the reason for the delay, providing details.
=  “Yes, we’'ve encountered an issue with one of our suppliers, which has caused
the delay. We expect to have everything resolved within the next few days.”
* Assistant Project Manager: Listen attentively, then summarize the situation to
show you understand.

=  “] understand that there was an issue with the supplier. Could you clarify
when the materials are expected to arrive now?”

o Step 3: Expressing Urgency and Concerns

* Assistant Project Manager: Clearly communicate the urgency of the situation and
the client’s concerns without being confrontational.

=  “Our client is keen on sticking to the original timeline. | would like to know
how we can address this delay to ensure the project continues smoothly. We
may need to expedite delivery or find an alternative solution.”

o Step 4: Problem-Solving and Suggesting Solutions

»= Contractor: Suggest a possible solution or discuss what can be done to minimize
the impact.

=  “We can prioritize the delivery of the materials for your project and get them
to you within the next 48 hours. Alternatively, | can arrange for partial
deliveries if that helps.”

o Step 5: Confirmation and Agreement on Next Steps
* Assistant Project Manager: Confirm the solution and clarify next steps.

*  “Thank you for prioritizing our project. Please confirm the exact delivery date
and send me a revised timeline. | will keep the client informed. Ill also review
the project schedule to see if we can adjust some of the other phases to
mitigate the impact of the delay.”

o Step 6: Closing the Conversation

= Assistant Project Manager: Close the conversation on a positive note, thanking
the contractor for their cooperation.

= “| appreciate your quick response and efforts to resolve this. Let’s stay in close
contact, and please don’t hesitate to reach out if you need anything from our
side.”
Materials Required:
¢ Client Project Brief (Pre-provided, for reference)
e Communication Tools: Phone, email, or a project management tool (if needed)
¢ Role Play Setup: Assigned roles (Assistant Project Manager and Contractor)
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— Summary £

Advanced planning ensures that meetings have a clear agenda, proper time allocation,
and required materials prepared. This increases the efficiency and productivity of the
meeting, making it more focused and productive.

Proper planning and organization are critical when arranging client meetings. This includes
defining the meeting’s purpose, setting a convenient time and venue, preparing relevant
materials, and ensuring all necessary participants are available.

The nature of the meeting, agenda, client requirements, and appropriate time and
location are essential factors in organizing successful meetings. These parameters ensure
the meeting stays on track and meets client expectations.

Understanding client preferences, budget constraints, and timeline needs helps in
accurately interpreting their requirements. Analyzing layouts, blueprints, and product
preferences also helps align the design with client needs.

Presentations must focus on the project’s design, timeline, budget, and resource
allocation. The presentation should be clear, with a well-defined purpose, to ensure
successful client deliberations and decisions.

Defining the purpose and objectives of a presentation ensures that the message is clear
and relevant to the audience. It helps in keeping the content focused and increases
audience engagement.

Maintaining accurate records of client feedback, meeting notes, design approvals, and
changes is vital for keeping the project aligned with the client’s requirements and
expectations.

Proper note management ensures that information is organized, easily accessible, and
actionable. Efficient notes help track progress, follow up on action items, and maintain
clear communication within the project team.

Various communication channels like face-to-face meetings, phone calls, emails, and
video conferences are essential for effective communication with clients and external
agencies. The choice of channel depends on urgency, formality, and the message to be
conveyed.

Communicating efficiently with external agencies requires clarity, professionalism, and
problem-solving skills to address issues and ensure project continuity.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. What is the primary benefit of advanced planning for meetings?
a. Reduces the need for a meeting agenda
b. Increases the likelihood of an unorganized meeting
c. Ensures the meeting stays focused, organized, and productive
d. Reduces the time spent on project execution

2. What is the first step in arranging a client meeting?
a. Prepare materials and presentations
b. Define the purpose and goals of the meeting
c. Send the meeting agenda
d. Schedule the meeting time and location

3. Which communication channel is most appropriate for quick updates and informal
conversations?

a. Phonecall

b. Face-to-face meetings

c. Instant messaging (chat apps)
d. Email

4. What should be included in a client project brief?
a. Personal preferences of the client only
b. The client’s design goals, style preferences, and functional requirements
c. Project team responsibilities and daily tasks
d. Detailed supplier contracts and agreements

5. Why is it essential to identify the purpose and objectives of a presentation?
a. To allow for flexibility during the presentation
b. To ensure the presentation is relevant, structured, and addresses key points
c. To avoid feedback from the client
d. To overwhelm the audience with information




— Hands-On Exercise

Analysing and Interpreting Client Requirements Based on Layouts, Blueprints, and
Product Types

You are an Assistant Project Manager in an interior design firm. You've received the project
brief for a residential home renovation in Bangalore. The client has provided a layout and
blueprint of the current space, as well as their preferences for products and materials.

Your task is to interpret the client’s requirements based on these documents and prepare a
draft proposal for the renovation. The goal is to ensure the proposed design aligns with the
client's vision and functional needs.

1. Review the Client’s Brief and Layout/Blueprint: Understand the client's vision,
preferences, and key project requirements from the brief, and analyze the
layout/blueprint provided.

2. Interpret Layout and Blueprint: Identify how the design can be adjusted based on the
current layout and how it can align with the client’s functional and aesthetic needs.

3. Analyze Product Types and Materials: Select appropriate materials and products (e.g.,
flooring, furniture) based on the client's preferences, project type, and budget.

4. Assess Functional Requirements: Ensure the design optimizes space and meets the
client's functional needs (e.g., storage, comfort).

5. Create a Draft Proposal: Prepare a proposal with the design recommendations, including
layout changes, product selections, materials, budget estimates, and timelines.

6. Present the Proposal: Present your draft proposal, explaining how each aspect addresses
the client’s needs.

7. Revise Based on Feedback: Gather feedback and make necessary revisions to the
proposal.

Materials Needed:

e Client Project Brief (Sample brief with client requirements, preferences, and budget).

¢ Blueprint/Layout (A sample layout or floor plan of the residential space).

e Product and Material Catalog (Samples or references for flooring, furniture, lighting, etc.).

e Design Software or Paper for sketching (optional for creating proposals or layout
adjustments).
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— Notes

Scan the QR codes or click on the link to watch the related videos

5 Ways to Encourage Attention to Detail
https://www.youtube.com/watch?v=2KoYTFej8AM

How to Make the Perfect Interior Design Presentation

https://www.youtube.com/watch?v=4rdkWSObkNA

Tips on Improving Communication Skills

https://www.youtube.com/watch?v=X3Fz_Gu5WUE&t=56s

™ Tk 52 o
" EEERATOR

How to Take Notes for Work
https://www.youtube.com/watch?v=TOghJdHLITc
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1. Explain the correlation between client requirement and worksite conditions for project
execution.

2. Analyse and identify client requirements regarding design, material, style, furniture,
utilities, services quality standards, etc.

3. lIdentify different types of project themes and styles along with their design
considerations.

4. Identify the parameters of a worksite for identifying the scope of work in the form of a
checklist based on client requirement.

5. Explain the importance of effective recce and conducting a regular site survey for ensuring
built-out quality standards with client POCs and internal Interior Design/Installation
teams.

6. Explain the different steps involved in preparing and timely submission of the recce report
to the supervisors.

Examine the recce report based on measurements and survey data collected
Define the Final Scope of Work (FSOW) and its role in project execution.

9. Identify the difference between Tentative Scope of Work (TSOW) and Final Scope of Work
(FSOW) and prepare FSOW based on suggestions and modifications on Tentative Scope of
Work (TSOW).
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UNIT 5.1: Client Requirements and Worksite Analysis

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the correlation between client requirement and worksite conditions for project
execution.

2. Analyse and identify client requirements regarding design, material, style, furniture,
utilities, services quality standards, etc.

3. lIdentify different types of project themes and styles along with their design
considerations.

4. I|dentify the parameters of a worksite for identifying the scope of work in the form of a
checklist based on client requirement.

— 5.1.1 Correlating Client Requirements and Worksite
Conditions

What do we mean by "Correlation Between Client Requirement and Worksite Conditions for
Project Execution"? In simple terms, correlation here means how client expectations (what
they want) and the actual site conditions (what is possible) are connected and influence
each other.

Client Requirements include the client’s expectations such as:
e Design style (modern, traditional, etc.)

e Material preferences (eco-friendly, premium, etc.)

e Functional needs (meeting rooms, workstations, utilities)
e Timeline and budget

e Branding or aesthetics

Worksite Conditions are the realities and limitations of the project site, such as:
e Size, layout, and structure of the space

e Access to the site (floor level, lift usage, loading areas)

e Working hours and society/building rules

e Existing electrical, plumbing, or structural setup

e Safety norms and legal compliance

The Correlation Between Client Requirement and Worksite Conditions refers to how client
requirements have to be adjusted, modified, or adapted based on site conditions. Also, how
worksite challenges must be solved creatively without compromising the client's vision.




Example:

e Ifthe client wants a false ceiling with concealed lighting, but the ceiling height is too low,
you’ll need to suggest an alternative lighting design that gives a similar effect without
reducing headroom.

e If the client wants heavy marble flooring, but the building has load restrictions, then you
may need to propose lighter tiles with a marble finish.

This correlation is important for a Project Manager. He/she must:

e Understand both the design brief and site conditions thoroughly

e |dentify possible mismatches early on

e Find practical solutions that satisfy the client while working within constraints
e Communicate clearly with both clients and vendors

Let us understand with the help of a case study.
Case Study: Corporate Office Interior Project
Background:

A growing IT start-up, leased a 4,000 sq. ft. space in a commercial complex. They approached
an interior design firm to execute a full office setup. The client's vision was to create a modern,
collaborative workspace that reflected their brand identity and accommodated 40 employees,
a reception area, conference room, and breakout zones. The timeline was 3 months, and the
project had to align with their business expansion plans.

Correlation between Client Requirement and Worksite Conditions for Project Execution

Client Requirements:

e Open workstations with ergonomic furniture

e A glass-partitioned conference room with AV setup
e Creative breakout areas for employees

e Energy-efficient lighting and centralized AC

e Branding elements in wall graphics and colours

e Completion before their funding round presentation

Worksite Conditions:

e The office was on the 7th floor; material delivery was dependent on lift timings
e Work was allowed only between 8 AM to 8 PM by the building management

e Limited parking/loading area for material handling

e Existing electrical and networking layout needed upgrading

e Fire safety norms required reworking ceiling design
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Analysis:

While the client expected fast execution with premium design, the actual worksite conditions
demanded additional planning. For instance, installation of glass partitions was delayed due
to lift unavailability. The ceiling design had to be revised to ensure compliance with fire norms.
The site had to be vacated during weekends for building maintenance. Hence, the project
manager coordinated closely with the building’s facility team, staggered deliveries, and hired
night-shift labour (for off-site prefabrication) to stay on track.

This clearly shows how worksite realities impact design and execution. Being aware of these
early in the project helped balance expectations and delivery timelines.

Analysis and Identification of Client Requirements

Through client meetings and requirement mapping, the following points were noted:

Aspect Client Requirement ‘

Design Modern, open-plan layout with warm lighting and dynamic colours

Material Acoustic panels, modular desks, anti-skid flooring, tempered glass

Style Minimalistic but brand-aligned (use of company colours, sleek
design)

Furniture Height-adjustable desks, ergonomic chairs, foldable conference
tables

Utilities Central AC integration, advanced networking system, UPS setup

Service On-time delivery, safety compliance, no disruption to other offices in

Standards the building

Table 5.1.1: Analysis and Identification of Client Requirements

Project Manager’s Strategy:

e Created a detailed layout plan with 3D renders for client approval

e Consulted building norms and ensured early permissions for structural changes

e Worked with vendors to ensure timely delivery of branded, ergonomic furniture

e Broke down execution into phases: civil, electrical, ceiling, furniture, branding

e Shared weekly progress reports and resolved design conflicts through quick reviews

In commercial interior projects, the alignment between client expectations and on-site
limitations is crucial. The Assistant Project Manager must act as a bridge between the two —
translating client needs into feasible actions while keeping safety, cost, and time in check.
The TechNova case shows how clear planning, stakeholder coordination, and adaptive
project execution can lead to a successful interior transformation.
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— 5.1.2 Project Themes and Styles in Interior Design

In interior design, the project theme or style sets the overall tone and direction for the entire
space. It reflects the client’s personality, brand identity, or cultural preference. For an
Assistant Project Manager, understanding these themes and styles is crucial to translating the
client’s vision into actionable plans and coordinating the design and execution process
effectively. This chapter outlines common types of interior design styles and the specific
design considerations associated with each.

Modern Style

Modern style is characterised by simplicity, clean lines, and a functional approach to space
utilisation. It focuses on minimalism and avoids unnecessary decoration.

Design Considerations:

e Use of neutral colours such as white, grey, or beige

e Modular furniture with straight lines and sleek surfaces
e Minimalistic decor with emphasis on open spaces

e Use of materials like glass, metal, and laminates

e Hidden storage and built-in lighting solutions

e Smooth surfaces and easy-to-clean finishes

Fig. 5.1.1: Modern Style
Applications:

Corporate offices, urban apartments, retail stores
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Contemporary Style

Contemporary style is dynamic and evolves with current trends. It blends comfort with
sophistication and often overlaps with modern design elements.

Design Considerations:

Mix of textures and soft, curved lines

Neutral colour palettes with occasional bold accents
Use of eco-friendly and sustainable materials
Empbhasis on lighting, especially natural lighting

Flexible and multifunctional furniture layouts
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Fig. 5.1.2: Contemporary Style

Applications:

IT offices, collaborative workspaces, residential interiors

Traditional Indian Style

This style draws inspiration from Indian art, heritage, and culture. It focuses on detailed
craftsmanship and rich materials.

Design Considerations:

Use of natural materials such as wood, brass, and stone
Intricate carvings, jali work, and handmade textiles

Rich colour schemes including maroon, gold, and earthy tones
Traditional furniture with heavy wood and classic silhouettes
Ethnic motifs, wall murals, or artwork rooted in Indian tradition
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Fig. 5.1.3: Traditional Style
Applications:
Heritage hotels, cultural centres, residential homes
Industrial Style
Overview:

Inspired by factories and warehouses, industrial style embraces raw and unfinished elements.
It is utilitarian and bold in appearance.

Design Considerations:

e Exposed brick walls, ductwork, and pipes

e Use of concrete, iron, steel, and reclaimed wood

e Open ceilings and visible structural elements

e Neutral colour tones like grey, black, and brown

e  Minimal partitions to maintain openness

e Special attention to acoustic treatment in large open areas
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Fig. 5.1.4: Industrial Style
Applications:
Co-working spaces, studios, creative agency offices, cafés
Minimalist Style

Minimalist style emphasizes simplicity and functionality. The mantra is “less is more,” with the
aim of creating calm and clutter-free spaces.

Design Considerations:

e Monochromatic colour schemes

e Simple and unadorned furniture

e Bare walls with minimal art or decor

e Efficient storage solutions to keep surfaces clear
e Focus on quality over quantity in materials
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Fig. 5.1.5: Minimalist Style
Applications:
Start-up offices, private workspaces, budget-conscious projects
Rustic or Natural Style

Rustic style incorporates natural, organic elements and aims to bring the outdoors inside. It
offers a warm and cozy ambience.

Design Considerations:

e Use of raw or lightly treated wood, stone, bhamboo

e Earthy colour palettes with greens, browns, and greys
e Handcrafted decor items and furniture

e Natural ventilation and daylight use

e Non-glossy surfaces and texture-rich finishes
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Fig. 5.1.6: Rustic or Natural Style
Applications:
Eco-retreats, resorts, wellness centres

Each interior design style comes with its unique set of aesthetics, materials, and functional
requirements. As an Assistant Project Manager, it is important to not only understand these
styles but also be able to assess whether they are suitable for a particular project type and
client expectation. Careful consideration of materials, lighting, furniture, utility planning, and
compliance requirements is essential during the execution phase. A clear understanding of
project themes helps ensure that the design intent is preserved while meeting practical and
commercial needs of the space.
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— 5.1.3 Worksite Parameters and Identifying Scope of Work ——

The given sample checklist can be used during the initial site visit and pre-project planning
stage. It helps in creating a realistic scope of work and anticipating any execution challenges
early in the project.

Sample Worksite Parameters Checklist for Identifying Scope of Work
1. Site Accessibility

[1 Is the site easily accessible by road?

[ Are there time restrictions for delivery and loading/unloading?
[ Is lift access available for materials and labour movement?

[1  Are there parking provisions for contractor teams and vendors?

2. Site Dimensions and Layout

[l Are accurate floor plans and measurements available?
[l Are there any irregular shapes or awkward corners?

[ Are ceiling heights consistent or variable?

[1 Are beams, columns, or structural projections present?

3. Existing Civil Condition

[1 Is the site a bare shell, semi-furnished, or already fitted out?
[1 Is demolition or dismantling of existing structures required?
[1 Are there damp patches, wall cracks, or flooring issues?

[1 Are windows, doors, or partitions already installed?

4. Electrical and Lighting Systems

[1 Are existing electrical points marked and functional?

[1 Isthere a main distribution board (MDB)?

[1 Is re-wiring or additional load required?

[1  Are lighting fixtures pre-installed or to be newly planned?

5. Plumbing and Drainage

[l Are plumbing lines and drain outlets available?
[1  Are kitchen, pantry, or toilet areas pre-defined?
[ Isthere adequate water supply and drainage system?

6. HVAC and Ventilation

[ Is central or split AC to be installed?
[l Are ducts already in place or need new routing?
[l Is there provision for cross-ventilation and exhaust systems?

7. Structural and Load-Bearing Considerations

[l Are there weight restrictions on flooring (e.g., heavy furniture, stone)?
[l Are structural changes allowed by the building authority?
[1 Is approval required for major installations?
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8. Safety and Compliance

[ Are fire-fighting systems in place (sprinklers, alarms)?
O Are exit routes, stairways, and fire safety zones marked?
[ Is safety signage and site hazard identification needed?

9. IT and Networking Requirements

O Are LAN cabling, server room, or data points required?
[ Is Wi-Fi router placement planned?
[ Is server rack space available and properly ventilated?

10. Acoustics and Soundproofing

L1 Are meeting rooms or cabins to be soundproofed?
{1 Are acoustic ceiling panels or partitions planned?
{1 Are there noise sources (road traffic, machinery) to be addressed?

11. Lighting and Daylight

[ Does the site get sufficient natural light?
{1 Are window coverings (blinds, curtains) required?
[ Are artificial lighting zones defined (ambient/task/accent)?

12. Material Storage and Work Zones

(1 Is temporary storage space available for raw materials?
{1 Are site boundaries and work zones clearly demarcated?
[l Is space available for carpentry, electrical, and civil work?

13. Client-Specific Custom Requirements

[l Are there any branding or colour theme requirements?
[l Are there special utilities or furniture needs?
[l Are there zones for future expansion or modularity?

14. Timeline and Working Hours

[ Are there limitations on working hours (e.g., 9 AM — 6 PM)?
[l Is there a target date for project handover?
[l Are any phases or milestones planned for partial handovers?

Fig. 5.1.7: Sample Worksite Parameters Checklist
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UNIT 5.2: Site Surveys and Recce Activities

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explainthe importance of effective recce and conducting a regular site survey for ensuring
built-out quality standards with client POCs and internal Interior Design/Installation
teams.

2. Explain the different steps involved in preparing and timely submission of the recce report
to the supervisors.

3. Examine the recce report based on measurements and survey data collected

— 5.2.1 Site Surveys/Site Recce

A site recce (short for "site reconnaissance") is a preliminary site visit conducted by a
draughtsperson, architect, designer, or project manager to gather vital firsthand information
about a location before beginning design or construction work. The primary goal of a site recce
is to assess the physical characteristics, conditions, and constraints of the site to ensure the
proposed project can be successfully executed within the given environment. This initial
assessment informs the design process, ensuring that the project aligns with real-world site
conditions and minimizes unexpected challenges.

A site recce is essential in various fields, including architecture, construction, urban planning,
landscaping. It is a practice that grounds theoretical plans in practical reality, ensuring that
the site can physically, legally, and logistically support the planned project.

Importance of Conducting Regular Site Surveys for Ensuring Built-Out Quality Standards

Conducting regular site surveys is essential to ensure that the built-out space meets the
intended design, functionality, and quality standards. It allows for better control over the
execution process, reduces risks, and contributes significantly to timely and successful project
delivery.

Regular site surveys ensure the construction and fit-out activities are progressing as planned
and that the quality of work meets the required standards. For an Assistant Project Manager,
conducting site surveys is not just a routine task—it is a proactive measure to maintain control
over the project’s quality, safety, and efficiency.
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Following are the importance of conducting regular site surveys:

Fig. 5.2.1: Importance of Conducting Regular Site Surveys

1. Progress Monitoring
Regular inspections enable the team to track the progress of work and ensure that each
stage is completed as per the timeline. Any delays or deviations can be addressed
promptly.

2. Compliance with Design and Standards
Site surveys help ensure that construction aligns with the approved design, safety codes,
and industry standards. This reduces the risk of non-compliance and future rectification
work.

3. Early Detection of Errors
On-site issues like incorrect installations, misalignment, or material mismatch can be
quickly identified and corrected before they lead to rework or increased costs. Site surveys
also help in verifying that the workmanship and materials used meet the specifications
laid out in the design and technical drawings. It allows the project manager to spot and
correct quality issues early.

4. Team Coordination
Surveys facilitate smooth coordination between various contractors—civil, electrical,
carpentry, HVAC, etc.—ensuring that their work is synchronized and there are no clashes.

5. Safety and Site Conditions
A site survey helps assess safety practices being followed on-site. It ensures that workers
are operating in a safe environment and that the site is secure for ongoing work.

6. Client Communication and Reporting
Frequent site visits allow project managers to create accurate reports, supported with

photos and site updates, which can be shared with the client to build transparency and
trust.




— 5.2.2 Role of Recce and Site Survey for Project Implementation —

In interior design and fit-out projects, an effective site recce (reconnaissance) and site survey
form the foundation for successful project implementation. They help bridge the gap between
the client’s expectations and the real-world site conditions, ensuring that the project is
technically feasible, cost-efficient, and aligned with design goals.

An effective recce and site survey are not just preliminary steps—they are critical decision-
making tools. They enable the project team to convert design intent into functional,
compliant, and high-quality built spaces. For an Assistant Project Manager, mastering site
surveys ensures better coordination, fewer errors, and on-time project delivery.

The following figure represents the role of recce and site survey for project implementation
1. Understanding Ground Realities

A recce and survey allow the project team to observe:
e Existing site dimensions and layout

e Structural conditions of walls, floors, ceilings

e Availability of services (electricity, plumbing, HVAC)

e Physical constraints (low ceiling height, obstructions)

For Example:

If a client requests a false ceiling with concealed lighting,
but the slab height is low, the survey reveals the limitation
early. The team can then recommend an alternate lighting

solution.

2. Aligning Design with Site Conditions

A detailed survey helps validate whether the proposed design can be executed without major
modifications. It ensures:

e Furniture layout fits as per client usage needs
e Finishes and materials are appropriate for the space

e Circulation, lighting, and airflow are optimized

For Example:

In a corporate office, if the site survey shows lack of natural
ventilation in breakout zones, the design team can plan for
mechanical ventilation or biophilic elements accordingly.
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3. Identifying Risks and Challenges

Recce helps in proactively spotting issues like:
e Damp walls

e Uneven flooring

e Insufficient electrical load

e Restricted access for material delivery

For Example:

If the lift in the building is too small for furniture panels, the
execution team can plan for knock-down modular units
during procurement itself.

4. Accurate Planning and Cost Estimation

A site survey provides measurements and service layouts required for:
e Preparing BOQs (Bill of Quantities)

e Estimating accurate material needs

e Avoiding wastage and rework

For Example:

Incorrect wall measurements may lead to shortage of wall
cladding material. A site-verified measurement prevents
such errors and helps keep the project within budget.

5. Smooth Coordination and Timely Execution

With clear site data, the project manager can:

e Prepare a realistic work schedule

e Sequence tasks (civil, electrical, carpentry) properly

e Assign responsibilities to vendors based on site readiness

For Example:

If the survey shows that electrical conduits are not in place,
the carpentry work can be deferred to avoid damage and
delay.




6. Enhancing Client Confidence

A professional recce followed by documented survey findings improves transparency with the
client. Sharing layout changes, site challenges, and technical inputs builds trust and ensures
smoother approvals.

— 5.2.3 Preparing and Submitting Recce Reports

The recce report (site reconnaissance report) is a crucial document that captures site
conditions, measurements, risks, and technical observations. It provides the foundation for
project planning, layout finalization, budgeting, and execution. Timely and accurate
submission ensures effective communication with supervisors, designers, and clients.

Following are the basic steps involved in preparing and timely submission of the recce report:

Step 1: Step 2: Step 3:

Review the Client Conduct the Site Coordinate with
Brief and Project Recce with Proper Key Stakeholders
Requirements Tools

Step 6: Step 5: Step 4:

Draft the Recce Identify Gaps, Risks, Compile
Report in Standard and Observations and
Format Recommendations Measurements

Step 7: Step 8:

Review and Cross- eSubmit the Report
Check the Report to the Supervisor

on Time

Fig. 5.2.2: Basic steps involved in preparing and timely submission of the recce report
Step 1: Review the Client Brief and Project Requirements

Before beginning the site recce, thoroughly study the client’s brief to understand their
functional, aesthetic, and technical expectations. Review floor plans, design concepts, and any
specific requests such as materials, layout features, or compliance requirements. This
background knowledge helps focus your attention during the visit, ensuring you examine all
areas relevant to the project. Clarifying these requirements in advance also prevents
misunderstandings and enables better planning and communication during the recce with
clients and internal teams.
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Step 2: Conduct the Site Recce with Proper Tools

Visit the site with essential tools such as a measuring tape or laser device, site layout, checklist,
notepad, mobile camera, and PPE if required. Carefully inspect the site layout, room
dimensions, ceiling height, existing civil condition, service points, and access limitations.
Record all relevant data in real-time. Taking accurate measurements and photos is crucial for
later documentation. A proper site recce helps validate whether the proposed design is
feasible and forms the base for planning and execution.

Step 3: Coordinate with Key Stakeholders

During the site recce, ensure clear coordination between the client’s point of contact (POC),
building representatives (if applicable), and internal design or installation teams. Each
stakeholder brings valuable information that influences the project plan. Use this opportunity
to ask technical questions, understand building restrictions, and confirm available service lines
or infrastructure. Facilitating coordination on-site ensures smoother communication,
eliminates confusion, and lays the groundwork for aligned decision-making and collaborative
problem-solving as the project progresses.

Step 4: Compile Observations and Measurements

After examining the site, optimize all data collected into categories—site layout, wall/floor
condition, ceiling height, natural light, HVAC points, electrical load, plumbing lines, and access
routes. Ensure that every measurement is accurate and traceable to a specific zone. Use
sketches, annotated plans, and photo references for better clarity. These observations must
be structured in a way that they can be directly referred to during design reviews, scope
definition, or technical planning. Precision at this stage avoids errors later.

Step 5: Identify Gaps, Risks, and Recommendations

Compare the site conditions with client expectations to identify any mismatches or risks. For
example, a client might want a false ceiling, but slab height limitations may pose challenges.
Highlight such issues clearly, along with suitable alternatives or workarounds. Identifying risks
early—like drainage issues or structural restrictions—helps prevent delays or cost escalations.
Documenting both constraints and recommendations enables the project team to make
informed design adjustments and set client expectations realistically and professionally.

Step 6: Draft the Recce Report in Standard Format

Prepare the recce report using a standard format that is clear, professional, and easy to
interpret. The report should include project details, date, purpose, observations,
measurements, photographs, issues identified, and your recommendations. Organise the
report into sections based on zones or building services. Ensure all technical terms are
accurately used. A well-structured recce report serves as a reference document for all
stakeholders and is often used for project approvals, budgeting, and scheduling discussions.

166




Step 7: Review and Cross-Check the Report

Before submitting, thoroughly review the recce report to verify the accuracy of
measurements, correctness of site observations, and clarity of recommendations. Check for
missing information or contradictory notes. Attach all photos and sketches in the correct
order. If required, share the draft report with senior team members or designers for input. A
review step improves report quality, ensures alignment across departments, and eliminates
avoidable errors, which could lead to miscommunication or design flaws later on.

Step 8: Submit the Report to the Supervisor on Time

Timely submission of the recce report is essential for uninterrupted project planning. Ideally,
the report should be submitted within 24 to 48 hours of the site visit. Submit the final version
via the approved communication channel—email or project management software—and
confirm receipt by the supervisor or project head. Timely reporting builds credibility, supports
smooth workflow, and enables quick decision-making. It also demonstrates your
professionalism and responsibility in managing your role as an Assistant Project Manager.

Here are some practical and professional tips to examine recce reports based on
measurements and survey data, specifically tailored for the Assistant Project Manager
(Interior Design) role. These tips help ensure that the recce report is accurate, actionable, and
aligned with project requirements.

Sample Site Recce Report Template

1. Project Details

Field Description ‘

Project Name ABC Corporate Office Renovation

Client Name ABC Pvt. Ltd.

Site Address 3" Floor, Omega Towers, Sector 62, Noida
Date of Recce 27 March 2025

Conducted By [Your Name], Assistant Project Manager
Client POC Met Mr. Rohan Verma, Admin Manager

Internal Teams Present Interior Designer, MEP Contractor

2. Purpose of Recce

To assess the physical site conditions, take detailed measurements, and evaluate
the feasibility of the client’s requirements before beginning the design and
execution phase.

3. Summary of Client Requirements

e Modern, open-plan office design with 30 workstations
e One boardroom and two meeting rooms

e Reception with branding wall

e Pantry and server room
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e False ceiling with recessed lighting
e Central air conditioning
e Brand colours: Blue and white

4. Site Observations

Area Observation

Overall Layout Approx. 3000 sg. ft. L-shaped floor plate. One load-bearing
column near central zone.

Flooring Existing vitrified tiles in good condition; minor cracking near
entrance.

Walls Drywall partitions exist but need removal as per new layout.

Ceiling Slab height 10 ft. Ducts and sprinklers in place. Feasible for 2x2
grid ceiling.

Natural Light  Good lighting on east-facing side. West side blocked. Additional
lighting required.

Electrical DB available near entrance. Existing wiring to be verified by
electrical team.

HVAC Central duct lines present. Vent relocation needed for new
layout.

Access Service lifts available for materials. Entry allowed between 8:00
AM-8:00 PM.

Plumbing Provision available for pantry and restrooms. No drainage near

server room.

5. Site Photos (Attach separately)

Entry zone and lobby
Existing ceiling ducts
Electrical panel

Area marked for pantry

6. Identified Issues and Constraints

Issue Impact Recommendation ‘
Low slab height near May restrict false ceiling Propose exposed ceiling in
column that section
No drain in server room = Affects AC water outlet Use self-draining tank or

reroute to pantry drain

Limited sunlight on Affects workstation Plan for artificial ambient
west wall lighting lighting




7. Recommendations

e Revise layout to accommodate structural column
e Plan lighting based on natural light availability

e Use modular furniture to optimize space

e Confirm load-bearing capacity for file storage area
e Check for fire safety compliance during demolition

8. Signature and Submission
Field Signature
Prepared By [Name, Signature, Date]

Reviewed By [Senior/Project Manager’s Name]

Note:
e All observations should be validated with drawings.
¢ Measurements to be confirmed during final survey.

Tips to Examine Recce Reports Based on Measurements and Survey Data
1. Cross-Verify All Key Measurements
o Check room dimensions, ceiling heights, wall lengths, and openings against existing
floor plans or CAD drawings. Also verify location of slab edges, columns, structural
beams, pillars (including reversed or recessed ones).

o Validate the alignment of furniture zones, passage widths, and service areas.

o Watch for inconsistent measurements or unusually rounded-off numbers—this may
indicate errors or estimation.

2. Compare Survey Data with Client Requirements

o Ensure the site conditions support the proposed design elements. For example,
confirm that slab height can accommodate a false ceiling or that the server room has
drainage provisions.

o Mark items that require redesign, adjustment, or special coordination.
3. Confirm Service Point Locations
o Check that all electrical DBs, sockets (5 amp, 6 amp, LAN, television, HDMI, etc.),
switches, plumbing lines, and AC ducts are correctly marked with measurements and
photos.

o Include HVAC details—specify the type of system (central, split, cassette,
VRV/VRF), and provision for implementation like duct routing, return air points,
and outdoor unit placements.

o Ensure load capacities, outlet positions, and water inlets match the design intent.
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4. Assess Accessibility and Material Movement Feasibility
o Review access points, staircases, service lifts, door widths, and material drop areas.
o If not suitable, flag it early for modular design or phased delivery planning.
o Fire safety norms must be verified that also includes door widths and passage sizes
that should comply with building code and evacuation guidelines.

(@]
5. Validate Site Conditions Through Photos

o Ensure every key measurement or condition mentioned in the report is supported
with photo documentation.

o Photos should be labeled or numbered and referenced in the report (e.g., “Photo 4 —
electrical conduit entry point”).

6. Identify Risks and Deviations Clearly

o Look for remarks related to dampness, uneven surfaces, structural cracks, or service
conflicts.

o Verify that the report includes recommended solutions or alternatives for such issues.
7. Ensure Consistency and Professional Format

o Confirm that the report follows a logical structure (project overview, area-wise
observations, measurements, photos, challenges, and suggestions).

o Check for missing sections or incomplete data fields.
8. Clarify Doubts Immediately

o If anything is unclear or contradictory (e.g., ceiling height says 3 m but photo shows
duct obstruction), clarify with the person who conducted the recce.

o Schedule a second visit if needed for re-measurement or technical clarification.
9. Check for Budget or Design Impact

o Highlight anything that may impact the cost or scope—such as the need for
demolition, load restrictions, or upgraded materials due to poor site conditions.

10. Use the Report as a Basis for Scope Finalization

o Ensure that the report supports the preparation of the final scope of work, BOQs, and
scheduling.

o It should be detailed enough to allow informed design finalization and vendor
coordination.

11. Verify Approvals and Scope Ownership
o Ensure that any NOC (No Objection Certificate) required from the building authority,
society, or municipal body is identified and documented.

o Check if coordination responsibilities for obtaining approvals are clearly assigned.

o Confirm the Scope of Work (SOW) ownership—identify which parts fall under the client’s
responsibility and which under the executing agencies, to avoid duplication or gaps.
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UNIT 5.3: Defining and Finalizing Scope of Work

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Define the Final Scope of Work (FSOW) and its role in project execution.

2. ldentify the difference between Tentative Scope of Work (TSOW) and Final Scope of Work
(FSOW) and prepare FSOW based on suggestions and modifications on Tentative Scope of
Work (TSOW).

— 5.3.1 Final Scope of Work (FSOW)

The Final Scope of Work (FSOW) is a detailed and agreed-upon document that outlines the
confirmed list of tasks, materials, services, deliverables, and timelines required to complete a
project. It is finalized after site surveys, client consultations, and design approvals, and
becomes the official project execution plan. Following are the key features of FSOW:

ﬁq Detailed and Specific |_|_;,'_,-'_,‘I lllzgﬁl‘;:e and Phasing

Outlines tasks and deliverables in Includes time estimates for
detail scheduling

;? Based on Verified Data % Used for Quality

Assurance

Reflects real site conditions and

requirements Defines standards for quality
checks

_q Official Execution

| EXE Document and Conflicts

ﬁ{}ﬁ Minimizes Scope Creep

Guides project execution and Reduces misunderstandings and
Serves as a contract disputes
(P Supports Costing and m « | Essential for Handover
\/() | Budget Control 5 and Closure

Verifies completion for client

Aids in accurate cost estimation handover

Fig. 5.3.1: Key Features of FSOW

Role of FSOW in Project Execution:

e Guides All Activities: FSOW serves as a reference for all vendors, contractors, and team
members throughout execution.

o Defines Deliverables: It clearly states what will be built, installed, or delivered at each
stage.

e Enables Budget Control: With confirmed quantities and material specifications, FSOW
helps create an accurate cost estimate.




e Supports Time Management: It includes a work schedule, helping project managers track
progress and meet deadlines.

e Prevents Disputes: Since FSOW is agreed upon by all stakeholders, it minimizes
misunderstandings during execution.

e Supports Quality Checks: It includes quality expectations for workmanship, materials, and
design compliance.

Sample Final Scope of Work (FSOW)

Project Title: Interior Fit-Out for ABC Solutions Pvt. Ltd.

Site Location: 5th Floor, Business Park, Andheri East, Mumbai
Project Type: Commercial Office Interior

Client: XYZ Solutions Pvt. Ltd.

Project Manager: [Your Name] — Assistant Project Manager
Date of Finalization: 28 March 2025

1. Objective

To execute the complete interior fit-out work of ABC’s new office space (4,000 sq. ft.),
as per approved design and specifications, ensuring compliance with building norms,
timelines, and quality standards.

2. Scope of Work
A. Civil and Demolition Works

Removal of existing partitions and flooring in designated areas

Leveling of floor surface

Wall preparation and plaster touch-up where required

. Partition and Carpentry Work
e Fabrication and installation of:
o Reception Desk (custom-built)
o Meeting Rooms with glass and gypsum partitions
o Manager Cabins with acoustic panelling
e Open workstations for 40 employees using modular partitions
e Pantry storage units and server room rack
C. Electrical and Data Work
Installation of new electrical points with DB and MCBs

Concealed wiring for workstations, meeting rooms, and pantry
Provision of LAN cabling (Cat-6) for 50 data points
Installation of light fixtures, fans, UPS points

D. False Ceiling

Grid ceiling in work area and meeting rooms (2x2 gypsum tile)

Gypsum ceiling with cove lighting in reception and cabins

Coordination with HVAC and sprinkler layout
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E. Flooring

Carpet tiles in the work area and meeting rooms

Vitrified tiles in reception and pantry zones

Vinyl flooring in server room
. Painting and Finishing

|

e Two coats of putty, primer, and low-VOC emulsion paint for all internal walls
e Branded wall graphics at reception and breakout zone
G. Furniture
e Supply and installation of:
40 modular workstations with chairs
2 manager desks and 2 guest chairs each
Conference table with 10 chairs
Pantry table and stools
o Lounge seating in breakout area
H. HVAC & Ventilation

Supply and installation of 5 cassette AC units (2 tons each)

O
O
O
O

Duct routing and air outlet adjustment as per new layout

Exhaust fan installation in pantry

I. Miscellaneous Works

e Window blinds and soft furnishings

e Fire extinguisher mounting and emergency signage

e Site cleanup and handover in ready-to-occupy condition

Timeline
Activity Duration | Start Date End Date
Site Preparation 5 days 1 Apr 2025 5 Apr 2025
Civil & Electrical Work 10 days 6 Apr 2025 15 Apr 2025
Carpentry & Furniture 15 days 16 Apr 2025 | 30 Apr 2025
Final Finishing & Handover | 5 days 1 May 2025 | 5 May 2025

Total Project Duration: 5 Weeks

4. Exclusions

e Fire alarm panel and sprinkler system (handled by building management)
Internet router and server configuration (by client’s IT team)

e Signage on building exterior

5. Quality Standards

e All works to follow IS codes and site safety norms
Approved materials and vendor specifications to be used
Quality checks after each major phase with client sign-off
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6. Approval Signatures
Name Role Signature | Date
[Client Name] Client Representative
[Your Name] Assistant Project Manager
[Design Lead Name] | Interior Design Consultant

— 5.3.2 Tentative Scope of Work (TSOW)

Tentative Scope of Work (TSOW) is the initial outline of the expected work to be carried out
in a project. It is created during the initial planning or proposal stage, based on the client’s
early inputs, site visit assumptions, and conceptual discussions. TSOW helps in providing an
estimated idea of the project’s scale, requirements, and deliverables before detailed designs
or technical drawings are finalised. Following are the key features of TSOW:

Fig. 5.3.2: key features of TSOW

Differentiate between Tentative Scope of Work (TSOW) and Final Scope of Work (FSOW)

Aspect Tentative Scope of Work (TSOW) Final Scope of Work (FSOW)
Definition A preliminary outline of work A finalized document with exact
based on client discussion and details after survey, design
early assumptions finalization, and client approval
When At the proposal or planning stage | Before actual work begins, after
Prepared recce and approvals
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Level of Detail | General and flexible; subject to Detailed and specific; fixed for
change execution
Purpose To estimate cost, feasibility, and | To execute the project accurately
resources needed and as agreed
Basis Initial discussions and concept Site surveys, confirmed drawings,
drawings material specs
Usefulness Helpful for budgeting and client Essential for contracting, execution,
approval stages and monitoring
Changeability | Can be revised or updated Changes allowed only through a
formal variation order or change
request

Table 5.3.1:

— Hands-on Exercise: Finalising the Scope of Work

Objective:

e Prepare a Final Scope of Work (FSOW) based on suggestions and modifications on
Tentative Scope of Work (TSOW).

Instruction

1. Read the Tentative Scope of Work (TSOW) given below.

2. Review the list of modifications and site recce observations.

3. Using these inputs, prepare a Final Scope of Work (FSOW) document.

4. Organise your FSOW under standard headings (e.g., Objective, Description of Work,

Materials, Timeline, Exclusions).
Deliverable: Typed or handwritten FSOW (max 2 pages)

TSOW

e Project: Startup Office Interior Design
Location: 2nd Floor, Galaxy Tech Park, Bengaluru
Office Size: 2,000 sq. ft.
Client: ABC Analytics Pvt. Ltd.

e Design theme: Minimalist + Collaborative

e  Workstations: Approx. 20 in open-plan layout
e Manager cabinx 1

e One small meeting room (6-seater)

e Pantry counter with basic storage

e Carpet flooring in office area

e Lighting: LED panel lights

e False ceiling across full office

e Tentative timeline: 4-5 weeks

e Materials: Standard commercial-grade finishes
e Exclusions: AC, Server room setup
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Site Recce Observations and Client Modifications:

1. Site Condition:
o Slab height is low (only 9 ft). False ceiling not feasible across the full area.
o One column near the meeting room zone affects layout.

o Entry point width is only 3 feet, which is narrower than the standard minimum of
4-5 feet for smooth delivery of large furniture or modular workstations. This could
restrict installation logistics.

@)
2. Client Feedback:
o Increase seating to 24 workstations (with 2 hot desks).
o Prefer exposed ceiling concept with suspended lighting in work zone.
o Change flooring to vinyl planks for easy maintenance.
o Add dry erase wall paint in meeting room.
o Branding wall requested near reception.
o Soft closure cabinets preferred in pantry.
o Timeline fixed: Must be completed in 5 weeks.

Task:

Prepare the Final Scope of Work (FSOW) for this project, incorporating the updated site
observations and client inputs. Use the following headings:

Final Scope of Work (FSOW) Template — Headings to Use
Project Title and Details

Objective of the Project

Scope of Work — Area-wise or Task-wise

Key Materials and Finishes

Timeline and Work Schedule (Week-wise or Phase-wise)
Constraints and Considerations

Exclusions

© N o Uk wN R

Approvals and Sign-Off Fields (optional)
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— Summary £

e There must be a clear correlation between what the client wants and what is actually
feasible on-site.

e Assistant Project Managers must adapt client expectations based on physical site
constraints like ceiling height or access routes.

e Different interior design styles (modern, contemporary, traditional, industrial, minimalist,
rustic) must be aligned with client preferences and site suitability.

o Worksite analysis includes assessing space layout, utilities, lighting, structure, and future
needs.

e A ssite recce helps in understanding the real conditions and constraints before finalizing
design or budget.

e Regular site surveys ensure quality, safety, and compliance throughout the execution
phase.

e A recce report includes detailed measurements, photos, service point mapping, and
risks—forming the foundation for project planning.

e Assistant Project Managers must coordinate recce activities, monitor data collection, and
ensure timely report submission.

e Tentative Scope of Work (TSOW) is flexible and based on assumptions; Final Scope of
Work (FSOW) is fixed and detailed.

e FSOW defines all deliverables, timelines, materials, and roles—helping avoid cost
overruns and disputes during execution.

e FSOW is prepared after thorough site surveys and client consultations, making it a critical
document for project implementation.

e Any changes to FSOW should follow a formal variation or change request process.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. What is the primary purpose of a site recce?
a. Toinstall the furniture
b. To finalize the budget only
c. To assess physical site conditions and constraints
d

To begin civil construction

2. Which of the following is true about Tentative Scope of Work (TSOW)?
a. Itis always detailed and fixed
b. Itincludes exact quantities and vendors
c. Itisflexible and subject to change
d. Itissigned by the government authority

3. Which style includes natural wood, handcrafted items, and earthy colours?

a. Modern
b. Rustic
c. Industrial

d. Contemporary

4. Which of the following is NOT typically included in a Final Scope of Work?
a. Approved material list
b. Client’s family details
c. Detailed deliverables and timelines
d. Quality standards

5. Why is a regular site survey important during execution?
a. To hire more workers
b. To check salary disbursement
c. To detect errors and ensure quality work
d. To conduct interior photoshoots

Field Visit — Worksite Evaluation and Coordination
Objective:

To equip learners or trainees with practical skills to:

1. Examine the worksite and determine scope based on client requirements
2. Organize and monitor the site survey for quality compliance

3. Monitor recce activity for effective execution

4. Examine the recce report based on measurements and data collected




Pre-Visit Preparation:

Instructions: Before visiting the site, ensure the following are ready:

e Client brief and layout drawings (if available)

¢ Notepad, measuring tape, laser distance measurer, and site survey checklist
e Personal Protective Equipment (helmet, shoes if required)

e Camera or mobile phone for documentation

Part 1: Field Visit Execution (To be conducted on-site)
Task 1: Examine the Worksite to Determine Scope of Work

Instructions:
e Review the client’s design brief or requirements
e Walk through the entire site and observe the following:
o Overall layout and available space
o Structural features (walls, beams, columns, ceiling height)
o Ventilation and natural light
o Electrical points, plumbing lines, HVAC layout (if any)
o Surface condition of floors, walls, and ceilings
o Access restrictions for material movement

Tools Required:

e Measuring tape or laser measurer

e Site layout plans (if available)

e Observation checklist and notebook

e Camera or mobile device for photo documentation

Deliverable:
e Preliminary scope-of-work notes
e List of client requirements matched with site feasibility

e Annotated floor plan or field sketch
Task 2: Organize and Monitor the Site Survey

Instructions:
e Introduce and coordinate between:
o Client point of contact (POC)
o Design team
o Installation/contractor team
e Distribute responsibilities:
o Design team: layout and visual elements
o Electrical/civil team: service points, floor level, DB, etc.
o Client POC: confirm site access and permissions
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Checklist:

Were all internal teams present and briefed?
Was the client POC informed of the survey schedule?
Were any clashes or site-specific challenges recorded?

Deliverable:

Daily Survey Log
Team attendance/participation sheet
Summary of technical notes and verbal client inputs

Task 3: Monitor the Recce Activity for Effective Execution

Instructions:

Actively observe how recce is being carried out
Ensure teams follow safety protocols and document findings clearly
Check that all service lines, structural conditions, and accessibility aspects are examined

Indicators to Monitor:

Were measurements taken accurately?
Were photos and notes collected for each zone?
Were client queries or concerns discussed and recorded?

Deliverable:

Recce Monitoring Checklist
Photos showing recce in action
Notes on deviations or key site discoveries

Part 2: Post-Visit Analysis (To be done off-site)

Task 4: Examine the Recce Report Based on Survey Data

Instructions:

Review the compiled recce report shared by design/technical teams
Cross-verify:

o Site measurements against client layout plan

o Service point mapping

o Material and finish recommendations (if noted)

Identify any mismatches or red flags for feasibility

Analysis Format:

Client Requirement Site Condition Action/Comment
Workstation 20 desks in open plan | 16 fit Modify layout or use
Area comfortably compact desks
Reception False ceiling with Beam Redesign or expose beam
Ceiling spotlights interference
Deliverable:

Reviewed and signed-off recce report
Recommended changes to scope based on actual site inputs
Summary of risks, issues, and opportunities
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— Hands-on Exercise
Client Requirement Analysis for Corporate Office Interior Project:

To practice analysing and identifying client requirements across various categories such as
design, materials, style, furniture, utilities, and service standards.

Instructions:

1. Read the client brief given below.

2. Fillin the table by identifying the specific client requirements.

3. Propose initial design/execution strategies to meet those needs.

You are assigned to manage the interior fit-out project for XYZ Pvt. Ltd., a financial consultancy
firm moving into a new 5,000 sq. ft. office space on the 10th floor of a commercial building in
Hyderabad.

The client tells you:
e “We want our office to look modern but have a serious and professional feel.”

e “Our clients are high-net-worth individuals, so the reception and meeting rooms should
make a strong impression.”

e  “We prefer using durable materials that are easy to maintain.”

e “There should be private cabins for senior partners, and open workstations for the rest.”
e “We need a server room, pantry, and restrooms within the office.”

e “We’d like a dedicated space for informal employee interactions.”

o  “All furniture must be ergonomic, and we’d like high-quality chairs for the cabins.”

4

e “We expect timely completion, weekly progress reports, and premium quality finishes.”

Task: Fill the Table Below

Category Identified Client Suggested Design/Execution

Requirement Strategy

Design

Material

Style

Furniture

Utilities

Service Quality
Standards

Table 5.1.2:

You should show your ability to:

e Interpret client expectations from indirect language.

e Suggest design decisions that are practical and align with professional standards.
e Balance aesthetics, functionality, and feasibility.
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— Notes

Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=YX-3082xEQQ

INTERIOR DESIGN - SITE ANALYSIS

https://www.youtube.com/watch?v=0acSSamqP6s&list=PLY4FBBsBYJZ1 jz 4LCeiGhM9NK1709Ir

How to Write Scope of work?



https://www.youtube.com/watch?v=YX-3O82xEQ0
https://www.youtube.com/watch?v=oacSSamqP6s&list=PLY4FBBsBYJZ1_jz_4LCeiGhM9NK17O9lr
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:
1. Explain the importance of coordination between internal teams for the procurement
process.

2. ldentify effective communication and domain skills to perform negotiations, approvals,
and project closure formalities.

3. Explain the role of various internal teams in preparing different procurement
documentations.

4. Identify the process of preparing a project estimate and related documents in
consultation with internal teams.

5. Appraise various elements involved in preparing a project proposal and how to interpret
them.

Appraise the process of preparing a project proposal based on project execution details.
Identify the technical formalities related to project closure and handover.

Explain the process of preparing project agreement, sign-off, project report, etc.

o ® N o

Identify the major impacts of differences between approved project specification and on-
site project execution.

10. Describe the process of examining the worksite during the project execution for
completion against schedule, staffing against assigned roles, and approved design
integrity.

11. Identify the documentation formalities associated with revising the approved scope of
work and perform client deliberations for the additional need of services.

12. Explain the importance of digital literacy.

13. Explain how financial literacy tools and methods.

14. Explain the role of various payment gateways in the project management process and
their usage.
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1.

UNIT 6.1: Procurement and Project Coordination

Unit Objectives ©

At the end of this unit, the participants will be able to:

Explain the importance of coordination between internal teams for the procurement
process.

2. ldentify effective communication and domain skills to perform negotiations, approvals,
and project closure formalities.

3. Explain the role of various internal teams in preparing different procurement
documentations.

4. ldentify the process of preparing a project estimate and related documents in
consultation with internal teams.

6.1.1 Coordination and Communication

In interior design and fit-out projects, the procurement process involves sourcing and
delivering the right materials, furniture, and equipment at the right time and cost. It is one of
the most vital parts of any business process, as better coordination in sourcing directly
contributes to lower procurement costs and higher profit margins. For this process to run
smoothly, effective coordination between internal teams such as design, project
management, site execution, and procurement is crucial. Poor coordination can lead to
delays, budget overruns, or mismatched materials. Importance of Coordination between
Internal Teams for the Procurement Process:

Ensures Material Alignment
with Design

Prevents Delays in Execution

Helps Manage Budget and Cost
Control

Improves Quality Assurance

Facilitates Vendor
Communication

Reduces Wastage and
Duplication

Fig. 6.1.1: Importance of Coordination and Communication




e Ensures Material Alignment with Design: Design teams specify the materials, finishes,
and products needed. If this information is not clearly shared with the procurement team,
incorrect or substandard materials may be purchased.

e Prevents Delays in Execution: Site teams rely on timely delivery of materials to continue
work without interruption. Close coordination helps in scheduling orders and deliveries
based on work sequencing.

e Helps Manage Budget and Cost Control: Project managers and procurement teams need
to stay aligned on approved budgets and vendor rates. Coordination helps in selecting
suppliers who meet cost, quality, and timeline expectations.

e Improves Quality Assurance: Internal coordination ensures that materials procured meet
the specifications laid out by designers and technical leads. It reduces the chances of
rejections or replacements at the site.

e Facilitates Vendor Communication: All teams must be aware of the vendor lead times,
approvals needed, and payment terms to avoid confusion and miscommunication with
external suppliers.

e Reduces Wastage and Duplication: When quantities and specifications are well-
communicated, it avoids double ordering or overstocking, thus saving storage space and
money.

Hence, for successful procurement, all internal teams must work in sync—sharing updated
drawings, timelines, specifications, and approvals. Effective coordination ensures that the
right materials reach the site at the right time, enabling smooth execution and client
satisfaction.

— Role Play Title: Communication Skills for Negotiations,
Approvals, and Project Closure

Objective

e Demonstrate effective communication and domain skills to perform negotiations,
approvals, and project closure formalities

Scenario

You are the Assistant Project Manager. The project is almost complete, but the client is
requesting a minor change in the branding wall colours. The vendor has submitted a final
invoice that includes an additional Rs. 18,000 for extended site labour. You must:

e Address the client’s concern professionally
e Negotiate fairly with the vendor
e Finalise all closure documentation

e Get the client’s sign-off for handover and payment release
Set up

A conference room at the client's office. The interior project is 95% complete. The Assistant
Project Manager is meeting with the Client Representative and the Vendor Led to resolve final
issues, close the project formally, and secure final approvals.
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Participants

e Participant 1: Assistant Project Manager (APM)
e Participant 2: Client Representative (CR)

e Participant 3: Vendor Lead (VL)

Instructions

e For the Assistant Project Manager (Participant 1): You are leading the final handover
meeting. Your tasks are:

o Address the client’s feedback on a colour change in the branding wall.

o Negotiate fairly with the vendor regarding additional labour charges.

o Ensure final closure formalities are explained and agreed upon.

o Maintain a professional tone, resolve concerns, and ensure commitments are clear.

e For the Client Representative (Participant 2): You are concerned about a mismatch in the
branding wall colour and want a small change before accepting final handover. You expect
a quick, no-cost solution and need assurance before releasing final payment. Be firm but
reasonable. Ask questions about handover timelines and documentation.

e For the Vendor Lead (Participant 3): You’ve submitted the final bill, which includes an
extra Rs. 18,000 for extended site labour due to delay. You expect this payment to be
approved as part of the closure. Be prepared to justify the cost and negotiate if required.

— 6.1.2 Role of Internal Teams in Procurement Documentation —

In an interior design project, procurement documentation ensures the right materials,
furniture, and services are sourced and delivered in time, within budget, and as per design
specifications. Preparing these documents is a collaborative effort involving various internal
teams, each contributing based on their domain expertise.

1. Design Team

Role:
e Provides material specifications, finishes, dimensions, and approved drawings.

e Prepares the Material Specification Sheet listing product names, brands, finishes, and
technical requirements.

e Shares approved design layouts, 3D views, and mood boards to help procurement align
purchases with the design intent.

Documentation Prepared:
e  Material Specification Sheet

e  Finish Schedule

e Approved Design Drawings
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Sample Material Specification Sheet

Material Type Finish/Brand Usage Area
Workstation Pre-laminated particle Century Laminates, Open workstation
Table board Light Grey zone
Office Chair Mesh-back with PU Featherlite or Entire office
foam equivalent
Glass Partition | Clear tempered glass Saint-Gobain Manager cabins
(10mm)
Floor Tiles 600x600 vitrified tiles Kajaria, Ivory Entire office floor
Pantry Marine plywood with Greenply with Century | Pantry area
Cabinets laminate finish Laminates

Table 6.1.1: Sample Material Specification Sheet
2. Estimation and Costing Team

Role:

o Works closely with the design and project teams to calculate material quantities.
e Prepares the Bill of Quantities (BOQ) with item-wise cost estimates.
e Assists in vendor comparison and price negotiations.

Documentation Prepared:

e BOQ (Bill of Quantities)
e Cost Estimate Sheets
e Budget Allocation Documents

Sample BOQ

Item Description Quantity  Unit Estimated Rate (INR)  Total Cost (INR)

Modular Workstation Table 18 Nos 7,500 1,35,000

Ergonomic Office Chair 18 Nos 4,500 81,000

Glass Partition (Cabin) 100 Sq. ft. | 280 28,000

Vitrified Tile Flooring 1500 Sq. ft. | 85 1,27,500

Pantry Overhead Cabinets 10 Sq. ft. | 950 9,500

LED Panel Lights (2x2) 25 Nos 1,250 31,250

Wall Paint (Interior Emulsion) | 120 Litre 180 21,600

Total Estimate X4,33,850
Table 6.1.2: Sample BOQ

Sample BOQ of an Interior Designer Project:

https://www.birac.nic.in/webcontent/1566554337_Combined_BOQ_Open_Tender.xIsx
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Sample Cost Estimation

Cost Head / Work Category Estimated Cost Remarks
(INR)
Furniture (Workstations + %2,16,000 Based on BOQ — modular tables &
Chairs) chairs
Partitions (Glass) %28,000 100 sq. ft. @ X280 per sq. ft.
Flooring (Vitrified Tiles) X1,27,500 1500 sq. ft. @ X85 per sq. ft.
Lighting Fixtures %31,250 LED panels (25 nos.)
Pantry Storage Units 9,500 Based on laminate-finished
cabinets
Painting (Wall Emulsion) 21,600 120 litres @ X180 per litre
Electrical & Installation %35,000 (approx.) Estimate — wiring, sockets, fittings
Charges
HVAC/AC Allowance (if any) 40,000 Basic split unit provision
(provisional)
Miscellaneous / Contingency | 325,000 Covers transport, unplanned costs
(5%)
Total Project Estimate X5,34,850 Rounded off based on cost head
totals

Table 6.1.3: Sample Cost Estimation
3. Project Management Team

Role:

o Defines the timeline and delivery schedule for procurement activities.
o |dentifies priorities and dependencies (e.g., flooring material before furniture).
e Coordinates with all internal teams to create a procurement calendar.

Documentation Prepared:

e Procurement Schedule

e Work and Delivery Timeline Tracker
e Project Material Requirement Plan




Assistant Project Manager (Interior Design)

Sample Procurement Schedule

Quantity Vendor Order Lead Expected Installation Remarks
Name Date Time  Delivery Start Date
(Days) Date

Modular 18 Nos SpaceCraft | 1 Apr | 10 11 Apr 12 Apr Requires 50%
Workstations Modular 2025 | Days 2025 2025 advance
Pvt. Ltd.
Ergonomic 18 Nos Featherlite | 1 Apr | 5 6 Apr 12 Apr Delivery in
Chairs Seating 2025 | Days 2025 2025 flat-pack
format
Glass 100 Sq. Glass 3Apr |7 10 Apr 13 Apr Site
Partitions ft. World 2025 | Days 2025 2025 measurement
Solutions needed

before order

Floor Tiles 1500 Sq. | Kajaria 28 3 31 Mar 2 Apr 2025 | To be
ft. Ceramics Mar Days 2025 completed
Distributor | 2025 before
furniture
setup
LED Panel 25 Nos Lumen 1Apr | 2 3 Apr 5 Apr 2025 | Stock
Lights (2x2) Lighting 2025 | Days 2025 available, fast
Co. delivery
Wall Paint 120 Asian 28 2 30 Mar 1 Apr 2025 | To be
(Interior) Litres Paints Mar Days 2025 completed
Dealer 2025 before
furniture
move-in
Pantry 10 Sq. ft. | CraftEdge | 2 Apr | 8 10 Apr 14 Apr Custom
Cabinets Interiors 2025 | Days 2025 2025 laminate
finish
required

Table 6.1.4: Sample Procurement Schedule
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Work and Delivery Timeline Tracker

Week Activity End Materials Delivery Status LEGERS
Date Needed Due Date
Week | Site clearing 1 Apr | 4 Apr | Floor tiles, wall | 31 Mar Completed | Floor ready
1 & floor prep 2025 | 2025 | paint 2025 for tiling
Week | Tile flooring 5 Apr | 9 Apr | Tiles, paint Already In Must finish
2 & wall 2025 | 2025 delivered | Progress before
painting furniture
arrives
Week | Electrical 10 13 LED lights, 3 Apr Scheduled | Electrical
3 wiring & Apr Apr switches, 2025 layout to
lighting 2025 | 2025 | wiring kit follow
drawing
Week | Workstation 12 17 Workstations, | 11 Apr Pending Assembly
3-4 & chair Apr Apr chairs 2025 onsite
installation 2025 | 2025
Week | Glass 13 15 Tempered 10 Apr Pending Requires
4 partition Apr Apr glass 2025 post-floor
installation 2025 | 2025 completion
Week | Pantry 15 17 Cabinets, 10 Apr Pending Final
5 cabinet Apr Apr accessories 2025 laminates
installation 2025 | 2025 pre-
approved
Week | Final touch- 18 22 Paint, signage, | 15 Apr Not Includes
6 up & Apr Apr cleanup tools 2025 Started branding
handover 2025 | 2025 wall work
prep
Week | Client 23 24 Project - Not Close with
6 walkthrough | Apr Apr documents & Started sign-off &
& handover 2025 | 2025 | keys payment
note

Table 6.1.5: Work and Delivery Timeline Tracker
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4. Procurement or Purchase Team

Role:

e |Initiates vendor selection and purchase orders based on approved specifications.
e Collects quotes, evaluates bids, and finalizes vendors.

e Manages logistics, order tracking, and vendor communication.

Documentation Prepared:

RFQ (Request for Quotation)
Purchase Orders (PO)
Vendor Evaluation Reports
Delivery and Inspection Logs

5. Site Execution Team

Role:

e Verifies actual site requirements and confirms compatibility with specified materials.
e Flags any delivery or installation challenges.
e Conducts material inspections upon delivery.

Documentation Prepared:

e Site Verification Reports
e Material Receiving and Inspection Checklists
e Installation Clearance Notes

The success of the procurement process depends on timely coordination and documentation
across all internal teams. Each team ensures that the material or service being procured aligns
with the design intent, budget, schedule, and site conditions, reducing errors, delays, and cost
overruns.
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The following table represents the Procurement Documentation Responsibility Matrix

Procurement
Team

Site
Execution
Team

Documentation Design Estimation & Project
Team Costing Team Management
Team
Material v
Specification
Sheet

Finish Schedule N4

Approved Design N4
Drawings

Bill of Quantities v
(BOQ)

Cost Estimate v
Sheets

Budget Allocation N4
Documents

Procurement 4
Schedule

Delivery Timeline v
Tracker

Material N4
Requirement Plan

RFQ (Request for
Quotation)

Purchase Orders
(PO)

Vendor Evaluation
Reports

Delivery and
Inspection Logs

Site Verification
Reports

Material Receiving
Checklist

Installation
Clearance Notes

Table 6.1.6: Procurement Documentation Responsibility Matrix
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Note:
e PO (Purchase Order):
A Purchase Order is a formal document issued by the buyer (interior design firm or project manager)
to a vendor or supplier. It outlines the type, quantity, and agreed price of materials, furniture, or
services to be procured for the project. Thus, it is raised by Vendor/Supplier and issued to Interior
Design Firm/Client.

Below are sample formats for both a Purchase Order (PO) and a Proforma Invoice (Pl) tailored to an
Interior Design Project—especially for ordering furniture, materials, or fixtures.

Sample Purchase Order (PO)

[Client/Interior Firm Letterhead]
Purchase Order No: PO/2025/021
Date: 12-June-2025

To:

M/s ABC Furniture Solutions Ltd.
B-27, Industrial Estate

Gurgaon, Haryana — 122001

Subject: Purchase Order for Modular Workstations and Office Furniture

Item Description Qty Unit Amount
Price (X)
X)
Modular L-shaped 12 18,500 2,22,000
Workstations with
drawer
units
Executive High-back, 12 4,200 50,400
Chairs mesh,
ergonomic
Conference 10-seater 1 38,000 38,000
Table with cable
ports

Total Amount: X3,66,272 (Inclusive of GST)
Terms & Conditions:
e  Delivery Location: <delivery address>
e  Delivery Timeline: Within 15 working days
e  Payment Terms: As per Pl — 50% advance, 50% on delivery
e  GSTIN of Buyer: <GSTIN number>

e  Contact Person: <Name> <Contact number>
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Authorized Signatory:
ABC Interior Designs Pvt. Ltd.
(Signature and Company Stamp)

e Pl (Proforma Invoice):
A Proforma Invoice is a preliminary bill of sale sent by the vendor to the buyer before the goods are
delivered. It includes a quote of the items, costs, taxes, and terms, serving as a basis for generating the
PO. Thus, it is raised by Interior Design Firm/Client and is issued to Vendor/Supplier.

Sample Proforma Invoice (PI)

[Vendor Letterhead]
Proforma Invoice No: PI/2025/014
Date: 11-June-2025

To:

ABC Interior Designs Pvt. Ltd.
45 Green Avenue, Sector 12
New Delhi — 110048

Subject: Proforma Invoice for Supply of Office Workstations

Item Description Qty Unit Amount
Price X)
(X)
Modular L-shaped 12 18,500 2,22,000
Workstations with
partition &
drawer
units
Executive High-back, 12 4,200 50,400
Chairs mesh
fabric,
adjustable
arms
Conference 10-seater, 1 38,000 38,000
Table teak finish

Subtotal: 23,10,400
GST @ 18%: 55,872
Total Payable: X3,66,272

Delivery Timeline: 12—-15 days from date of PO
Payment Terms: 50% advance, 50% on delivery
Validity: Quotation valid for 15 days

Vendor Details:

M/s ABC Furniture Solutions Ltd.

GSTIN: <GSTIN Number>

Contact: <Contact Number> | Email: info@furnisolutions.in



mailto:info@furnisolutions.in
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— Project Estimates and Documentation in Consultation

Preparing project estimates and documentation is a collaborative process involving key
internal teams such as design, costing, procurement, and site execution. Each team provides
essential inputs to ensure that the estimate reflects actual requirements, realistic costs, and
site conditions. Accurate project estimation not only helps in budgeting but also guides
procurement and execution planning. This teamwork ensures clarity, prevents delays, and
helps maintain quality and cost control throughout the interior design project lifecycle.

The following table outlines the step-by-step process of preparing a project estimate and
related procurement documentation, highlighting the roles of different internal teams and
the key outputs generated at each stage.

Step Activity Internal Team Involved Key Documents Prepared

1 Collect design inputs Design Team Material Specification Sheet
based on approved Finish Schedule
layout and finishes Approved Drawings

2 Calculate quantities and | Estimation & Costing Team Bill of Quantities (BOQ)
estimate costs Cost Estimate Sheet

3 Verify site feasibility and | Site Execution Team Site Verification Notes
adjust scope as needed Revised Material Inputs (if

applicable)

4 Coordinate procurement | Procurement Team Request for Quotation (RFQ)
planning and vendor Vendor Comparison Sheet
interactions Procurement Schedule

5 Consolidate all inputs Assistant Project Manager Final Project Estimate
and prepare final cost (with all teams) Procurement Plan Summary
summary Cost Summary Sheet

Table 6.1.7: Step-by-step process of preparing a project estimate and related procurement documentation
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UNIT 6.2: Project Execution, Closure and Documentation

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Discuss various elements involved in preparing a project proposal and how to interpret

2. Appraise various elements involved in preparing a project proposal and how to interpret
them.

Appraise the process of preparing a project proposal based on project execution details.
Identify the technical formalities related to project closure and handover.
Explain the process of preparing project agreement, sign-off, project report, etc.

o v kW

Identify the major impacts of differences between approved project specification and on-
site project execution.

7. Describe the process of examining the worksite during the project execution for
completion against schedule, staffing against assigned roles, and approved design
integrity.

8. Identify the documentation formalities associated with revising the approved scope of
work and perform client deliberations for the additional need of services.

— 6.2.1 Element Involved in Preparing a Project Proposal

A project proposal is a formal document that outlines the scope, approach, timeline, and
budget for an interior project. It serves as the foundation for client decision-making,
approvals, and planning. Understanding its key elements helps in presenting a clear, feasible,
and aligned proposal.

Following are the key elements of a project proposal

. Client Design Brief and
Project . Scope of Work . imeli
Overview Requirements (SOW) Concept Project Timeline
and Objectives Direction
Material and Team
Budgt.et/ Cost Vendor Term_s a nd Credentials Sign-Off Section
Estimate . Conditions -
Information (Optional)

Fig. 6.2.1: key elements of a project proposal

1. Project Overview

The project overview sets the stage for the entire proposal. It briefly introduces the client, the
location, the type and scale of the project (e.g., commercial office, retail outlet, residential
home), and its intended purpose. This section helps the reader quickly understand the context
and objectives behind the proposal. For the Assistant Project Manager, this serves as a
snapshot to align project goals with planning.




2. Client Requirements and Objectives

This section outlines the functional, aesthetic, and operational needs of the client. It includes
expectations like number of workstations, meeting rooms, design theme preferences,
sustainability goals, or specific usage needs. Understanding and clearly stating these
requirements is crucial, as it becomes the reference point for finalising the design, materials,
and layout. It also ensures the project team delivers exactly what the client expects.

3. Scope of Work (SOW)

The scope of work defines the services and tasks that will be included in the project. This could
range from civil work and electrical wiring to furniture installation, painting, and decor. It is
one of the most important sections, as it clearly outlines deliverables and avoids confusion
later. A well-defined SOW prevents scope creep and helps track progress and cost throughout
the project lifecycle.

4. Design Brief and Concept Direction

The design brief outlines the creative direction for the project based on the client’s vision. It
may include sketches, mood boards, 3D renders, or material samples. This section translates
client expectations into a visual and functional framework. Interpreting this correctly allows
the Assistant Project Manager to align the execution with the approved concept and manage
vendor selections accordingly.

5. Project Timeline

This section details the proposed schedule of work, including start and end dates for each
major activity. It also includes dependencies and key milestones. A clear timeline helps ensure
that all internal and external teams are aligned. For the Assistant Project Manager, this serves
as a baseline for progress tracking, vendor scheduling, and resource allocation, ensuring on-
time delivery.

6. Budget / Cost Estimate

The budget section presents a detailed estimate of project costs, including material, labour,
vendor charges, and contingency allowances. It may be structured by item or activity.
Understanding this section is essential to ensure that client expectations are met without
overspending. A transparent and realistic cost estimate also helps secure faster approvals and
builds client trust.

7. Material and Vendor Information

This part of the proposal lists the recommended materials, finishes, brands, and suggested
vendors. It helps the client understand the quality and sourcing of products. As an Assistant
Project Manager, this section provides the base for procurement planning, vendor
negotiations, and coordination. It also helps ensure consistency between the design intent
and the final output.
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8. Terms and Conditions

The terms and conditions section includes all legal, commercial, and operational rules of the
project. This may involve payment schedules, warranties, penalties for delay, change request
procedures, and limitations of liability. It protects both the client and the service provider.
Interpreting this section carefully is crucial to prevent disputes during or after project
completion.

9. Team Credentials (Optional)

This optional section highlights the qualifications and experience of the project team or
company. It may include case studies, team bios, or past project photos. Including this builds
client confidence and establishes credibility. For new or competitive bids, this section may
help differentiate your firm from others by showing capability and professionalism.

10. Sign-Off Section

This is the final section where the client formally agrees to the terms of the proposal. It usually
includes a signature, name, designation, and date. No project should begin without a signed
approval. For the Assistant Project Manager, this section is the green signal to begin planning
and execution, making it an essential project control milestone.

6.2.2 Preparing a Project Proposal Based on Execution Details —

Preparing a project proposal that aligns with real project execution is crucial for ensuring
feasibility, clarity, and client satisfaction. As an Assistant Project Manager, you must compile
and communicate detailed, practical aspects of the project—such as timelines, materials,
budgets, and deliverables—into a formal document.

Following steps are following while preparing a project proposal:

Step 1: Gather Execution Inputs from Internal Teams

Step 2: Structure the Proposal Document

Step 3: Prepare Supporting Documentation

Step 4: Review for Accuracy and Alignment

Step 5: Present and Explain the Proposal

Fig. 6.2.2: Preparing a Project Proposal




Step 1: Gather Execution Inputs from Internal Teams

e Consult with the Design Team for approved drawings, material specifications, furniture
layouts, and design concepts.

e Coordinate with the Site Execution Team to understand feasibility based on current site
conditions (e.g., floor levels, ceiling height, access).

e Work with the Costing Team to gather cost estimates and create a Bill of Quantities
(BOQ).
o Check with the Procurement Team about vendor lead times and material availability.

e Purpose: Ensure all technical and logistical factors are known before writing the proposal.

Step 2: Structure the Proposal Document

e Organise the document using standard sections:

Project Overview — Brief about the client, site, and project goal.

Client Requirements — Functional and design needs as shared in meetings.

Scope of Work (SOW) — What work will be included (civil, electrical, furniture, etc.).
Design Intent — Mood board, concept, or visual layout to communicate style.
Execution Timeline — Phased schedule with estimated start and end dates.

Cost Estimate — Based on BOQ, includes material, labour, overheads, and taxes.
Procurement & Vendor Plan — Key vendors, delivery timelines, and dependencies.
Terms and Conditions — Payments, approvals, warranty, etc.

O O 0O O O O O O O

Sign-Off Section — For client to approve and authorise execution.
Step 3: Prepare Supporting Documentation

Attach or embed the following:

e Sample layout plan or 3D visual
e BOQ table with cost heads

e  Material specification sheet

e Project schedule or Gantt chart

e Procurement schedule if applicable
Tip: Ensure documents are aligned and reflect the latest client-approved inputs.
Step 4: Review for Accuracy and Alignment

Before finalising:
e Cross-check all details with internal teams.

e Ensure all site-specific execution constraints are reflected (e.g., limited working hours,
access rules).

e Verify that material names and quantities in the BOQ match design and vendor data.

e Confirm the budget aligns with the client's target and includes realistic buffer.
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Step 5: Present and Explain the Proposal
e Share the proposal with the client in a structured presentation or walkthrough.

e Highlight how execution details—like lead times, layout feasibility, and budget—have
shaped the proposal.

e Be ready to answer client queries and record any change requests.

— 6.2.3 Technical Formalities for Project Closure and Handover —

Project closure and handover are essential to formally conclude the work, confirm that all
deliverables meet client expectations, and secure final approvals and payments. It ensures
transparency, transfers site responsibility to the client, and avoids future disputes. Closure
includes final inspection, snag resolution, documentation, and client sign-off. It also helps
record lessons learned for future projects. For an Assistant Project Manager, it is a critical step
to validate project success and maintain professional credibility with the client and internal
teams.
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Following are the technical formalities related to project closure and handover in an interior
design project, specifically aligned with the responsibilities of an Assistant Project Manager —
Interior Design:

Final Inspection and Snag List

oConduct a site walkthrough with the client or supervisor.
oldentify any incomplete or defective work (snags).
OPrepare a Snag List and assign timelines for rectification.

Rectification of Snags

oCoordinate with contractors or vendors to resolve all pending snags.
oEnsure quality checks after rectification.
oGet client confirmation on resolved items.

Work Completion Certificate

oPrepare and issue a Work Completion Certificate signed by the project team.
oConfirms that the work has been completed as per the approved scope and specifications.

Measurement Book and BOQ Verification

oFinalise the Measurement Book (MB) entries for each completed item.
oCross-check actual work against the Bill of Quantities (BOQ).
oEnsure quantities and rates are accurately recorded.

Final Billing and Payment Summary

oPrepare the final bill summary including any variation orders or additional work.
oSubmit it to the accounts/client team for final payment processing.
olnclude taxes, retention amounts, and payment status.

Submission of As-Built Drawings

oPrepare and submit As-Built Drawings (final layout, electrical, plumbing, etc.).
oReflect any site changes made during execution that differ from the original drawings.

Material and Asset Handover

oSubmit warranties, manuals, leftover materials, and vendor documents.
oHandover site keys, access cards, or tools to the client.

Client Sign-Off and Handover Certificate

oSchedule a final handover meeting with the client.
oPresent all documents and obtain signatures on the Project Handover Certificate.
oThis marks the official closure of the project.

Defect Liability Period (DLP) Agreement

olnform the client about the Defect Liability Period (usually 6-12 months).
oProvide a contact point for addressing post-handover issues.

Project Closure Report

eCompile a complete Project Closure Report summarising ;Scope delivered, Timelines, Budget summary,
Snags and resolutions, Lessons learned

Fig. 6.2.3: Technical formalities related to project closure and handover
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— 6.2.4 Preparing Project Agreements, Sign-Off, and Reports —

Project Agreement Preparation

A project agreement is a legally binding document that outlines the terms, responsibilities,
scope, payment terms, and project execution guidelines agreed upon by the client and service
provider.

Following steps are involved in project agreement preparation:

Define Scope Attach
Use Standard and Supporting Finalize
Format Deliverables Documents Agreement

@ ©
@ © 0

Include Project Add Payment Share with Obtain
Details and Warranty Client Signatures
Clauses

Fig. 6.2.4: Steps are involved in project agreement preparation

o Use a standard agreement format approved by the company’s legal team.

e Include project details: name, location, client name, and timeline.

e C(Clearly define the scope of work, deliverables, and design style.

e Add payment milestones, warranty clauses, and change order provisions.

e Attach supporting documents like approved layout, BOQ, and timelines as annexures.
e Share with the client for review and feedback.

e Finalise the agreement and obtain signatures from both parties before beginning work.
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Client Sign-Off Process

A client sign-off confirms that the work has been completed as per the agreed scope and the
client is satisfied with the outcome.

Following steps are involved in client sign-off process:

Prepare Project

Final Execution Present Completion &
and Snag Completion Handover Submit
Rectification Documents Certificate Scanned Copy

=9 =
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J
N

Conduct Final Review Snag Get Signatures
Walkthrough List Resolution
Sheet

Fig. 6.2.5: Steps are involved in client sign-off process

e After final execution and snag rectification, conduct a joint final walkthrough with the
client.

e Present all completion documents, including as-built drawings, warranty cards, and
product manuals.

e Review the snag list resolution sheet (if applicable).
e Prepare a Project Completion & Handover Certificate including:
o Project summary
o Final deliverables list
o Confirmation of satisfaction
o Any remarks or pending minor works (if mutually agreed)
e Get signatures from the client and the project team.

e Submit a scanned copy to both client and company archives.
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3. Final Project Report

The project report provides a full record of the project’s planning, execution, budget,
outcomes, and lessons learned. It’s useful for both client reference and internal evaluation.

Following steps are involved in final project report process:

Present BOQ
Include Project and Cost Include Add Client
Summary Summary Timelines Feedback

S ®

List Teams and Add Visual Document Include Final
Vendors Documentation Issues and Documents
Resolutions

Fig. 6.2.6: Steps are involved in final project report process

e Include a project summary: location, duration, area, and design concept.
e List all teams and vendors involved.

e Present the final BOQ and cost summary, with variations (if any).

e Add before-after photographs and progress stage images.

e Include timelines vs. actual completion dates.

e Document issues faced and how they were resolved.

e Add client feedback and final remarks.

o Include copies: Work completion certificate, Sign-off documents, As-built drawings,
Maintenance instructions (if applicable)

6.2.5 Impact of Differences between Approved Specifications —

and On-Site Execution

In interior design projects, it is critical to ensure that the on-site execution strictly follows the
approved project specifications. These specifications include agreed-upon materials, finishes,
layouts, and quality standards. Any deviation (intentional or accidental) can lead to serious
consequences affecting project timelines, cost, quality, and client satisfaction.
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Following are some major impacts that arise when there is a mismatch between approved
specifications and the actual work executed on-site.

Disputes and Loss of
Cost Overruns Legal Risks Credibility

Expenses exceeding Conflicts that may Damage to
the initial budget lead to legal reputation due to
projections. complications. project failures.

Qe
282

Rework and Quality Issues Impact on Vendor and
Delays Handover and Team

Problems related to .
Additional work the standard of work Closure Confusion

i delivered. . o
r;.(:g:.rse:ail;? o Delays affecting Mlscomr'{lumcatlon
"J project completion leading to

delays. aand hand e misunderstandings
among teams.

Fig. 6.2.7: Major impacts

Tips to Monitor Worksite Execution: Schedule, Staffing, and Design Integrity

Following are the tips to examine the worksite during the project execution for completion
against schedule, staffing against assigned roles, and approved design integrity:
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milestones and and responsibilities quality progreas collaboration and
deadlines are met information sharing
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Fig. 6.2.8: Tips to examine the worksite during the project execution

1. Track Progress Against the Project Schedule

o Refer to the updated work schedule or Gantt chart daily.

e Compare planned vs. actual start and finish dates for each activity.

e Use a physical progress chart or checklist on-site to track completed work.

e Flag delays early and coordinate recovery actions with the site team.




2. Monitor On-Site Staffing Against Assigned Roles
e Cross-check daily attendance against the work roster or labour deployment plan.

e Ensure skilled workers (e.g., electricians, carpenters, painters) are available as per the
activity sequence.

e Confirm that supervisors or vendor representatives are present during critical
installations.

e Address absenteeism or skill mismatches immediately to prevent quality issues or delays.

3. Verify Design Integrity During Execution

e Keep printed or digital copies of approved drawings, 3D views, and material specs on-
site for reference.

e Regularly inspect works like partition dimensions, ceiling alignment, finishes, and furniture
placement.

e Check that material brands, colours, and textures match the client-approved samples.

e Involve the designer or client POC when uncertain about on-site deviations or practical
adjustments.

4. Conduct Daily or Weekly Site Walks

e Use a structured checklist covering all active work zones.

Take photos of ongoing and completed tasks for progress reporting.

Document observations in a site logbook or tracker and escalate issues as needed.

5. Communicate Actively with Internal and External Teams

Maintain daily coordination with the design, procurement, and vendor teams.

Share feedback on-site challenges or decisions impacting execution or quality.

Ensure all team members are updated on changes, delays, or rework instructions.

— 6.2.6 Documentation Formalities

During the execution of an interior design project, changes to the approved scope of work are
often necessary due to client requests, site constraints, or design updates. To manage these
revisions effectively, specific documentation formalities must be followed to ensure clarity,
accountability, and smooth coordination across all teams.

Following are some of the documentation formalities for revising approved scope of work:
1. Change Request Form (CRF)

A Change Request Form is used to formally initiate any change in the approved scope. It
includes the nature of the change, reason for the request, and its potential impact on cost or
timeline. This document ensures that all scope changes follow a formal review and approval
process.
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2. Scope Variation Note

The Scope Variation Note details the specific changes to the originally agreed work, such as
additions, deletions, or modifications. It serves as an official record to track scope shifts and
helps communicate clear, approved variations to vendors, clients, and internal teams for
smooth execution.

3. Revised BOQ (Bill of Quantities)

When scope changes are approved, the BOQ must be updated to reflect new quantities, unit
rates, and overall costs. This revised BOQ is critical for accurate budgeting, billing, and vendor
payment processing. It ensures financial transparency and alignment with the updated scope.

4. Design Revision Document

This includes updated 2D layouts, 3D renders, sketches, or marked-up drawings that visually
represent the revised scope. These documents must be version-controlled and approved
before execution. They guide vendors and site teams in implementing the exact changes
without confusion.

5. Client Approval Email or Letter

Written approval from the client is essential before implementing any scope revision. This
email or letter confirms the client’s agreement to the changes, timelines, and additional costs
(if any). It acts as a legal and commercial safeguard for both the client and the service provider.

6. Updated Work Schedule / Timeline

Any change in scope may impact the project schedule. An updated work timeline is prepared
to reflect revised start and finish dates for affected activities. This allows proper rescheduling
of tasks and helps avoid overlaps or delays in material delivery and manpower deployment.

7. Internal Communication Record

Meeting notes, internal emails, or chat transcripts discussing the change help document team-
level understanding and responsibilities. These records prevent miscommunication during
execution and serve as evidence of instructions provided in case of any disputes or errors on-
site.

8. Revised Procurement Plan

When new materials or quantities are introduced, the procurement team must update vendor
plans, delivery schedules, and payment terms. A revised procurement plan ensures that
materials required for the new scope are available on time and align with the updated project
timeline.

9. Impact Assessment Summary (Optional)

This is a brief report prepared by the project manager to analyse how the scope change will
affect the project's budget, duration, labour, and logistics. Though optional, it helps
stakeholders understand the overall implications before approving the change.
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10. Change Log Register

The Change Log Register is a central record of all scope revisions made throughout the project.
It includes date, description, approvals, and related documents. This log ensures traceability,
supports audits, and helps maintain control over multiple changes in complex projects.

Role Play Activity: Client deliberations for the additional need —
of services in defined scope of work

Objective:

To help learners practice conducting professional discussions with a client when they request
additional services not included in the original SOW, and to demonstrate how to handle such
requests through communication, negotiation, and documentation.

Scenario:

You are the Assistant Project Manager handling an interior fit-out project for a corporate
office. The approved SOW includes flooring, ceiling, workstations, and meeting room
furniture. During a routine review visit, the client asks to add a glass showcase wall with
integrated lighting in the reception area to highlight awards and branding material. This was
not included in the original scope.

Roles & Characters:
e Participant A — Assistant Project Manager
e Participant B — Client Representative

Task to be performed:
e Discuss the feasibility of the request

e Explain the process of handling changes (Change Request Form, revised BOQ, timeline
impact)

o Negotiate budget and time implications

e Gain client alignment for next steps

Post Role Play Task:

e A short Change Request Note (bullet format)

e Summary of client discussion and agreed actions

e Revised task in the BOQ or project timeline (1-2 lines)




Assistant Project Manager (Interior Design)

UNIT 6.3: Digital and Financial Literacy in Project
Management

— Unit Objectives ©

At the end of this unit, the participants will be able to:
1. Explain the importance of digital literacy.
2. Explain how financial literacy tools and methods.

3. Explain the role of various payment gateways in the project management process and
their usage.

— 6.3.1 Importance of Digital Literacy in Project Management ——;

Digital literacy means having the skills and confidence to use digital tools, platforms, and
technologies effectively in the workplace. In the context of project management, it refers to
the ability to use software, apps, online communication tools, and digital documentation
systems to plan, track, and deliver projects efficiently.

In today’s fast-paced project environments whether in interior design, construction, IT, or
infrastructure, digital literacy is no longer optional. It is a basic requirement for professionals
who want to stay relevant, work smartly, and manage teams or vendors in real-time.

Digital Literacy in Project Management is important in following ways:
1. Better Coordination Across Teams:

Using digital platforms like Google Drive, or MS Teams allows smoother communication
between design, procurement, site teams, and clients—even across cities.

2. Time and Resource Efficiency:

Tools like Excel, MS Project, and task trackers help project managers create schedules,
track progress, and avoid delays—crucial when timelines are tight.

3. Accurate Record Keeping:

Digital documentation ensures that important files like BOQs, drawings, vendor bills, and
client approvals are stored safely and can be retrieved instantly.

4. Client Communication and Transparency:

Sharing digital updates (photos, videos, progress charts) with clients builds trust and
reduces misunderstandings.

5. Adaptability to Hybrid Work Culture:
Many Indian organisations now work in hybrid or remote formats. Digital skills help
managers stay connected and productive from any location.

6. Competitive Advantage:

Project managers who are digitally aware are more confident in handling tech-based tools
like 3D design software, cloud sharing, and dashboards—making them stand out
professionally.
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— 6.3.2 Effective Financial Literacy Skills Using Tools and
Methods

In today’s fast-paced, digitally driven work environment, knowing how to use various payment
modes and gateways is essential—especially for professionals involved in managing projects,
vendors, and client transactions. From transferring money instantly through UPI to handling
large vendor payments via NEFT or RTGS, each payment method serves a specific purpose.
Whether you are making on-site purchases using a debit card or collecting client advances
through payment links, being digitally literate helps streamline financial processes.

Following are the steps to use commonly preferred payment gateway options in India:
1. Internet Banking (IMPS, NEFT, RTGS)

Steps:

Log in to your bank’s Net Banking portal.

Navigate to ‘Funds Transfer’ or ‘Payments’.

Select the transfer method — IMPS, NEFT, or RTGS.
Add or select the beneficiary account (vendor/client).
Enter the amount, remarks, and transfer date.
Confirm the transaction using OTP/password.

Nou ks wNe

Save or download the transaction receipt.
2. Debit Card

Steps (for online payments):

1. Go to the merchant website or payment gateway.
Choose ‘Debit Card’ as the payment option.

Enter your card number, expiry date, CVV, and name.
Enter OTP sent by your bank.

vk wN

Payment is processed and receipt is generated.

Steps (for offline use):

1. Swipe/tap the card at POS machine.
2. Enter PIN.

3. Collect the printed receipt.

3. Credit Card

Steps (for online use):

1. Choose ‘Credit Card’ during checkout or payment.
Enter card details: number, expiry date, CVV.
Enter the OTP received on mobile.

Payment will be debited from your credit limit.

vk W

Save or print the transaction receipt.
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Steps (for offline use):

1. Swipe/tap the credit card at POS.
2. Enter PIN or sign if required.

3. Receive the receipt.

4. UPI (Unified Payments Interface)

Steps (using apps like Google Pay, PhonePe, Paytm, BHIM):
Open the UPI app on your phone.

Select ‘Pay’ or ‘Send Money’.

Enter the UPI ID, mobile number, or scan the QR code.
Enter amount and remarks (optional).

Confirm the payment using UPI PIN.

o vk wnN R

Transaction is completed instantly and confirmation is shown.

5. Digital Wallets (Paytm, PhonePe, Amazon Pay, etc.)

Steps:

Open the wallet app (e.g., Paytm).

Tap on ‘Pay’ or ‘Send Money’.

Select contact or enter mobile number/QR code.

Enter amount and confirm.

If wallet balance is insufficient, add money via debit card/UPI.

o Uk whnN R

Payment is processed instantly, and a receipt is shown.

— 6.3.3 Role of Payment Gateways in Project Management

Using payment gateways in project management environments enhances speed, accuracy,
and transparency. From collecting client advances to disbursing vendor payments and
maintaining audit-ready records, these platforms ensure professional, cashless operations
that align with modern digital business practices.
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Client Payment Service . . N
. . Documentation and Reduced with Project
Collection Provider
and Reports Manual Errors Tools
Payments
Collecting payments Paying vendors and Automatically Avoiding delays and Synchronizing
from clients through contractors instantly generating invoices reducing errors by financial workflows
digital gateways using bulk and transaction eliminating cash with project
disbursement receipts handling management tools

features
Fig. 6.3.1: Modern digital business practices
1. Client Payment Collection

Payment gateways allow project teams to collect advance payments, stage-wise payments,
and final dues digitally through UPI, cards, or net banking.
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2. Vendor and Service Provider Payments

Project managers can pay vendors and contractors instantly using bulk disbursement features
of gateways like Cashfree or Paytm for Business.

3. Payment Documentation and Reports

Digital gateways automatically generate invoices, transaction receipts, and daily payment
reports, reducing manual tracking.

4. Time-Saving and Reduced Manual Errors

Digital payments avoid delays, reduce human error, and eliminate the need for cheque or cash
handling.

5. Integration with Project Tools

Gateways can integrate with accounting software or project CRMs, helping synchronize
financial workflows with ongoing operations.
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— Summary £

e Coordination between internal teams (design, costing, procurement, site execution) is
crucial for timely procurement and maintaining design integrity.

e Effective communication and negotiation skills help manage vendor interactions, client
approvals, and project closure smoothly.

e The Design Team provides drawings and specifications, while the Costing Team prepares
BOQ and estimates.

e The Project Team creates schedules and timelines, while the Procurement Team manages
vendor selection and order tracking.

e A well-structured project proposal includes scope, timeline, budget, design direction,
vendor details, and client sign-off.

e Proposal documents must be based on real execution inputs like material feasibility, site
conditions, and updated BOQ.

e Project closure formalities include site walkthrough, snag list resolution, final billing, and
client handover certificate.

e Differences between approved specifications and on-site work can lead to cost overruns,
delays, and client dissatisfaction.

e Changes in scope require documentation like Change Request Form, Revised BOQ, client
approval, and updated timeline.

e Digital literacy helps project managers use tools like Excel, MS Teams, and cloud storage
for coordination and record-keeping.

e Financial literacy includes understanding BOQs, using payment gateways, tracking
expenses, and generating invoices.

e Payment gateways like UPI, Paytm, and NEFT enable fast, transparent, and secure
transactions with clients and vendors.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. What is the purpose of a Change Request Form (CRF)?
a. To initiate procurement
b. To track staff attendance
c. To formally record scope changes
d. To prepare the final budget

a. Procurement Team
b. Design Team

c. Costing Team

d. Execution Team

3. Inproject closure, the handover certificate includes:
a. Vendor contact list
b. List of unfinished tasks
c. Project summary and client sign-off
d. Material safety data sheets

4. Which of the following is an example of a digital wallet?

a. NEFT
b. Paytm
c. RTGS
d. IMPS

a. Attendance Sheet

b. Gantt Chart

c. Material Specification Sheet
d. Tax Invoice

2. Which team is responsible for preparing the Material Specification Sheet?

5. Which document helps align vendor quotes with the design intent?




— Hands-on-Exercise
Preparing Project Estimates and Documentation in Consultation with Teams

Objective:

Scenario

You have been assigned to manage a new 1,500 sq. ft. interior fit-out project for a startup
company, in Gurugram. The design is approved, and the client has shared their expectations:

Expected Output

Participants should prepare and submit:

Assistant Project Manager (Interior Design)

Demonstrate the process of preparing a project estimate and related documents in
consultation with internal teams.

Open plan with 18 workstations

2 manager cabins

1 meeting room

Pantry with storage

Sleek, modern look with muted colours

Mid-range material preference

A sample BOQ (3-5-line items with unit cost and total)
A Material Specification Sheet (listing furniture, finish, brand/type)

A Procurement Plan Table (item, vendor, lead time, approval status)
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— Notes

Scan the QR codes or click on the link to watch the related videos
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https://www.youtube.com/watch?v=AxOeDE8cP8k

Project Procurement Basics

https://youtu.be/WN9IMks1s4tM?t=49

Financial Concepts



https://www.youtube.com/watch?v=AxOeDE8cP8k
https://youtu.be/WN9Mks1s4tM?t=49
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1. Explain various specifications involved in estimating the material quantity.

2. lIdentify the associated vendors based on the requirement of different categories of
materials.

3. Explain how to employ suitable estimation tools and techniques for calculating material
guantity in the interior designing process.

4. Explain the process and technicalities involved in raising tenders, inviting quotations and
delivery timelines, terms and conditions from various vendors.

5. Describe the effective management skills for multiple vendors.
Explain the steps involved in vendor partners analysis and selection process.

Identify possible vendors based on material specification requirements and market
research.

Explain the role of Request for Proposal (RFP) in the vendor selection process.

9. Analyse the business requirements to shortlist suitable vendor partners based on Request
for Proposal (RFP).

10. Analyse and plan the resources based on in-house material library and projects
requirements.
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UNIT 7.1: Material Estimation and Specifications

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain various specifications involved in estimating the material quantity.

2. lIdentify the associated vendors based on the requirement of different categories of
materials.

3. Explain how to employ suitable estimation tools and techniques for calculating material
guantity in the interior designing process.

— 7.1.1 Specifications Involved in Estimating Material Quantity —

Accurate material and specifications ensures the right quantity of materials is procured,
minimizing wastage, controlling costs, and preventing project delays. Estimating without
proper specifications can lead to mismatched finishes, budget overruns, and unnecessary
rework. By understanding key specifications such as type, size, quality, finish, and application
methods, you can plan effectively and execute interior projects smoothly.

Following are some of the essential specifications that needs to be consider while estimating
material quantities for different design components:
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Fig. 7.1.1: Material Specification
o Type of Material

Choosing the correct type of material is the first step in estimation. Interior design projects
use a wide variety of materials such as plywood, laminates, tiles, marble, emulsion paints,
glass, etc. Each material serves a different purpose, and its properties like strength,
texture, and durability must be considered. For instance, marine plywood is more suitable
for kitchen areas due to its water resistance compared to commercial plywood.




¢ Dimensions and Measurements

Accurate measurements are essential to avoid over- or under-purchasing. Each material
comes in standard sizes, and knowing these dimensions helps in precise calculation. For
example, if you are laying tiles, you must know the area to be covered and the size of each
tile to estimate the quantity needed. Any mistake in measuring the room or ignoring
offsets can lead to waste or shortage.

e Grade or Quality

Materials come in different grades such as economy, standard, and premium. The choice
of grade affects cost, appearance, and longevity. For example, choosing premium
emulsion paint over regular distemper will increase the cost but provide better finish and
durability. Estimation must be done keeping in mind the grade, as it influences both the
guantity (due to coverage differences) and the budget.
e  Finish Type

The surface finish of a material—such as matte, glossy, or textured—affects how much
material is required and how it is applied. For instance, textured wall finishes may need
extra paint due to their uneven surface. Similarly, finishes like veneers or laminates may
have wastage during cutting or alignment. Estimators must account for these additional
requirements when specifying materials.

e Application Area

The space where the material will be applied—such as floors, walls, ceilings, or furniture—
determines the quantity and type of material. For example, ceiling work may require
lightweight boards like gypsum, while flooring may need vitrified tiles. Each surface type
may also require underlayers or fixing materials, which must be included in the estimation
process.

e Wastage Factor

A certain percentage of material is usually wasted due to cutting, breakage, handling, or
design changes. Estimators generally add 5-10% extra quantity to cover such losses. For
example, while installing tiles, some pieces get damaged or trimmed to fit corners.
Ignoring this factor may result in work delays and additional costs due to urgent reorders.

e |nstallation Method

The way a material is installed also affects how much is required. Materials fixed with
adhesives might need more adhesive per square foot, and overlapping joints or concealed
fixings may demand extra material. For example, wallpaper installed with a pattern
requires alignment, leading to more material usage. These technical details should be
included in the estimate for accurate planning.

e Structural Load and Strength Requirements

When materials are used in structural or semi-structural applications such as partitions,
storage units, or wall panels, their load-bearing capacity must be considered. Heavier or
high-strength materials like thick plywood or metal frames may be required, impacting
both quantity and cost. Estimators must consult the design requirements to choose the
right material strength.
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o Colour or Shade Consistency

For aesthetic materials like tiles, stone, or wallpaper, consistent color and pattern are
crucial. Natural materials, such as marble, may vary in shade from one piece to another.
To ensure visual uniformity, extra quantity is often procured to allow for selection and
matching. Estimators must consider this while calculating material quantity, especially for
visible surfaces.

e Environmental or Safety Standards

Materials used in interior design must comply with safety and environmental standards.
Fire-retardant boards, low-VOC paints, and sustainable wood products are examples of
such materials. These specifications may lead to different material choices or additional
guantities to meet compliance. For instance, partitions in commercial spaces may require
certified fire-resistant materials which may have different coverage specifications than
standard options.

How Material Specifications Impact the Estimation Process

Material specifications significantly influence the accuracy of the estimation process in interior
design. They define the type, grade, size, finish, and application of materials required for a
project. These details help determine the exact quantity, cost, and wastage allowance. For
example, premium materials may cover less area per unit or require special installation
methods, increasing both cost and effort. Without clear specifications, estimations may be
incorrect, leading to budget overruns, procurement delays, or rework. Hence, precise
specifications ensure realistic, efficient, and cost-effective project planning.

Understanding Material Wastage and How It Affects Final Estimates

Material wastage refers to the portion of materials lost or unused during transportation,
cutting, fitting, or handling at the site. Ignoring wastage can lead to shortages, project delays,
and unplanned expenses.

Wastage varies by material:

e Tiles and marble: 5-10% (due to cutting and breakage)

e Paint: 3-5% (due to spillage and uneven surface)

e Fabrics: 10-15% (due to tailoring and pleating)

e Plywood or boards: 5-10% (due to offcuts and adjustments)

To ensure accurate final estimates, a standard wastage percentage is added to the calculated
qguantity. Over time, experienced estimators also consider project complexity and site
conditions when adjusting for wastage. Proper planning for wastage reduces material
shortages, reorders, and ensures smooth execution.
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Calculation Techniques for Different Types of Materials

Different interior materials require different techniques for quantity estimation. Using the
right method ensures accuracy in procurement and budgeting.

¢ Flooring (Tiles/Marble/Wooden Planks):

Measure the floor area (length x width). Divide it by the area of one tile/plank to get the
total number required. Add 5-10% for wastage.

Example:

Room size = 12 ft x 10 ft = 120 sq. ft.
Tile size = 2 ft x 2 ft = 4 sq. ft.

Tiles needed = 120 + 4 = 30 tiles
Adding 10% wastage = 30 + 3 = 33 tiles

¢ Wall Coverings (Paint/Wallpaper):

Calculate the total wall area (perimeter x height), then subtract door/window areas.
Estimate paint quantity using the coverage rate (e.g., 1 litre for 100 sq. ft. per coat). For
wallpaper, divide the area by the roll size.

Example:
4 N
Room: 12 ft x 10 ft, Height = 10 ft
Wall area = (12+10+12+10) x 10 = 440 sq. ft.
Subtract doors/windows = 440 — 40 = 400 sq. ft.
Paint needed for 2 coats = (400 + 100) x 2 = 8 litres
Add 5% wastage = 8.4 litres - Buy 9 litres
\_ J

e  Fabrics (Curtains/Upholstery):

Measure window dimensions and desired fullness (e.g., 2x width for pleats). Include
allowances for hemming, pattern matching, and shrinkage.

Example:

Window width =5 ft; Height = 7 ft

Desired fullness = 2x width = 10 ft

Add 1.5 ft for top and bottom hemming =7 + 1.5 =8.5 ft

Fabric required = 10 ft (width) x 8.5 ft (height) = 85 sq. ft. of fabric

Convert to metres and add 10% for shrinkage/pattern = Final
estimate
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e False Ceilings:

Use ceiling length x width to calculate total coverage area. Divide by the area covered per
gypsum board or tile to determine quantity.

Example:

Ceiling size = 14 ft x 12 ft = 168 sq. ft.
Gypsum board size = 6 ft x 4 ft = 24 sq. ft.
Boards required = 168 + 24 = 7 boards
Add 10% wastage = 7.7 - Buy 8 boards

— 7.1.2 Associated Vendors Based on the Requirement of
Different Categories of Materials

The following list of associated vendors based on different categories of materials commonly
used in interior design projects in India provides an overview of vendor types you may engage
with during material procurement:

1. Plywood and Wood Products Vendors
o Timber merchants and wholesale plywood dealers
o Brands: Greenply, Century Ply, Kitply, Austin, Archidply

o Locations: Regional timber markets (e.g., Kirti Nagar in Delhi, Bhiwandi in Mumbai,
Timber Bazaar in Chennai)

2. Hardware and Fittings Vendors
o Vendors supplying hinges, handles, drawer channels, screws, brackets
o Brands: Hettich, Hafele, Ebco, Godrej, Dorset
o Found in local hardware markets and specialty fitting showrooms
3. Paint and Finishing Material Suppliers
o Paint distributors and finishing product sellers
o Brands: Asian Paints, Berger, Nerolac, Dulux, Indigo Paints
o Available through local dealers, company-authorized shops, and online portals
4. Flooring Material Vendors
o Suppliers of tiles, wooden flooring, vinyl, and carpets
o Brands: Kajaria, Somany, Nitco, Johnson, Pergo (wooden flooring)
o Found in tile markets and specialized flooring showrooms
5. Glass and Mirror Suppliers
o Vendors dealing in plain, toughened, laminated, and decorative glass
o Brands: Saint-Gobain, Modi Guard, Asahi India Glass (AIS)
o Usually located in industrial areas or wholesale glass markets
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6. Electrical and Lighting Vendors
o Suppliers for wiring, switches, LED lights, and fixtures
o Brands: Havells, Anchor, Philips, Crompton, Wipro, Syska
o Found in local electrical markets and lighting showrooms
7. Modular Furniture and Interior Systems Vendors
o Ready-made or custom modular systems for kitchens, wardrobes, and office furniture
o Brands: Sleek, Godrej Interio, Urban Ladder (custom), Livspace, IKEA
o Operate via showrooms, design studios, and online platforms
8. Sanitaryware and Plumbing Material Vendors
o Vendors providing basins, faucets, pipes, fittings, and accessories
o Brands: Jaquar, Cera, Hindware, Parryware, Kohler
o Available in sanitaryware markets or branded experience centres
9. False Ceiling and Partition Vendors
o Suppliers of POP, gypsum boards, metal framing, and ceiling tiles
o Brands: Saint-Gobain Gyproc, Armstrong, Everest
o Found in construction and interior building material markets
10. Soft Furnishing and Décor Vendors
o Suppliers of curtains, blinds, upholstery fabric, rugs, and wallpapers
o Brands: D'Decor, Raymond Home, Sleepwell (for upholstery), Marshalls
o Available through furnishing stores and interior boutiques
11. Adhesives and Sealants Suppliers
o Provide glues, resins, sealants, and tapes for fixing materials
o Brands: Fevicol (Pidilite), Araldite, Loctite, Dr. Fixit
o Available in hardware shops and construction supply outlets
12. Stone and Marble Vendors
o Dealers in granite, marble, quartz, and other natural/artificial stones
o Locations: Kishangarh (Rajasthan), Bangalore, Silvassa, Hyderabad
o Vendors may offer cutting, polishing, and supply services
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Calculating Material Quantity in the Interior Designing
Process

Accurate material estimation is essential to avoid material shortages, reduce wastage, and
ensure cost-effectiveness. Various tools and techniques are used to calculate material
guantities based on the type of interior work. These tools help interior professionals convert
measurements into actionable quantities for procurement and planning.

1. Manual Estimation (Using Measurement Tools)

Traditional tools such as measuring tapes, laser distance meters, and steel rulers are
commonly used on-site to measure length, width, height, and area. After recording these
values, basic mathematical formulas are applied to calculate the quantity of materials like
paint, tiles, plywood, etc. This method requires accuracy and experience to minimize errors.

2. Quantity Take-Off (QTO)

This is a systematic method of determining material quantities directly from the 2D drawings
or floor plans. The estimator identifies each item—such as flooring, wall paneling, ceiling—
and uses scale measurements to determine the required quantity. QTO sheets are commonly
prepared in Excel for easy calculation and documentation.

3. Digital Estimation Tools and Software

Several design and estimation software tools are used for fast and accurate calculations:
AutoCAD: Used for extracting dimensions from detailed drawings.

SketchUp with plugins: Helps estimate surface areas and material quantities.

MS Excel: Commonly used to tabulate data, apply formulas, and adjust for wastage
percentages.

Interior-specific tools: Tools like EasyEst, Houzz Pro, or BuildSoft offer built-in estimation
features tailored for design projects.

4. Rate Analysis-Based Estimation

This method involves calculating material quantities along with labour, overhead, and wastage
costs. It is useful for preparing project budgets and BOQs (Bills of Quantities). For example, for
a 100 sq. ft. wall painting job, the rate analysis will include paint quantity, primer, putty, and
labour cost per square foot.

5. Empirical Estimation Techniques

These rely on past experience or reference data from similar completed projects. For example,
one might use a thumb rule like “1 litre of paint covers approximately 100 sq. ft. for a single
coat” to estimate paint quantity. These are quick but should be verified with actual site
measurements.

— 7.1.3 Employ Suitable Estimation Tools and Techniques for ——
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6. Use of BOQ (Bill of Quantities) Templates

Standard BOQ formats help in recording and calculating quantities for flooring, electrical,
carpentry, ceiling, plumbing, etc. These templates often come pre-designed for residential or
commercial projects and can be customized as per design specifications.

7. Vendor Quotation Tools

Some vendors provide their own estimation tools and mobile apps. For example, Asian Paints
offers an online paint calculator based on room size, wall surface, and number of coats.
Similarly, tile vendors like Kajaria have tile calculators to assist with estimation.
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UNIT 7.2: Vendor Management and Resource Planning

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the process and technicalities involved in raising tenders, inviting quotations and
delivery timelines, terms and conditions from various vendors.

Describe the effective management skills for multiple vendors.
Explain the steps involved in vendor partners analysis and selection process.

Identify possible vendors based on material specification requirements and market
research.

Explain the role of Request for Proposal (RFP) in the vendor selection process.

Analyze the business requirements to shortlist suitable vendor partners based on Request
for Proposal (RFP).

7. Analyze and plan the resources based on in-house material library and projects
requirements.

— 7.2.1 Process and Technicalities Involved in Raising Tenders,
Inviting Quotations, and Managing Vendor Deliveries

Interior design projects require timely procurement of materials and services from reliable
vendors. To ensure transparency, cost-efficiency, and quality, a formal process is followed that

includes raising tenders, inviting quotations, defining delivery timelines, and setting clear
terms and conditions.

Raising Tenders

Raising a tender is the formal process of inviting bids from qualified vendors or contractors to
supply materials or execute services. The steps include:

Preparing Tender Submission and
Documents Deadline

Publishing the Tender

Fig. 7.2.1: Raising Tenders

e Preparing Tender Documents: Include details of the project, scope of work, quantity of
materials, technical specifications, and eligibility criteria for vendors.
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e Publishing the Tender: Tenders can be published through platforms such as company
websites, government portals (e.g., GEM, CPP), or shared directly with empanelled
vendors.

e Submission and Deadline: Vendors submit their proposals within the deadline, often with
a covering letter and required documents such as company profile, GST registration, PAN,
etc.

Tenders are more common in government and large corporate projects, where strict
procurement policies apply.

Inviting Quotations

For smaller or private projects, quotations are invited from selected vendors. This is a quicker
and less formal alternative to tenders. The steps include:

Collecting and

Identifying Vendors Comparing Quotes
Finding potential suppliers Evaluating and choosing the
for needs best offer

A A A
J5u L
\ \

Sending Request for
Quotation

Requesting price and terms
from vendors

Fig. 7.2.2: Vendor Selection Process

¢ Identifying Vendors: Based on past performance, market research, or recommendations.

e Sending Request for Quotation (RFQ): A document that includes material or service
specifications, quantities, and timelines.

e Collecting and Comparing Quotes: Vendors provide prices along with terms of delivery,
payment, and warranty. A comparative statement is prepared to analyse the best offer.
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Defining Delivery Timelines

To ensure materials reach the site on time, vendors are required to commit to specific delivery
timelines. This includes:

Milestone-
Delivery Based 9:;5
Schedule =* Deliveries

Penalty @:A

Clauses

Implements
penalties for delays
or non-compliance

Establishes the Aligns deliveries
timeline for project with key project
phases milestones

Fig. 7.2.3: Delivery Timelines for Vendors
o Delivery Schedule: Based on project stages, material availability, and lead times.

¢ Milestone-Based Deliveries: For phased projects, delivery is aligned with work progress
(e.g., flooring before furniture).

e Penalty Clauses: In larger projects, penalties may apply for delayed deliveries that affect
the overall project timeline.

It is important to regularly follow up and track vendor deliveries to avoid project delays.

Vendor Agreement

Clear and written terms avoid disputes and ensure both parties understand their
responsibilities. Vendor agreement must include the following:

Vendor Agreement

Transportation &
Offloading

Clarifies delivery and
unloading responsibilities

Dispute Resolution
Procedures for legal

disagreements

Warranty &
Replacement

Conditions for replacing Tax & Billing

defective goods Requirements for GST-

compliant invoices

=
Payment Terms

Details on advance and final
payments

All terms should be mentioned in writing in the Purchase Order (PO) or Work Order (WO) issued to the vendor.

Fig. 7.2.4: Vendor Agreement

This structured approach helps ensure that vendors deliver the right materials, at the right
price, and within the committed timeframe. For you as an Assistant Project Manager,
understanding this process is important for efficient procurement, smooth coordination, and
maintaining the overall project schedule and budget.
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— 7.2.2 Role of Request for Proposal (RFP) in Vendor Selection ——

A Request for Proposal (RFP) is a formal document used to invite detailed proposals from
vendors for the supply of materials or services. It plays a crucial role in ensuring the vendor
selection process is transparent, competitive, and aligned with project requirements.

The RFP outlines the scope of work, material specifications, project timelines, budget range,
and evaluation criteria. It allows vendors to submit tailored proposals that include pricing,
technical details, delivery schedules, warranty terms, and value-added services.

By comparing RFP responses, project managers can objectively assess which vendor offers the
best balance of cost, quality, reliability, and support. The RFP also helps avoid confusion or
miscommunication by documenting all expectations clearly from the beginning, making it a
key tool for risk management in interior projects.

It is important to analyze the business requirements to shortlist suitable vendor partners
based on RFP. Shortlisting vendors from RFP responses involves evaluating their ability to
meet your project’s specific needs within time, budget, and quality constraints. Following are
the steps involved:

Shortlist the Best-fit

Review RFP Scope Compare Proposals Vendors
Examine the details and Analyze and contrast the Identify and select the most
requirements of the RFP received proposals suitable vendors

Set Evaluation Criteria Conduct Vendor

Establish standards and Interaction

benchmarks for assessment Engage with vendors for

clarification or additional
information

Fig. 7.2.5: Analyze the business requirements to shortlist suitable vendor partners based on RFP

Step 1: Review the RFP Scope

e Understand what the project needs: type of material, specifications, quantity, delivery
location, and timeline.

Step 2: Set Evaluation Criteria

o Define evaluation parameters such as:
e Cost

e Material quality/brand offered

e Experience or past projects

o Timely delivery

e After-sales service or warranty
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Step 3: Compare Proposals

e Create a vendor comparison sheet using a scoring system or checklist.
e Rank each vendor based on how well they meet the RFP criteria.

Step 4: Conduct Vendor Interaction (if needed)

e For close choices, arrange meetings or calls for clarification.

o Ask for samples, case studies, or references.

Step 5: Shortlist the Best-fit Vendors

e Select 2-3 vendors for negotiation or final selection based on alignment with project goals
and resource constraints.

Note: Sample RFP

https://www.mdi.ac.in/resources/admin_uploads/announcement/1674206306Request-
for-Proposal--RFP--for-Interior-Designer-cum-renovation-Agencies-for-Design---
Renovation-work-at-MDI-Gurgaon.pdf



https://www.mdi.ac.in/resources/admin_uploads/announcement/1674206306Request-for-Proposal--RFP--for-Interior-Designer-cum-renovation-Agencies-for-Design---Renovation-work-at-MDI-Gurgaon.pdf
https://www.mdi.ac.in/resources/admin_uploads/announcement/1674206306Request-for-Proposal--RFP--for-Interior-Designer-cum-renovation-Agencies-for-Design---Renovation-work-at-MDI-Gurgaon.pdf
https://www.mdi.ac.in/resources/admin_uploads/announcement/1674206306Request-for-Proposal--RFP--for-Interior-Designer-cum-renovation-Agencies-for-Design---Renovation-work-at-MDI-Gurgaon.pdf
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— Summary £

e Material specifications—such as type, size, quality, finish, and application—are essential
to estimate material quantity accurately and control costs.

e Different materials require unique estimation techniques like area-based formulas for
tiles or coverage rates for paint.

e Wastage must be accounted for in estimates (e.g., 5-10% for tiles, 10-15% for fabrics).

e Various estimation tools are used: manual measurement, Quantity Take-Off (QTO),
AutoCAD, SketchUp, BOQ templates, and vendor calculators.

e Vendors are categorized based on material type (e.g., plywood, paint, tiles) and are
sourced from branded suppliers or local markets.

e The vendor procurement process includes raising tenders, inviting quotations, setting
delivery timelines, and defining terms.

e Vendor management involves coordination, tracking, and communication to ensure
timely material availability and quality.

e A Request for Proposal (RFP) helps define scope, evaluate vendor proposals, and select
the best partner based on criteria like quality, cost, and service.

e Shortlisting vendors involves reviewing RFPs, comparing proposals, setting evaluation
parameters, and using scoring matrices.

e Resource planning involves checking in-house inventory against project BOQs to minimize
wastage and optimize procurement.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. Which of the following is considered a standard wastage percentage while estimating

floor tiles?
a. 1-2%

b. 3-5%

c. 5-10%
d. 15-20%

2. Which software is commonly used for digital estimation by extracting dimensions from
interior drawings?

a. Photoshop
b. AutoCAD
c. Sketch
d. Canva
3. Which of the following is NOT typically found in a Request for Proposal (RFP)?
a. Delivery Schedule
b. Floor Layout
c. Scope of Work
d. Evaluation Criteria

4. What is the primary objective of using a Vendor Evaluation Matrix?
a. Totrack delivery times
b. To calculate labour wages
c. To compare vendors objectively
d. To plan material storage

5. Which brand is most commonly associated with adhesives and sealants?
a. Saint-Gobain
b. Fevicol
c. Kajaria
d. D'Decor
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— Hands-on-Activity: Demonstrate Effective Management Skills —
for Multiple Vendors

Objective:

o Demonstrate the effective management skills for multiple vendors.
Scenario:

You are managing an interior fit-out project for a 2BHK apartment. You are working with the
following four vendors:

1. Flooring Vendor — Supplies and installs vitrified tiles.

2. Paint Vendor — Supplies and applies wall paints.

3. Furniture Vendor — Provides modular kitchen and wardrobes.
4. Electrical Vendor — Handles lighting fixtures and switches.

You must ensure timely coordination, monitor deliveries, resolve conflicts, and maintain
communication with all vendors to complete the project on schedule.

Instructions for Participants:
1. Form groups of 4-5 members.

Each group acts as a project team managing the vendors.
2. Assign roles within each group:

o Project Coordinator

o Procurement Assistant

o Vendor Liaison Officer

o Site Supervisor
3. Use the template (provided by facilitator) to:

o Create a vendor contact sheet

o Prepare a simple delivery and installation schedule

o List communication methods (calls, emails, site visits)

o Document how they will manage delays or disputes
4. Each team will conduct a 5-minute role play

Simulate a real-life situation such as:

o One vendor delays delivery

o Quality issues arise with furniture

o Two vendors have overlapping schedules
Teams must demonstrate how they will resolve the issue professionally.

Materials Required:

e Printed templates (Vendor tracking sheet, Schedule planner)
e Sample RFQs, Purchase Orders (optional)

e Markers/Charts for presentation (if offline)
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— Hands-On Exercise: Conduct Market Research to Identify
Possible Vendors

Objective:

To help participants learn how to identify and shortlist appropriate vendors based on specific
material requirements, pricing, and quality standards relevant to interior design projects.

Scenario:

You are responsible for sourcing vendors for the following materials for a mid-range
residential interior project:

1. Plywood for modular furniture
2. Wall paint (premium emulsion)
3. Vitrified floor tiles (600x600 mm)
4,

Curtain fabric (sheer and blackout)

You are required to conduct market research—either online or in person—and create a
vendor comparison sheet based on the material specifications.

Instructions:
1. Form small groups (2—4 participants per group).
Each group will be assigned or can choose one material category to research.

2. Identify at least 3 vendors for the selected material using one or more of the following
methods:

o Visit local markets or material shops (e.g., timber market, hardware bazaar)

o Use vendor directories (IndiaMART, Justdial, Tradelndia)

o Check brand websites and dealer locators (e.g., Greenply, Asian Paints)
3. Collect the following information for each vendor:

o Vendor Name & Location

o Brand(s) Offered

o Material Grades/Specifications Available

o Pricing (Approximate)

o Lead Time / Delivery Schedule

o Contact Details

o Additional Services (installation, transport, credit terms, etc.)

Prepare a comparative vendor sheet in the format provided or create your own.
5. Present your findings to the class in a short 3-5 minute presentation.
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Sample Format: Vendor Details Sheet

Parameter Vendor 1 Vendor 2 Vendor 3

Name & Location
Brand Offered

Material Specification

Rate per Unit

Delivery Time

Contact Details

Special Notes

Table 7.2.1:
Vendor Evaluation Matrix Template

Evaluation Criteria Weight Vendor Score Vendor ScoreB Vendor ScoreC

(%) A A(1-5) B (1-5) C (1-5)

1. Compliance with 20% v v v
Specifications

2. Pricing Competitiveness | 15%

3. Delivery Timeline 15%
4. Quality of 15%
Material/Brand

5. Past 10%
Experience/References

6. After-Sales 10%
Support/Warranty

7. Legal & Financial 5%
Compliance

8. Communication & 5%

Responsiveness

9. Scope for Long-Term 5%
Engagement
Total Weighted Score 100%
Table 7.2.2:
How to Use:

e Assign a score (1-5) for each vendor under each criterion (5 = Excellent, 1 = Poor).
e Multiply the score by the weight % to get a weighted score.

e Sum all weighted scores for each vendor.

e The vendor with the highest total score is usually the most suitable.
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— Hands-On Exercise: Resource Planning Using In-House
Material Library

Objective:

To enable participants to evaluate project material requirements, audit existing in-house
stock, and prepare a procurement plan accordingly—minimizing wastage and optimizing cost.

Scenario:

You are assigned to manage the interior execution for a client’s bedroom renovation. The
following materials are required as per the approved BOQ:

e 12 plywood sheets (19 mm) for wardrobes and lofts
e 15 litres of emulsion paint for walls

e 8 handles and 6 soft-close drawer channels

e 20 sq. ft. of laminate (1 mm) for shutters

o 4 LED ceiling lights

You are also provided with an in-house material stock list from your warehouse:

Material Available Stock

Plywood sheets (19 mm) 8

Emulsion Paint (litres) 10

Drawer Channels (soft-close) 4

Handles 12
Laminate Sheet (1 mm -sq. ft.) | 10
LED Ceiling Lights 2
Table 7.2.3:

Instructions:
1. Individually or in small teams, analyze the project BOQ and in-house stock list.
2. Fill in the Resource Gap Sheet:

Material Required Available Shortage Reuse Possible? (Yes/No)

Table 7.2.4:
3. Based on your findings, prepare a procurement plan for only the shortfall materials.
Mention:
o Quantity to be ordered
o Priority (high/medium/low)
o Suggested local vendor or supplier
o Timeline for ordering




5. Share your plan in a short 3-minute presentation.

Tips for Shortlisting Vendors Based on RFP and Business Requirements

e Understand the Scope Clearly: Begin by thoroughly reviewing the RFP and understanding
the exact business needs—material specifications, quantity, budget range, delivery
timelines, and quality expectations.

e Evaluate Experience and Expertise: Give preference to vendors who have handled similar
projects or supply chains. Ask for past project references, portfolios, or client testimonials.

e Check Compliance with Specifications: Ensure the vendor’s proposal matches the
technical specifications (e.g., material grade, brand, certification) mentioned in the RFP.

e Assess Pricing with Value: Don’t just go for the lowest quote. Evaluate the price in relation
to material quality, reliability, service, and warranty. The cheapest option may cost more
in the long run.

e Compare Delivery Schedules: Timely delivery is crucial. Review vendor timelines carefully
and check their ability to deliver in line with project milestones.

e Verify Legal and Financial Documents: Check if the vendor is GST-registered, has PAN
details, and can provide valid invoices. Ensure they are financially stable to handle supply
volume.

e Review Warranty and After-Sales Support: Prefer vendors offering post-delivery support,
replacements, or warranties. This reduces project risk.

e Use a Vendor Evaluation Matrix: Create a simple scoring sheet based on criteria like cost,
quality, delivery, service, and experience. This helps make objective decisions.

e Check Responsiveness and Communication: A vendor’s willingness to respond promptly
to emails, calls, and queries is a sign of reliability during project execution.

e Look for Long-Term Potential: Think beyond the current project—choose vendors who
can be long-term partners for consistent material quality and service.
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— Hands-On Exercise: Material Estimation for a Living Room
Makeover

Objective:
To calculate the quantity of materials required for flooring, wall painting, and ceiling design
for a standard living room using appropriate tools and techniques.
Scenario:
You are assigned to estimate material quantities for a living room that measures 16 feet
(length) x 12 feet (width) x 10 feet (height). The room will undergo the following changes:
1. Flooring: Vitrified tiles (2 ft x 2 ft size)
2. Walls: Two coats of emulsion paint
3. Ceiling: False ceiling using gypsum board (standard size: 6 ft x 4 ft)
Instructions:
Part A: Manual Estimation
1. Flooring
e Measure the total area to be covered.
Calculate the number of tiles needed (include 10% wastage).
2. Wall Painting
e Measure total wall surface area (4 walls).
Exclude 50 sq. ft. for doors/windows.
Estimate paint quantity required (1 litre covers ~100 sq. ft. per coat).
Include 10% extra for wastage.
3. Ceiling (Gypsum Board)
e Calculate ceiling area.
e Determine number of gypsum boards required (include 10% wastage).
e Participants should perform these calculations using measuring tapes and calculators
Part B: Excel-Based Digital Estimation
1. Input all dimensions in an Excel sheet.
2. Use formulas to auto-calculate:
o Floor area, tile count, wall area, paint quantity
o Gypsum board requirement
3. Apply wastage percentages using formula logic.
4. Add columns for unit rates (optional: simulate a cost estimate).
Expected Outcome:
Participants will prepare an estimation sheet that includes:
e Material names
e Unit of measurement
e Quantity required (with wastage)
Estimation method used (manual or digital)
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— Notes

Scan the QR codes or click on the link to watch the related videos

i

1 THE GREDDE
m w = GENERATOR

https://youtu.be/-MmqgZ2CBIUQ?t=115

Vendor Management



https://youtu.be/-MmqZ2CBlUQ?t=115
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— Key Learning Outcomes v

P w NP

At the end of this module, the participants will be able to:

Explain the importance of identifying suitable teams for effective project execution.
Identify suitable methods to maintain periodic updates of the project.
Identify a set of general questions for task management or delegating tasks effectively.

Analyze and interpret the Final Scope of Work (FSOW) to determine team and task
delegations.

Explain the steps involved in task delegation to share the workload and increase productivity
at work and perform delegation of tasks to team members using appropriate software tools

and techniques.

Explain the steps involved in taking input from internal and external agencies.

Explain how to perform job work demarcation based on team skillsets capability and project
timeline.

Explain the importance of timely planning and delivery of materials at the worksite.

Examine the procurement process of timely approval and delivery of materials at the
worksite.

10.
11.

12.
13.
14.

15.

16.
17.

18.
19.

Discuss various methods and techniques associated with monitoring a project.

Explain the critical stages in project execution to ensure quality as per approved design
specifications.

Identify the guidelines for performing client visits and inspection.
Identify the factors affecting the team and task delegation.

Explain the role of different internal and external agencies based on project execution
requirements and demonstrate effective coordination and communication skills.

Identify the documentation formalities associated with the record-keeping of project
work.

Explain the role of KRAs in the performance management system of an employee.

List all the pre-requisites involved in the design and implementation of a performance
management system.

Identify the factors affecting the effectiveness of a performance management system.

Explain the process of designing and executing an effective performance management
system.
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UNIT 8.1: Team Management

— Unit Objectives ©

At the end of this unit, the participants will be able to:

Explain the importance of identifying suitable teams for effective project execution.

2. ldentify suitable methods to maintain periodic updates of the project.
3. Identify a set of general questions for task management or delegating tasks effectively.
4. Analyze and interpret the Final Scope of Work (FSOW) to determine team and task

delegations.

5. Explain the steps involved in task delegation to share the workload and increase
productivity at work and perform delegation of tasks to team members using appropriate
software tools and techniques.

6. Explain the steps involved in taking input from internal and external agencies.

Explain how to perform job work demarcation based on team skillsets capability and
project timeline.

Explain the importance of timely planning and delivery of materials at the worksite.

Examine the procurement process of timely approval and delivery of materials at the
worksite.

— 8.1.1 Managing Team and Task Delegations

Identifying suitable teams is essential for the timely and successful execution of interior design
projects. Each phase of the project—whether it's design, procurement, or site execution—
requires specific skill sets. A well-structured team ensures that the right people are handling
the right tasks, reducing errors, delays, and miscommunication. Allocating work based on
capability helps in maintaining quality, accountability, and workflow continuity. It also
promotes collaboration and ensures that tasks are completed efficiently and within deadlines.

Aligns tasks with
appropriate skills for . .
1 optimal Skill Matching
performance.

Ensures high .
2 standards to [o[TE1113Y

minimize errors and Improvement
rework.

Fosters
3 responsibility and

- Enhance oo
ownership among Accountability Productivity
team members.

Enhances teamwork
4 for seamless project
execution,

Optimizes processes
5 toboost productivity
and effectiveness.

Fig. 8.1.1: Importance of Identifying Suitable Teams for Effective Project Execution
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Following are some of the useful questions that can guide task management and effective
delegation:

What is the objective of this task?

Who has the necessary skills and experience to complete it?

What is the deadline for completion?

What resources or support are required to carry it out?

Are there any dependencies or related tasks?

How will progress be monitored or reported?

What are the possible risks or challenges?

Has the person been briefed clearly about expectations and outcomes?

What tools or documents need to be provided for successful task execution?

What is the escalation mechanism in case of roadblocks?

\ J

Fig. 8.1.2: Questions That Can Guide Task Management and Effective Delegation
Steps Involved in Task Delegation to Share the Workload and Increase Productivity

Effective task delegation allows project managers to optimize team productivity and focus on
high-priority work. The steps include:

Identify Tasks to
Delegate Clearly Define the Task Monitor Progress
Select tasks that can be Communicate what needs to be
handled by others without done, expected outcomes, Set checkpoints or follow-ups
compromising quality or critical deadlines, and quality 1o review progress without
decision-making. standards. micromanaging.

Choose the Right Team Provide Necessary Give Feedback and
Member Resources and Acknowledge Efforts
Match the task with an Authority Pravide constructive feedback
individual’s strengths, Share tools, templates, access and recognition to reinforce
experience, and interest. and decision-making rights as accountability and motivation.
reatiirad

Fig. 8.1.3: Steps Involved in Task Delegation




Factors Affecting Team and Task Delegation

Following are key factors affecting team and task delegation in interior design or any project-
based environment:

1. Skill Set and Expertise

Tasks must be assigned based on individual team members' technical and creative
capabilities to ensure quality and efficiency.

2. Experience and Seniority

Complex or high-priority tasks may require experienced personnel who can make
informed decisions and manage risks.

3. Availability and Workload

Delegation depends on the current availability and workload of team members to prevent
burnout and ensure balanced task distribution.

4. Task Complexity

More complex tasks may require breaking down into smaller parts or assigning to a team
rather than an individual.

5. Timeline and Deadlines

Tasks must be delegated considering project timelines to ensure timely delivery and avoid
bottlenecks.

6. Resource Availability

Availability of tools, materials, and site access can impact who can perform the task
effectively.

7. Communication Skills

Some roles, especially those involving clients or vendors, require team members with
good interpersonal and communication abilities.

8. Trust and Accountability

Delegation is often influenced by the trust level in team members' reliability and ability to
deliver results independently.

9. Geographic or Remote Constraints

Team members working remotely or across locations may face limitations in handling
certain site-based responsibilities.

10. Legal or Compliance Requirements

Some tasks (like electrical work or structural approvals) must be assigned to certified
professionals or licensed contractors.
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Steps Involved in Taking Input from Internal and External Agencies

Collaboration with internal and external stakeholders is essential in interior projects,
especially when dealing with consultants, vendors, or clients. The steps include:

Set Up
Communication
Channels
Define the Purpose Lem T Record and Track
of the Input S/ . Input Received
i i \
7T I 1 =TT~ ~ ~
/. \ : : o \\ :
' \ ' ' ! ' 1
] \ H . " 1 |
| ] 1 \ " 1 1
1 | i ‘ | 1
: : ! | : ' 1
I 1 H . [ 1
: \\ O g : : |‘ ’:
! \\ ,’ 1 : "‘ "
.' TS 1 ' ~——”
' 1
A
Identify Stakeholders Incorporate and

R Acknowledge the

Share Relevant Input

Documents or
Context

Fig. 8.1.4: Steps Involved in Taking Input from Internal and External Agencies

1. Define the Purpose of the Input: Know exactly what input you need—design changes,
technical approval, vendor feedback, etc.

2. Identify Stakeholders: Decide who the internal (e.g., design team, purchase department)
and external (e.g., consultants, contractors) contributors are.

3. Set Up Communication Channels: Choose how the input will be collected—meetings,
emails, shared documents, or software.

4. Share Relevant Documents or Context: Provide background, reference drawings, or
requirements to support clear responses.

5. Record and Track Input Received: Maintain documentation or trackers to ensure all
responses are captured and traceable.

6. Incorporate and Acknowledge the Input: Integrate valid suggestions and keep
contributors informed about how their input was used.
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— Hands-on Activity: Scope-to-Task Delegation Using Project ——
Tools

Objectives:

e Analyse and interpret the Final Scope of Work (FSOW) to determine team and task
delegations

e Perform delegation of tasks to team members using appropriate software tools and
techniques

Materials Needed:
e A sample Final Scope of Work (FSOW) document (can be printed or shared digitally)
e List of fictional team members with skillsets, availability, and roles

e Accesstoa (e.g., Trello, Asana, ClickUp, or MS Project) or a simulated task board (Excel or
printed template)

e Laptops/tablets or printed project management tool templates

e Sticky notes, markers (for offline execution)

Instructions:

Step 1: Understand the FSOW

Each group receives a detailed Final Scope of Work document. They must:
o |dentify major work packages and deliverables
e Break down the scope into manageable tasks/sub-tasks

e Understand deadlines, dependencies, and deliverable expectations

Step 2: Analyze Team Capabilities

Participants review team member profiles:
e Skills, tools expertise, availability, work style
o |dentify best-fit members for each task

Step 3: Delegate Using a Tool

Use a digital tool (e.g., Trello/Asana) or a physical board to:
e Create tasks/sub-tasks

e Assign each task to a suitable team member

e Set timelines, dependencies, and priorities

e Label or categorize tasks (e.g., “Urgent”, “Design Phase”)
e Track effort vs. availability

Step 4: Presentation & Justification

Each group presents their:

e Delegation decisions

e Justification for role-task mapping

o How the FSOW influenced their task plan
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Break Tasks into Specific Skillsets for Team and Task Delegations

Breaking down tasks into specific skillsets ensures the right person handles the right job. This

not only increases accuracy but also improves efficiency and accountability. It includes the
following:

Match tasks

- with o I Clarify roles
Understand the Iden't ify appropriate Divide - and
required tasks into sub- .
scope of task . team members deliverables
competencies tasks
Define the Assign tasks to

boundaries and Determine the skills team members Break down larger
objectives of the and knowledge based on their tasks into

task needed for the task

Ensure everyone
understands their

responsibilities and
competencies manageable parts what is expected

Fig. 8.1.5: Breaking down tasks into specific skillsets

1. Analyze the Task Scope:
Understand the complexity and expected outcome of the task. For example:

Example:

A modular kitchen installation task requires coordination with
carpenters, electricians, and vendors; it has both design and execution
components.

2. Identify Required Skillsets:

Determine whether the task needs technical skills, creative thinking, procurement
knowledge, or people management.

Example:

Designing a feature wall needs creative and 3D rendering skills, while
electrical layout needs technical expertise.
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3. Map Skills to Team Members:
Allocate tasks to individuals or teams who possess the relevant competencies.

Example:

Assigning the furniture layout task to a junior architect familiar with
CAD software.

4. Segment the Task if Needed:
For large tasks (e.g., setting up a display area), divide into sub-tasks—layout planning,
material sourcing, site coordination—and delegate accordingly.

Example:

One team member handles design, another places vendor orders, and a
third supervises installation.

5. Define Roles and Expectations Clearly:
Ensure that each person knows what part they’re responsible for and how it contributes
to the overall project.

Example:

The site supervisor must ensure timely delivery and quality checks of
materials, while the designer coordinates aesthetics.
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— 8.1.2 Employ Suitable Methods

structured approaches:

Encourage
Transparent

Communication Plan

Create Visual

To employ suitable methods to maintain periodic updates of the project, you can follow these

Establish a
Communication

Use Project

Progress Management
Reports Tools
Assign R , Schedule
Responsibility @ NI @ Regular Status
for Updates R e Meetings
] N I
Automate @ “ "~[ 21 Maintain a
Updates Where Project Log or
Possible Dashboard

Fig. 8.1.6: Structure Approaches

1. Establish a Communication Plan

Define frequency (daily, weekly, biweekly).

Identify stakeholders and communication channels (email, meetings, dashboards).

Decide on reporting formats (status reports, Gantt charts, Kanban boards).

2. Use Project Management Tools

Tools like Asana, Trello, Jira, MS Project, or Monday.com allow for real-time updates.

Track progress with milestones, tasks, deadlines, and dependencies.

3. Schedule Regular Status Meetings

e Conduct stand-up meetings (daily/weekly) for short updates.

e Use structured agendas to review progress, blockers, and next steps.
e Document key points and decisions made.

4. Maintain a Project Log or Dashboard
e C(Create a centralized project dashboard with KPIs, timelines, and risk indicators.
e Keep a project diary/log for qualitative updates and learnings.

5. Automate Updates Where Possible
e Set up automated reminders and status update requests.

Use integrations between tools (e.g., Slack + Asana) for automated reporting.
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6. Assign Responsibility for Updates
e Designate project leads or team members to be responsible for regular inputs.

e Rotate responsibility if needed to ensure engagement.

7. Create Visual Progress Reports

e Use charts, graphs, or traffic light indicators (RAG - Red, Amber, Green) to communicate
progress.

Visual tools enhance understanding for both technical and non-technical stakeholders.

8. Encourage Transparent Communication
e Foster a culture of openness so delays and issues are reported early.

e Conduct retrospectives to improve update processes.

— 8.1.3 Importance of Timely Planning and Delivery of Materials —
at the Worksite

Timely planning and delivery of materials are critical to the successful execution of any interior
design or construction project. If materials arrive on time, tasks can progress according to the
schedule without unnecessary delays. It ensures smooth workflow, prevents site idling, and
supports coordination between various teams such as carpenters, electricians, and painters.
Poor planning or late deliveries can lead to missed deadlines, increased costs, and
compromised quality. Additionally, timely delivery allows proper storage, reduces waste, and
enables quality checks before installation, ensuring client satisfaction and overall project
efficiency.

Following are the key points referring to the importance of timely planning and delivery of
materials:

Quality
Standards

Cost Control Maintains high
Manages expenses standards in project
to stay within budget
Team

deliverables

Material

Coordination
Facilitates effective
collaboration among
team members
Site Idling
Prevention
Keeps the project

| 4

'

Management

Optimizes resource
use to minimize
waste

Client
Satisfaction

Ensures clients are

moving without happy with the
unnecessary breaks project's outcome
Smooth Project
Workflow Efficiency
Ensures tasks flow Enhancgs_
seamlessly without productivity e_md
interruptions speed of project
completion

Fig. 8.1.7: Importance of Timely Planning and Delivery of Materials
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— Hands-on Activity: Examine the Procurement Process for
Timely Approval and Delivery of Materials

Objective:

To help participants understand how procurement planning, approval processes, and delivery
timelines affect project execution.

Materials Required:

e Sample project specification sheet with material list (e.g., laminates, lighting fixtures, tiles)
e Procurement tracking sheet template

e Timeline chart or Gantt chart template

e Fictional vendor catalog or rate list

e Sticky notes or printed cards for key tasks

e Access to spreadsheet tool (Google Sheets/MS Excel)
Instructions:

Step 1: Review the Material Specification
e Read the sample project’s material list with specifications and quantity.

e Highlight which materials are long-lead items (e.g., imported tiles, custom lights).
Step 2: Map Procurement Steps

Break down the procurement process into key steps:
e Material finalization

e C(Client approval

e Vendor selection and quotation

e Purchase order release

o Delivery scheduling

e Quality check on site

Step 3: Simulate Delays
e Assume there is laminate delivery is delayed by 4 days.

o |dentify how this affects other tasks (e.g., carpenter work, polishing) and revise the Gantt
chart.

Step 4: Create a Procurement Tracker

Fill the procurement tracker with the following fields:
e Material Name

e Vendor

e Approval Date

e Delivery Lead Time

e Expected Delivery Date
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Status (Pending/Delivered/Delayed)
Action Required

Step 5: Present Solutions

Each group should present their modified schedule and suggestions to handle procurement

risks such as:

Buffer time
Alternate vendor options
Pre-approval of critical items
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UNIT 8.2: Work Monitoring and Project Execution

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Discuss various methods and techniques associated with monitoring a project.

2. Explain the critical stages in project execution to ensure quality as per approved design
specifications.

3. Identify the guidelines for performing client visits and inspection.
Identify the factors affecting the team and task delegation.

5. Explain the role of different internal and external agencies based on project execution
requirements and demonstrate effective coordination and communication skills.

6. Identify the documentation formalities associated with the record-keeping of project
work.

— 8.2.1 Work Monitoring Plan

A Work Monitoring Plan is a structured approach to track, review, and control the progress
of project tasks and deliverables. It ensures that the project stays aligned with its scope,
schedule, cost, and quality goals.

Key Roles of a Work Monitoring Plan:
1. Tracks Progress Against Plan
o Compares actual performance with planned milestones and timelines.
o ldentifies whether the project is on track or delayed.
2. Ensures Accountability
o Assigns clear responsibilities to team members for specific tasks.
o Makes it easier to monitor who is doing what and by when.
3. Supports Early Identification of Issues
o Helps detect delays, resource constraints, or scope deviations early.
o Allows timely corrective action.
4. Facilitates Communication
o Provides a common reference for stakeholders to discuss progress.
o Keeps everyone informed through dashboards or status reports.
5. Improves Resource Management
o Tracks utilization of time, personnel, and other resources.
o Helps in redistributing workload when needed.
6. Assists in Quality Control
o Aligns task completion with quality standards and checkpoints.
o Ensures that deliverables meet expectations.
7. Enables Performance Evaluation

o Measures individual and team performance.




o Useful for reviews, recognition, or improvement plans.
8. Supports Change Management
o Documents and monitors any scope changes or risks.
o Ensures alignment with revised project goals.
9. Provides Data for Decision-Making
o Real-time data enables informed decisions on prioritization, resourcing, or re-
planning.
10. Enhances Overall Project Control
o Offers visibility and control over all phases of project execution.
o Contributes to achieving project success within constraints.

— Hands-on Activity: Prepare a Work Monitoring Plan for a
Project

Objective:

Participants will learn how to create a practical and effective work monitoring plan using task
breakdown, milestones, KPIs, responsibilities, and timelines.

Materials Needed:

e Sample project scope or project plan

e Template for work monitoring plan (Excel/Word/Google Sheet or printed)
e Project management tool access (optional): Trello, Asana, MS Project, etc.

e Markers, pens, sticky notes (for offline version)
Instructions:
Step 1: Review Project Scope

Each group is provided with a sample project scenario (e.g., website launch, training program,
marketing campaign). They must:

o Identify key activities/milestones
e Understand deliverables and deadlines

Step 2: Create a Task Breakdown
e Break the project into phases and specific tasks
e Assign timelines and dependencies

e Note expected deliverables at each stage

Step 3: Define Monitoring Parameters
e For each task/phase, define:
o Responsible team member

o Key Performance Indicators (KPIs) — e.g., on-time delivery, completion rate, quality
score

o Monitoring frequency — daily, weekly, milestone-based
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o Reporting method — email, dashboard, meetings

Step 4: Fill the Work Monitoring Plan Template
e Use the template to prepare the plan with:
Activity/task name

Timeline

Assigned person/team

KPI to track

Review schedule

o O O O O O

Status update column

Step 5: Present and Justify
e Teams present their monitoring plan
e Explain how it ensures control, accountability, and timely execution

— 8.2.2 Project Execution

Monitoring a project involves regularly tracking progress, performance, and resource
utilization to ensure alignment with planned objectives. It helps identify deviations, manage
risks, and implement corrective actions, ensuring the project stays on schedule, within budget,
and meets quality standards.

The following table lists the key methods and techniques used for project monitoring:

Method Description

Gantt Charts Visual timelines to track project progress against schedule.

Critical Path Method (CPM) Identifies the longest stretch of dependent activities and
measures time delays.

Earned Value Management Tracks cost and schedule performance using planned vs.

(EVM) actual data.

Project Dashboards Real-time tracking using software tools like MS Project,
Asana, lJira.

Status Reports & Stand-up Regular updates to discuss progress, issues, and next

Meetings steps.

Variance Analysis Compares actual outcomes to baseline for cost, time, or
scope.

Milestone Reviews Periodic checks after each major milestone to validate
deliverables.

Risk Management Tracking Monitors potential threats and mitigation plans.

Table 8.2.1: key methods and techniques used for project monitoring
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Critical Stages in Project Execution to Ensure Quality as per Approved Design Specifications

Pre-Execution Planning

Marking, leveling, material
staging, and safety checks

Q@ Material Inspection & Approval

Follow standard procedures,
S0Ps, and specifications

QO‘ In-Process Quality Checks

Client/consultant inspections
at various stages

Ef@ Final Work Inspection

List and resolve non-
conformities

-C‘é .
%ﬂ Handover & Documentation

Fig. 8.2.1: Critical Stages in Project Execution to Ensure Quality as per Approved Design Specifications

Review approved design,
drawings, and BOQs

Site Preparation & Setup %

Verify materials against
specifications and test
certificates

Work Execution A

Continuous supervision and
quality inspection during work

Q
Stage-Wise Inspection m

Verify conformity to design,
tolerance, and finish quality

Snag Identification & Rectification

Submission of completion
reports, drawings, and quality
certificates
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— Hands-on Exercise: Examine the Worksite for Project
Execution Based on Approved Design Specifications

Objective:

Practice examining a worksite layout/drawing and identifying whether execution aligns with
approved specifications.

Instructions:
Step 1: Setup
e Share a sample site drawing + scope document
e Provide simulated site images or setup a mock site (real or virtual)
Step 2: Analysis
e Participants compare:
o Actual layout with approved drawings
o Material usage vs. specifications
o Dimensions, alignment, and placement
o Safety and compliance elements
Step 3: Observation Report
¢ Note deviations, if any

e Suggest corrective actions or ask clarifying questions
Step 4: Presentation

e Share findings with the group

Sample Scope of Work (SOW)

Project Title: Website Development for XYZ Pvt. Ltd.
Objective:

To design and develop a fully functional, responsive company website with CMS and SEO
optimization.

Scope of Work Includes:

Task Description Timeline
Requirement Gathering Meetings, content inputs Week 1
Ul/UX Design Wireframes, mockups Week 2-3
Front-end Development HTML, CSS, JavaScript Week 4-5
Back-end Development CMS integration, database Week 6-7
Testing Functional, usability, and performance Week 8
Deployment Hosting and final launch Week 9
Training & Handover Admin panel usage training Week 10

Table 8.2.2: Scope of Work
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Sample Monitoring Plan Format

Project Monitoring Plan — Website Development Project

Task Responsible Planned @ Actual Status KPI Monitoring Remarks
Person Start Start Frequency
ul UX Designer | 01-May | 01- On Design Weekly Initial
Design May Track Approval feedback
positive
Front- Dev Team 10-May | 12- Slight Page Weekly Resource
end Lead May Delay Load reallocation
Dev Speed done
Testing | QA Lead 01-Jun - Pending | Bug Fix Bi-weekly Scheduled
Rate

Table 8.2.3: Sample Monitoring Plan Format
Sample Drawing Reference

Title: Ground Floor Layout — Retail Showroom
Components:

e Scale: 1:100

o Drawing Number: A-101-GF

e Rooms Labeled: Entrance Foyer, Display Area, Cash Counter, Trial Rooms, Washrooms,

Office
e Dimensions: Clearly marked wall lengths, door/window sizes
e Materials & Finishes: Marked (e.g., vitrified tiles, glass partition)
e Legend: Symbols for electrical outlets, fire exits, lighting

i 9000 i
; 1000 2600 i
TRIAL
3300 WASHROOMS | pooms | TRALRoOMS | ofFicE | 4000
vitrified tiles wiriflied vitrified tiles
tiles
Soon CA;H ICOUINTER 2600
8200 DISPLAY AREA vitrified tiles
3000 vitrified tiles -
— 1
8200 /
N / 4000
ENTRANCE e
1000 FOVER = —
l vitrified tiles f=— 3000 | 1500 [
LEGEND i
} S : - I (® Electrical
SGALE: 1:100 A-101-G l il e
sl -101-GF | o —+ Lighting

Fig. 8.2.2: Sample Drawing
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Role of Project Supervisor in Client Visit and Inspection Process at the Worksite

Following are the key responsibilities of a project supervisor:

Prepares the Site: Ensures the site is clean, compliant, and ready for inspection.

Coordinates with Stakeholders: Informs team members and aligns them with the visit
purpose.

Explains Work Progress: Walks clients through project milestones, technical details, and
timelines.

Presents Documentation: Provides drawings, checklists, quality reports, and approvals.

Manages Queries and Feedback: Records concerns, provides clarifications, and updates
the project team.

Ensures Protocols are Followed: Safety gear, permits, access controls during visit.

Hands-on Exercise: Prepare Guidelines for Performing Client —

Visits and Inspections

Objective:

Develop practical, step-by-step guidelines for smooth and professional client visits and
inspections.

Instructions:

Step 1: Brainstorm in Teams (10-15 min)

Ask participants to think from both a client’s and a project team’s perspective.

Step 2: Draft the Guidelines (20 min)

Include the following elements:

Pre-visit preparation (site readiness, documentation)
Safety arrangements

Communication protocol

Site walkthrough procedure

Feedback capture method

Post-visit follow-up steps
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Step 3: Share and Discuss (10 min)
Each group presents their guidelines and receives feedback.

Sample Format for Client Visit Guidelines:

Step Description

1. Inform the client Send a formal visit invite with agenda and timing

2. Site readiness Clean site, install safety signs, and verify work progress
3. Documentation Keep drawings, checklists, approvals handy

4. Safety measures Provide PPE kits, visitor instructions

5. Briefing Supervisor gives intro and site orientation

6. Walkthrough Guide client to critical work areas

7. Record Feedback Note client remarks and queries

8. Post-visit Share MOM, plan action on feedback

Table 8.2.4: Sample Format for Client Visit Guidelines
Internal and External Agencies Based on Project Execution Requirements

In the context of project execution—especially in interior design, construction, or
infrastructure projects—Internal and External Agencies refer to the different teams,
departments, or service providers involved in implementing the project.

Internal Agencies

These are individuals or departments within the organization managing the project. They are
directly employed or assigned to the project by the project owner or design firm.

Examples:
1. Project Manager — Oversees planning, coordination, and execution.
2. Design Team — Architects, interior designers, draftsmen preparing plans and visuals.

3. Procurement Team — Responsible for sourcing, vendor coordination, and material
approvals.

Site Supervisor — Manages daily on-site activities and monitors work progress.
Accounts and Finance Team — Tracks project budget, payments, and vendor bills.
Quality Control (QC) Team — Ensures adherence to standards and specifications.
Logistics Team — Manages transportation and delivery scheduling of materials.

© N wv A

Documentation/Administrative Support — Maintains records, approvals, and contracts.
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Role of Internal Agencies

Project Manager Plans, coordinates, and oversees the project lifecycle. Ensures

Agency ‘ Role in Project Execution

project is on time, scope, and budget.

Design Team Develops conceptual and working drawings, prepares 3D views,

selects materials, and finalizes layouts.

Procurement Team Sources vendors, negotiates prices, issues purchase orders, and

ensures timely material delivery.

Site Supervisor Manages day-to-day site activities, tracks progress, ensures

quality control, and coordinates workforce.

Accounts/Finance Manages project budgeting, vendor payments, and financial

reporting. Ensures cost tracking and documentation.

Quality Control Team Ensures that construction and finishes meet design

specifications and quality benchmarks. Conducts inspections.

Logistics Team Handles transportation, unloading, and safe storage of

materials at the site. Coordinates with vendors.

Admin/Documentation | Maintains project records, approvals, change logs, and

correspondence with clients and vendors.

Table 8.2.5: Role of Internal Agencies

External Agencies

These are individuals, organizations, or entities outside the project-owning organization who
are hired or involved to support specific tasks or compliance.

Examples:

1. Vendors and Suppliers — Provide raw materials, furniture, lighting, fixtures, etc.

2. Subcontractors — Handle carpentry, painting, plumbing, electrical, etc.

3. Consultants — Specialists like structural engineers, MEP consultants, HVAC consultants.

4. Government Authorities — Municipal bodies for construction permits, fire safety
approvals, etc.

5. Clients or Client Representatives — Individuals who approve designs, budgets, and
monitor progress.

6. Legal/Compliance Experts — Ensure adherence to local laws, safety norms, and building
codes.

7. Freelance Designers or Site Auditors — External professionals hired for niche expertise or
third-party validation.

8. Service Contractors — CCTV, fire alarm, pest control, waterproofing vendors, etc.
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Role of External Agencies

Agency ‘ Role in Project Execution

Vendors/Suppliers Provide approved materials, fixtures, and products per
specifications. Ensure timely delivery.

Subcontractors Execute specific trades like electrical, plumbing, carpentry,
civil work, etc., on-site.

Consultants Offer specialized input on MEP, structural safety, HVAC, and
other technical aspects.

Client/Client Rep Reviews and approves designs, budgets, materials, and

project milestones. Provides feedback.

Government Authorities | Issue permits, verify building code compliance, conduct
safety and fire inspections.

Legal/Compliance Ensure the project meets local regulations, contracts are
Experts valid, and documentation is proper.

Freelance Support in visual design, branding, or conduct third-party
Designers/Auditors audits for design execution.

Service Contractors Install and commission systems like CCTV, fire alarms, HVAC,

pest control, and water-proofing.

Table 8.2.6: Role of External Agencies

These agencies collaboratively ensure that all technical, logistical, financial, and legal aspects
of the project are addressed efficiently.

Effective Coordination and Communication with Agencies

To coordinate and communicate effectively during project execution:

Set Clear Roles and Responsibilities

Use delegation charts and scopes of work for each team or agency.

Conduct Regular Coordination Meetings

Weekly site meetings and progress reviews ensure alignment across all stakeholders.
Use Digital Tools

Platforms like Trello, WhatsApp groups, MS Project, or shared drives help with task
tracking and document sharing.

Maintain Clear Communication Channels

Assign SPOCs (Single Points of Contact) for faster decision-making and avoid
miscommunication.

Record & Share Updates

Send progress reports, meeting minutes, and photographs regularly to internal and
external parties.

Respect Workflows and Feedback Loops
Value each agency’s inputs and follow proper approval hierarchies.
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Documentation Formalities for Project Record-Keeping

Proper documentation ensures transparency, traceability, and accountability during and after
project execution. Key records include:

r

N\

Design Documents 1.Concept notes, drawings, and client approvals.
! BOQ and Estimates 1.Material specs, pricing sheets, vendor quotations.
' Purchase Orders 1.PO copies, delivery receipts, and vendor invoices.
! Site Progress Reports 1.Daily/weekly logs, work updates, and photos.
' Meeting Minutes 1.Client meetings, team briefings, and change requests.

aYa

Material Inspection Reports | 1.Quality checks and defect logs.

’

Work Completion Certificates | 1.From vendors or contractors for each phase.

\.

Change Logs 1.Record of design or scope changes with reasons and approvals.
Client Approvals 1.For each major milestone or change.
Compliance Records 1.Government permits, safety audits, and licenses.

— O JJJ

Fig. 8.2.3: Project Records

Hands-on Exercise: Prepare and Maintain Required

Documentation for Project Record-Keeping

Objective:

To help participants practice compiling, organizing, and updating records related to ongoing
project activities.

Materials Required:

e Sample project brief and work progress

e Templates for:

o

e}

o

e}

o

Daily Site Report
Purchase Order Format
Material Receipt Log
Change Request Form
Approval Sheet

e Laptops/tablets or printed worksheets

e Pens, markers, folders (for offline)




Assistant Project Manager (Interior Design)

Instructions:

Step 1: Review a Simulated Project Case
e Consider a fictional project scenario for example, modular kitchen for a home).

e Include updates on site progress, material deliveries, and feedback from the client and
contractor.

Step 2: Fill Out Documentation

Participants will:

e Complete a daily progress report

e Draft a sample purchase order

e Log received materials

e Create a change request for a new light fixture

e Fill out a client approval form for completed tiling

Step 3: Organize Documents
e Arrange filled formats into categories like design, procurement, and execution.
e Create a digital/physical folder structure for record-keeping.

Step 4: Present and Reflect

Each group presents:

e Their documentation process

e Importance of each document

¢ How documentation supports execution and future audits
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UNIT 8.3: Performance Management

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the role of KRAs in the performance management system of an employee.

2. List all the pre-requisites involved in the design and implementation of a performance
management system.

3. Identify the factors affecting the effectiveness of a performance management system.

Explain the process of designing and executing an effective performance management
system.

— 8.3.1 Performance Management System

A Performance Management System (PMS) is a structured process used by organizations to
plan, monitor, evaluate, and improve employee performance. It aligns individual goals with
organizational objectives through tools like goal-setting, Key Result Areas (KRAs), regular
reviews, feedback, and performance appraisals. PMS helps identify strengths, address gaps,
and support professional development. It ensures accountability, improves productivity, and
fosters a culture of continuous improvement and recognition across all levels of the
organization.

Role of KRAs in the Performance Management System

KRAs (Key Result Areas) are the core responsibilities and outcome-based goals assigned to an
employee that directly align with organizational objectives.

Role Clarity

KRAs provide clear
expectations for employee
roles

Performance Reviews

KRAs serve as basis for
performance evaluations.

Goal Alignment

KRAs in KRAs align departmental and
Performance organizational goals
effectively.
Management

Objective Evaluation
KRAs enable unbiased and

objective performance
assessment.

Career Development
o)
@9.9. KRAs identify gaps for career

growth and training

Fig. 8.3.1: KRAs
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Pre-requisites for Designing and Implementing a Performance Management System

Clear Organizational Defined Roles and Performance Metrics
Goals and Vision Responsibilities and KPIs

HR Policies and

Leadership Buy-in and . Framework
Communication Plan o
Support Training for Evaluators

System/Tool Setup

Fig. 8.3.2: Pre-requisites for Designing and Implementation

1. Clear Organizational Goals and Vision

Organizational goals must be well-defined to ensure that employee efforts are aligned
with the company's strategic direction. This alighment enhances clarity, purpose, and
unified growth across all levels of the organization.

2. Defined Roles and Responsibilities

Clearly documented job roles and Key Result Areas (KRAs) help employees understand
what is expected of them. This ensures focused efforts, avoids role overlap, and lays a
strong foundation for performance assessment.

3. Performance Metrics and KPIs

Measurable Key Performance Indicators (KPlIs) are essential to track progress objectively.
They provide a clear benchmark for evaluating employee contributions and support fair,
data-driven performance appraisals.

4. Leadership Buy-in and Support

Managers and leaders must be committed to using and reinforcing the performance
system. Their active involvement builds credibility, promotes accountability, and drives
successful implementation across teams.

5. Communication Plan

Employees must be informed about the purpose, process, and benefits of the PMS. Clear
communication fosters transparency, encourages participation, and reduces resistance to
change.

6. HR Policies and Framework

A well-structured framework including appraisal timelines, rating scales, promotion
policies, and reward systems ensures consistency and fairness in evaluating and rewarding
employee performance.

7. Training for Evaluators

Managers must be trained to assess performance fairly, avoid bias, and give constructive
feedback. Proper training enhances the credibility and effectiveness of the evaluation
process.




8. System/Tool Setup

A reliable platform or tool—manual or digital—must be in place to record goals, track
progress, schedule reviews, and store documentation, ensuring accuracy and easy access
to performance data.

Factors Affecting the Effectiveness of a Performance Management System

Several internal and external factors influence how well a PMS functions:

1. Clarity and Relevance of KRAs — Vague or outdated KRAs hinder evaluation accuracy.
2. Managerial Objectivity — Personal bias or favoritism reduces trust in the system.

3. Employee Participation — Engagement in goal-setting improves ownership and results.
4

Feedback Frequency — Regular feedback leads to continuous improvement and course
correction.

5. Technological Tools — Automation and ease of use make PMS more efficient and
accessible.

6. Consistency and Fairness — Uniform application across departments builds trust and
motivation.

7. Organizational Culture — Supportive and growth-focused culture enhances system
adoption.

8. Alignment with Rewards — Linking outcomes to compensation or promotions increases
commitment.

— 8.3.2 Process of Designing and Executing an Effective
Performance Management System

Following are the steps involved in designing and executing a robust PMS:

Step 1: Define Objectives and Strategy
e Identify what the organization wants to achieve (e.g., productivity, retention, growth).

e Ensure alignment with vision and mission.

Step 2: Establish Roles and KRAs
e Develop job descriptions and define KRAs for each role.

e Ensure goals are SMART (Specific, Measurable, Achievable, Relevant, Time-bound).

Step 3: Set Performance Indicators

e Define KPIs and rating scales to evaluate employee outcomes.

Step 4: Choose the Review Cycle
e Decide if reviews will be quarterly, bi-annually, or annually.
e Include regular check-ins or mid-cycle reviews.

Step 5: Develop a Review Mechanism
e Set up a system (manual or software) to track performance data and feedback.

e Train managers on how to conduct reviews and give constructive feedback.
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Step 6: Implement the System
e Roll out the PMS across teams with clear instructions and timelines.
e Provide guidance and support for users.

Step 7: Monitor, Evaluate, and Improve
e Collect feedback on the system’s usability and fairness.

e Make adjustments based on user experience and organizational needs.
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— Summary £

o |dentifying suitable teams for specific tasks ensures timely and quality project execution.

e Effective delegation involves analyzing the Final Scope of Work (FSOW) and mapping it to
team capabilities.

e Inputs from internal and external agencies are collected through clear communication
channels and documentation.

e Tasks should be broken down based on specific skillsets to allocate them efficiently.

e Periodic updates must be maintained through structured communication plans, tools, and
transparent processes.

e A Work Monitoring Plan helps track progress, align tasks with goals, and manage quality,
timelines, and accountability.

e Project monitoring involves tools like Gantt charts, CPM, dashboards, and milestone
reviews.

e (ritical project stages need to be reviewed to ensure they align with approved design
specifications.

e The project supervisor plays a key role in preparing for and conducting client visits and
inspections.

e Effective client visit guidelines ensure professional walkthroughs, feedback capture, and
follow-up

e A Performance Management System (PMS) is a structured process used by organizations
to plan, monitor, evaluate, and improve employee performance.

o KRAs (Key Result Areas) are the core responsibilities and outcome-based goals assigned
to an employee that directly align with organizational objectives.




— EXxercise

A. Multiple Choice Questions (MCQs)

1. What is the primary benefit of identifying suitable teams for project tasks?
a.

b
C.
d
2.  Which of the following is NOT a method of collecting input from stakeholders?
a.
b
C.
d
3. Which tool is commonly used for project progress tracking?
a.
b
C.
d
4. What does a Work Monitoring Plan NOT typically include?
a.
b
C.
d
5. What is the first step in preparing for a client visit to the site?

a.

b
C.
d

Assistant Project Manager (Interior Design)

]

Reduces project budget

Ensures timely execution and quality output
Allows fewer meetings

Increases the workload of senior staff

Email

Phone calls
Shared documents
Ignoring feedback

Sketchbook
Kanban Board
Calculator
Paint

Timeline

Assigned tasks
Employee salaries
KPls

Provide PPE
Record feedback
Inform the client
Clean the site
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Team Skillsets, Capability, and Project Timeline

Objective:

Participants will analyze a project case, evaluate team members’ skillsets, and demarcate job
responsibilities to ensure timely delivery based on capability and availability.

Materials Needed:

e Handouts or slides with a project scenario

e List of team members with skill profiles

e Task cards with project deliverables and timelines

e Whiteboard/Flipchart or online board (like Miro/Mural)
e Pens, sticky notes or markers (if physical)

Setup:

e Divide participants into small groups (3-5 per team).
e Give each group a project scenario, a set of tasks with deadlines, and fictional team
member profiles.

Instructions:
Step 1: Review

e Read the given project brief, which includes:
o Project objective
o Timeline
o Key deliverables
o Deadline and milestones

Step 2: Analyze

e Review the team profiles which include:
o Skills
o Experience level
o Availability (full-time, part-time, remote, etc.)

Step 3: Allocate

e Match each task to suitable team members based on:
o Skill-to-task alignment
o Workload balance
o Timeline and priority

¢ Note dependencies and try to optimize workflow.

Step 4: Present

e Each team presents:
o How they divided the work
o Why they chose certain members for specific tasks
o How the plan supports meeting project timelines

— Hands-on Activity: Perform Job Work Demarcation Based on ——




— Notes
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Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=17Xqvénzd6U

Boost Team Productivity

https://www.youtube.com/watch?v=WYMr8NZdG54

Performance Management



https://www.youtube.com/watch?v=l7Xqv6nzd6U
https://www.youtube.com/watch?v=WYMr8NZdG54
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— Key Learning Outcomes v

1.
2.
3.

At the end of this module, the participants will be able to:

Identify the role of a design docket in the interior designing process.
Explain the process of preparing a design docket and the various elements involved in it.

Identify the role of project execution parameters like scope, budget, delivery timeline, etc.
in approval of design specifications.

Identify the design parameters associated with a design docket approval.

Explain the significance of client and supervisor feedback in the project design and
execution.

Identify the design modification process based on suggested changes and feedback.

Explain the approval mechanism of the specifications like design, drawings, materials,
finishes, etc.

Analyze and approve the design, drawings, materials, finishes, etc. for project execution.
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UNIT 9.1: Design Docket

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Identify the role of a design docket in the interior designing process.
2. Explain the process of preparing a design docket and the various elements involved in it.

3. Identify the role of project execution parameters like scope, budget, delivery timeline, etc.
in approval of design specifications.

— 9.1.1 Design Docket in the Interior Designing Process

A design docket is a structured, comprehensive document that contains all essential design-
related information, visuals, and specifications required for executing an interior design
project. It acts as a central reference guide for the client, project manager, contractors, and
vendors throughout the project lifecycle.

Role of a Design Docket in the Interior Designing Process

1. Communication Tool: Serves as a common communication bridge between designers and
stakeholders, ensuring clarity of design intent.

2. Project Reference: Offers detailed insights into the approved designs, material
specifications, color schemes, furniture layouts, and fixture selections.

3. Execution Guide: Assists site engineers and contractors in understanding exact
requirements for implementation.

4. Change Control: Helps monitor design changes during execution, ensuring consistency
with approved concepts.

5. Client Approval: Acts as an official document for client review and sign-off before project
execution begins.
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The following figure represents the process of preparing a design docket:

3D Views and Approval and Handover

Concept Development Detailed Drawings Renderings Presenting the design for
Gathering client reguirements Producing detailed floor plans Developing photorealistic 3D approval and handing over to
and creating design concepts and elevations views and walkthroughs contractors

Space Planning Material and Finish BOQ and Cost
Creating zoning plans and Selection Estimates
furniture layouls Selecting materials and Preparing a detailed Bill of
finishes for the project Quantities and cost estimates

Fig. 9.1.1: Process of Preparing a Design Docket

Step 1: Concept Development
e Gather client requirements and design brief
e Develop mood boards, conceptual sketches, and themes

Step 2: Space Planning
e Create zoning plans, furniture layouts, and circulation maps

o Define area functions and spatial arrangements

Step 3: Detailed Drawings
e Include floor plans, elevations, sectional views, and ceiling plans
o Mark electrical and plumbing points, lighting layout, and false ceiling details

Step 4: Material and Finish Selection
e Specify flooring, wall finishes, laminates, paints, veneers, and fabrics
e Include swatches or visual references

Step 5: 3D Views and Renderings
e Present photorealistic 3D views or walkthroughs to help visualize spaces

Step 6: BOQ and Cost Estimates
e Provide a Bill of Quantities (BOQ) with item-wise specifications and pricing

Step 7: Approval and Handover
e Present to the client for final approval

e Share the finalized design docket with contractors and site teams
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Following are the key elements of a design docket

Elevations,
sections, and
working drawings

Project title and Concept note and Floor plans and
client details design narrative furniture layouts

Fixture, fitting, and BOQ with technical
furniture and commercial
specifications details

Material and finish 3D views and
boards renderings

Timeline and Client approval

milestone chart

page and change
log

Fig. 9.1.2: key elements of a design docket

— Sample Design Docket for a Modular Residential Kitchen

1. Project Title and Client Details

e Project Title: Modular Kitchen Design — Urban Elegance
e Client: Mr. and Mrs. Rohan Sharma

e Location: Pune, Maharashtra

e Designer: FormNest Interiors Pvt. Ltd.

e Project Area: 12' x 10' L-shaped kitchen

e Date: March 2025

2. Concept Note and Design Narrative

The design intent is to craft a sleek, functional modular kitchen that aligns with the client’s
contemporary taste. The layout follows the ergonomic work triangle, ensuring efficient
movement between the cooktop, sink, and refrigerator. Matte finish laminates, quartz
countertops, and under-cabinet lighting blend aesthetics with usability. The space
accommodates smart storage, built-in appliances, and adequate ventilation to maintain a
clean and modern look.

3. Floor Plan and Furniture Layout
e Layout: L-Shaped
o Key Zones:
o Cooktop with chimney
o Sink under window
o Tall unit for oven and microwave
o Upper and lower cabinets
o Breakfast counter on the adjacent wall
o Refrigerator near the entrance
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e  Workflow: Optimized for the work triangle

2D Kitchen Floor Plan with Key Elements

L-Shaped Modular Kitchen Plan
Chimney

- mu!

Breakfast Counter

Fig. 9.1.3: Sample Floor Plan

4. Elevations, Sections, and Working Drawings

e Elevation A: Cooktop wall with chimney, backsplash tiles, overhead cabinets

e Elevation B: Sink wall with base cabinets, window detail

e Sectional View: Base cabinet details, internal carcass layout, plumbing provision

e Working Details: Electrical points, appliance positions, and tile layout
(Can be drawn on request)

5. Material and Finish Board

Element Specification

Base Cabinet Shutters Marine Ply with Matte Laminate — Slate Grey
Countertop 18mm Quartz — Snow White

Wall Cabinets PU Finish MDF — Glossy White

Backsplash Moroccan-patterned ceramic tiles

Handles Edge profile — Brushed Aluminum

Flooring Anti-skid vitrified tiles — Warm Beige
Lighting Under-cabinet strip LEDs, Ceiling spotlights

Table 9.1.1: Material and Finish Board
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3D Views and Renderings

e 3D view showcasing:

(0]

o
(¢]
(¢]

Fig. 9.1.4: Sample 3D View

Fixture, Fitting, and Furniture Specifications

Item Brand / Specification

L-shaped layout with natural daylight
Finishes and color palette

Appliance placements

Lighting effects

Sink Hafele Single Bowl Stainless Steel
Hob & Chimney Faber 3-burner with auto-ignition
Handles & Hinges Hettich Soft-Close Mechanism
Tall Unit Custom Built, PU finish

Drawer Systems Tandem box — Hettich

Table 9.1.2: Fixture, Fitting, and Furniture Specifications
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BOQ with Technical and Commercial Details

Item Quantity Rate (INR) Amount (INR)
Base Cabinets 12 rft 1800 21,600
Wall Cabinets 10 rft 1900 19,000
Countertop (Quartz) 18 sqft 350 6,300
Backsplash Tiles 20 sqft 150 3,000
Chimney + Hob 1 set 28,000 28,000
Sink & Fittings 1 set 8,000 8,000
Electrical Work L.S. - 5,000
Total 90,900
Table 9.1.3: BOQ with Technical and Commercial Details
9. Timeline and Milestone Chart
Task Duration Start Date End Date
Final Design Approval 2 days 1-Apr-2025 3-Apr-2025
Site Preparation 2 days 4-Apr-2025 6-Apr-2025
Electrical & Plumbing Work 3 days 7-Apr-2025 9-Apr-2025
Modular Fit-out 5 days 10-Apr-2025 15-Apr-2025
Final Finishing & Cleanup 2 days 16-Apr-2025 17-Apr-2025
Handover 1 day 18-Apr-2025 18-Apr-2025
Table 9.1.4: Timeline and Milestone Chart
10. Client Approval Page and Change Log
Client Approval
Signature:
Name: Mr. Rohan Sharma
Date:
Change Log
Date Description of Change Approved By
3-Apr-2025 Changed wall cabinet finish to PU Client
9-Apr-2025 Shifted hob location slightly left Site Engineer, Client

Table 9.1.5: Change Log
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— Hands-on Exercise: Examine the Design Docket Development —
Process

Objective:

To enable participants to analyse, interpret, and evaluate the development of a design docket
based on given specifications and client needs.

Materials Required:

e Sample design brief and client requirement document (residential/commercial)
o Template of a design docket with sections (printed or digital)

e Set of reference images, sketches, or floor plans

e Markers, sticky notes, or access to MS Word/Google Docs

e Laptop/tablet (optional)
Instructions:

Step 1: Review the Design Brief

e Participants will be provided with a design requirement document (e.g., client wants a
modular kitchen or retail store design).

e They must read and identify key client expectations, functional needs, and aesthetic
preferences.

Step 2: Examine a Sample Design Docket
e Each team/group will receive a partial or complete sample design docket.
e Participants will review various components:

o Concept note

o Floor plan

o Material board

o 3Drender

o BOQ

o Timeline chart

Step 3: Match Sections with Instructions

e Participants will use sticky notes or comment digitally to tag which parts of the docket
address specific client instructions.

e |dentify missing or mismatched elements.
o E.g., Did the material palette reflect the client’s preference for natural finishes?
o Was the budget range reflected accurately in the BOQ?

Step 4: Evaluate the Completeness

e Participants will evaluate:
o Isthe layout functional and justified?
o Does the BOQ align with scope?




o Is the concept narrative client-centric?
o Are technical drawings present and accurate?

Step 5: Present Findings

e Each group presents a summary:
o What worked well in the docket?
o What sections need improvement or were incomplete?
o How well does the design reflect client specifications?

— 9.1.2 Role of Project Execution Parameters in Approval of
Design Specifications

Project execution parameters such as scope, budget, timeline, manpower, and compliance
play a vital role in determining the feasibility of interior design specifications. These factors
guide decision-making, ensure alignment with client expectations, and help maintain control
over cost, quality, and deadlines, ultimately ensuring successful project implementation and
client satisfaction.

Let us learn about these in detail:
1. Scope

The scope of a project defines what the design intends to achieve, including its purpose,
functions, limitations, and deliverables. It sets the boundaries for space planning, material
selection, and design detailing. Approving design specifications requires checking if the
proposed elements fall within the predefined scope. Any deviation—like adding extra storage
units or altering space functions—must be evaluated against the original brief. A clearly
defined scope avoids ambiguity and ensures alignment between client expectations and the
designer’s output, aiding smoother approvals.

2. Budget

The budget directly influences the approval of design specifications, as every material, fixture,
and labor requirement must fall within the client’s financial limits. High-end finishes, premium
appliances, or custom features may look attractive but must be evaluated against cost
constraints. During the approval stage, specifications that exceed the budget are either
revised, substituted with cost-effective alternatives, or eliminated. A well-planned design
should balance creativity with affordability, ensuring that the final specification list is
financially feasible and acceptable to the client.

3. Delivery Timeline

The timeline for delivery plays a critical role in the approval of design specifications. Certain
materials, fittings, or furniture items may have long lead times, which can delay project
completion. During the design approval process, such time-sensitive items are scrutinized. If
they threaten to derail the project schedule, they may be replaced with quicker alternatives.
Hence, a successful design must not only be creative but also executable within the defined
timeline. Meeting deadlines ensures client satisfaction and efficient project management.
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4. Manpower and Resource Availability

The availability of skilled manpower and required resources significantly affects design
specification approval. For example, intricate woodworking or imported finishes may require
specialized labor or equipment that isn’t readily available. During approval, the execution
team assesses whether the project workforce has the expertise to deliver on design
expectations. If not, the specification might be altered or simplified. Designs must match the
capabilities of the site team and vendors to ensure successful and timely implementation
without compromising quality or intent.

5. Compliance and Quality Standards

Design specifications must align with legal codes, safety regulations, and established quality
standards. This includes fire safety, accessibility norms, building codes, and brand identity
guidelines for commercial spaces. During the approval process, each specification is reviewed
to confirm that it adheres to these requirements. Non-compliant materials or layouts may
lead to rejections, fines, or rework. Ensuring compliance at the design stage avoids future
risks, enhances credibility, and guarantees that the final built environment is safe, durable,
and lawful.
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UNIT 9.2: Approval Process

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Identify the design parameters associated with a design docket approval.

2. Explain the significance of client and supervisor feedback in the project design and
execution.

3. Identify the design modification process based on suggested changes and feedback.

Explain the approval mechanism of the specifications like design, drawings, materials,
finishes, etc.

5. Analyze and approve the design, drawings, materials, finishes, etc. for project execution.

— 9.2.1 Design Parameters Associated with a Design Docket
Approval

Design docket approval involves evaluating various parameters to ensure the proposed
interior design is functional, aesthetic, feasible, and aligned with client expectations. Key
parameters like space planning, budget, materials, and compliance guide the final review and
execution readiness.

The following design parameters are commonly reviewed and validated during the approval

Design Color Scheme
Concept and Pﬁ,pr::;: and Lighting
Theme 9 Plan

of a design docket:

Establishing the overall Organizing the layout and Choosing colors and
vision for the space flow of the area lighting to enhance the
space

|

Technical Material and
Drawings and Finish
Measurements Selection

Creating detailed drawings Selecting materials and
and measurements finishes for aesthetics a
durability

!

Compliance S
and Safety i J;I; :":::::t
Norms 9

Ensuring adherence to Managing costs to stay Coordinating the project
safety and regulatory within the budget timeline to meet deadlines
standards

Fig. 9.2.1: Design Parameters




1. Design Concept and Theme
The creative vision that guides the overall aesthetic and functionality of the space. It
should align with the client’s lifestyle, brand image, or preferences, and be reflected
consistently across all design elements.

2. Space Planning

Defines how interior areas are allocated and used. Efficient space planning ensures
functional layouts, smooth circulation, and optimum use of available space, which is
crucial for usability, aesthetics, and compliance with client expectations.

3. Color Scheme and Lighting Plan

Involves choosing harmonious colors and suitable lighting to enhance mood and usability.
Natural and artificial lighting plans must support activities and highlight key design
elements while being energy-efficient and visually appealing.

4. Material and Finish Selection

Refers to choosing appropriate materials for surfaces and fittings. Selections must balance
aesthetics, durability, cost, and maintenance. Approval depends on material quality,
budget compliance, and availability for timely execution.

5. Furniture Layout and Ergonomics

Ensures that furniture placement supports user comfort and functionality. Adequate
spacing, reachability, and movement flow are considered to prevent clutter and promote
ergonomic efficiency in both residential and commercial settings.

6. Technical Drawings and Measurements

Includes detailed plans, elevations, and sections with accurate dimensions. These guide
construction teams and vendors during execution. Precision is vital to avoid errors,
rework, or material waste on site.

7. Compliance and Safety Norms

Designs must meet legal and safety standards such as fire exits, accessibility, and
structural codes. Non-compliance can result in penalties or project delays, so thorough
review is essential before approval.

8. Budget Fit

Design must stay within the approved financial plan. All specifications—materials, labor,
fittings—are assessed for cost-effectiveness. Any budget overruns must be justified or
adjusted before final approval.

9. Timeline Alignment

Specifications are reviewed for their impact on project timelines. Items with long lead
times or complex installation may need substitution to meet deadlines without
compromising overall quality.

10. Sustainability Aspects

Focuses on eco-friendly practices, material choices, and energy-efficient systems.
Increasingly important for green-certified projects or conscious clients, sustainability
influences approvals in both design and material selection.
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Key Roles of a Work Monitoring Plan:

1. Tracks Progress Against Plan
o Compares actual performance with planned milestones and timelines.
o Identifies whether the project is on track or delayed.
2. Ensures Accountability
o Assigns clear responsibilities to team members for specific tasks.
o Makes it easier to monitor who is doing what and by when.
3. Supports Early Identification of Issues
o Helps detect delays, resource constraints, or scope deviations early.
o Allows timely corrective action.
4. Facilitates Communication
o Provides a common reference for stakeholders to discuss progress.
o Keeps everyone informed through dashboards or status reports.
5. Improves Resource Management
o Tracks utilization of time, personnel, and other resources.
o Helps in redistributing workload when needed.
6. Assists in Quality Control
o Aligns task completion with quality standards and checkpoints.
o Ensures that deliverables meet expectations.
7. Enables Performance Evaluation
o Measures individual and team performance.
o Useful for reviews, recognition, or improvement plans.
8. Supports Change Management
o Documents and monitors any scope changes or risks.
o Ensures alignment with revised project goals.
9. Provides Data for Decision-Making
o Real-time data enables informed decisions on prioritization, resourcing, or re-
planning.
10. Enhances Overall Project Control
o Offers visibility and control over all phases of project execution.

o Contributes to achieving project success within constraints.
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— 9.2.2 Client and Supervisor Feedback

Client feedback plays a crucial role in ensuring that the design aligns with personal
preferences, functional needs, and budget expectations. It allows designers to refine
concepts, material selections, and spatial arrangements based on real-time input. Timely
client feedback reduces rework, avoids misunderstandings, and enhances satisfaction.

Importance of Client Feedback
1. Ensures Design Alignment

Helps verify that the design reflects the client’s vision, lifestyle, and functional needs.
2. Improves Customization

Enables designers to tailor layouts, colors, materials, and features based on specific client
preferences.

3. Reduces Rework and Delays

Early and consistent feedback minimizes last-minute changes during execution, saving
time and cost.

4. Builds Trust and Transparency

Involving clients throughout the process fosters better communication and long-term
satisfaction.

5. Supports Decision-Making

Client approval on key design stages helps streamline decisions and keep the project
moving forward.

Supervisor feedback, on the other hand, ensures that the design is practical and executable
on-site. Supervisors assess design feasibility, material availability, safety, and compliance,
helping bridge the gap between concept and construction. Their insights can prevent delays,
optimize workflow, and uphold quality during execution.

Importance of Supervisor Feedback
1. Validates Practical Feasibility

Confirms whether the design can be realistically executed within site conditions and
constraints.

2. Ensures Technical Accuracy

Identifies issues in measurements, materials, or installations before execution begins.
3. Improves Resource Planning

Offers input on labor availability, construction sequence, and site coordination.
4. Enhances Safety and Compliance

Ensures that designs meet building codes, safety standards, and legal requirements.
5. Supports Quality Assurance

Helps maintain construction quality by flagging potential issues and suggesting
improvements during execution.

Together, client and supervisor feedback promote collaborative decision-making, reduce
project risks, and contribute to the successful delivery of a functional and well-executed
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— 9.2.3 Approval Mechanism

The approval mechanism is a formal process through which key project specifications—such
as designs, drawings, materials, and finishes—are reviewed and authorized before
implementation. This mechanism ensures that all project elements align with client
expectations, regulatory standards, and execution feasibility.

Steps in the Approval Mechanism

Submission of Initial Proposal

o The design team submits conceptual designs, mood boards, and proposed material
palettes for preliminary review.

Review by Client and Internal Teams

o Internal stakeholders (project managers, supervisors) assess the specifications for
functionality and execution viability.

o Clients review aesthetics, space usage, and alignment with their preferences.
Feedback and Revisions

o Based on comments, modifications are made to layout, finishes, materials, or
dimensions.

o Updated drawings and specs are resubmitted for a second review.
Technical Validation

o Engineers or consultants validate MEP (Mechanical, Electrical, Plumbing), safety, and
structural feasibility of the proposed elements.

Final Client Approval

o The final version of drawings, material samples, and finish boards is presented for
client sign-off.

o All approvals are documented with dates and signatures.
Vendor Coordination

o Post-approval, the procurement or execution team coordinates with vendors based
on the approved specifications.

Change Control (If needed)

o Any deviation from the approved specification during execution must go through a
formal change request and re-approval process.
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Specifications Covered Under Approval

Fig. 9.2.2: Specifications Covered Under Approval

Sample - Design Specification Approval Template

Project Name:
Client Name:
Date:

1. Submission of Initial Proposal

Submitted By

Design Stage (Concept/Working)
Documents Submitted
Submission Date

Remarks

2. Review by Client & Internal Teams
Reviewed By (Name/Role)
Feedback Received?

Areas of Concern (if any)
Recommended Changes

3. Feedback and Revisions

Revised By

Date of Revision
Version No.
Resubmission Date
Client Recheck Needed?
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4. Technical Validation (MEP / Safety / Compliance)
Validated By (Team/Consultant)
Scope of Validation
Remarks/Changes Suggested
Approval Date

5. Final Client Approval
Approval Provided By

Date of Approval
Signature
Comments (if any)

6. Vendor Coordination

Material/Service Approved
Vendor Name

PO Issued?

Delivery Timeline

7. Change Control Log (If Any)

Date Change Initiated By Approved By Status
Description

— Activity: Analyze and Approve Design Specifications for Project —
Execution

Objective:
To practice evaluating and approving project-related specifications before execution.

Basic Steps:

e Review the Design Brief

e Study Submitted Drawings and Layouts

e Examine Material Samples and Finish Boards
e Check Against Project Scope and Budget

e Validate Technical Feasibility (MEP/Safety)

e Incorporate Stakeholder Feedback

e Document Changes (if any)

e Finalize and Approve for Execution
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— Summary £
e A design docket is a comprehensive document containing design concepts, drawings,
specifications, and approvals used as a reference throughout the project lifecycle.

e It acts as a communication and execution guide, ensuring clarity among designers,
contractors, and clients.

e The preparation process includes concept development, space planning, detailed
drawings, material selection, 3D views, BOQ, and final client approval.

e The docket ensures client alignment, project scope control, and smooth execution
through shared documentation.

e Execution parameters like scope, budget, timeline, manpower, and compliance are key to
approving the specifications within the design docket.

e Design approval involves evaluating space planning, materials, finishes, budget, timeline,
and sustainability to ensure the design is ready for execution.

e C(Client and supervisor feedback ensures design alignment with user needs and feasibility
for site implementation.

e The design modification process is used to revise layouts or specifications based on real-
time input and practical constraints.

e The approval mechanism involves proposal submission, review, revisions, technical
validation, final sign-off, vendor coordination, and change control.

e A work monitoring plan supports quality control, accountability, issue resolution, and
project control during the execution phase.
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— Exercise

A. Multiple Choice Questions (MCQs)

1. What is the primary purpose of a design docket?
a. Marketing promotion
b. Execution reference and approval tool
c. Client billing
d. Labor contract

2.  Which of the following is NOT a design parameter for approval?
a. Material Selection
b. Furniture Warranty
c. Space Planning
d. Budget Fit

3. Why is supervisor feedback important in project execution?
a. To confirm color choices
b. To ensure drawings are printable
¢. To validate on-site feasibility
d. To select clients

4. What comes immediately after client and team review in the approval mechanism?
a. Technical validation
b. Project closure
¢. Invoice generation
d. Concept development

5. Which of the following supports project tracking and performance evaluation?
a. Vendor PO
b. Design Docket
¢. Work Monitoring Plan
d. Client Presentation
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— Hands-on Exercise: Examine the Design Modification Process —
Based on Suggested Changes and Feedback

Objective:

To enable participants to identify, analyze, and apply changes to a design plan based on client
or supervisor feedback, and understand the importance of traceability and alignment in the
modification process.

Materials Required:

e Asample design docket (floor plan, concept note, material board)
o Feedback sheet from a mock client and supervisor

e Design modification log template (printed or digital)

e Pens, highlighters, sticky notes or access to design editing software

e Projector or whiteboard (optional, for group discussions)
Instructions:
Step 1: Review Original Design

You will be given a sample design docket (e.g., modular kitchen or retail space layout). Review
and understand key components: layout, material selection, colors, lighting, furniture, etc.

Step 2: Analyze Feedback
e Each group receives feedback notes from a “client” and “supervisor.”
e Examples:
o Client requests a lighter color scheme and more storage.
o Supervisor notes that the current design exceeds budget and has an unsafe corner.

Step 3: Identify Areas for Modification

e Highlight parts of the design affected by the feedback.

e (Categorize changes as aesthetic, functional, technical, or compliance-related.
Step 4: Propose Modifications

e Update the layout or specifications to reflect requested changes.

e Justify each modification (e.g., why a certain material was replaced or layout adjusted).
Step 5: Fill the Design Modification Log

e Original specification

e Suggested change

e Source of feedback (client/supervisor)

e Revised specification

e Impact on timeline/budget

e Date of approval

Step 6: Present & Discuss
e Each group presents their modified design and log.
e Discuss the rationale behind each change and its implications.
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— Notes

Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=mQUUs7MLDK8&t=5s

Handover pack for your interior designers



https://www.youtube.com/watch?v=mQUUs7MLDK8&t=5s
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1.

9.

Explain the importance of payment terms and project timelines in approval and issuing of
purchase orders.

Define payment terms and project timelines for purchase order approval.
Identify the quality parameters associated with performing Quality Check.

Explain how to perform final Quality Checks (QC) during project execution and handover
at regular intervals.

Identify various quality parameters for ensuring high-quality standards of the finished
products.

Explain the process of conducting quality checks during critical stages of project execution.
Identify the SOP involved in a procurement grievance redressal system.

Explain suitable techniques and methods to effectively address and resolve the queries,
concerns, and requests related to procurement.

Explain a step-by-step guide in analysing and approval of invoices of vendor partners.

10. Analyse the invoices and payment terms based on project execution requirements.
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UNIT 10.1: Purchase Orders and Payment Terms

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the importance of payment terms and project timelines in approval and issuing of
purchase orders.

2. Define payment terms and project timelines for purchase order approval.

— 10.1.1 Importance of Payment Terms and Project Timelines in—
Purchase Orders (POs)

Purchase Orders (POs) are legally binding documents that define the supply of materials or
services from vendors or contractors. For a PO to be effective, two critical components must
be clearly defined: payment terms and project timelines. Their inclusion ensures clarity,
accountability, financial planning, and project control.

Payment terms outline the schedule, method, and conditions under which the vendor will be
paid. These terms directly impact vendor relationships, material flow, and budget
management.

Following are the factors that make Payment Terms important in PO approval and issuance:

Fi ial Clarit ‘SEP
Inancia arity @

Ensures transparent financial

transactions for vendors and —
buyers. _ﬁt Vendor Trust
Builds trust through improved
Cash Flow ©(_\ negotiation and
Management communication.

f
S)

Manages inflow and outflow
of cash effectively.

Risk Minimization

@

Identifies and mitigates
potential business risks.

Audit and Compliance

b@

Ensures adherence to
regulations and standards.

Fig. 10.1.1: Payment Terms important in PO approval and issuance
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Financial Clarity for Vendors and Buyers

Payment terms like “50% advance, 50% after delivery” provide financial transparency.
Vendors can plan production and logistics with assurance of funds.

Improved Vendor Trust and Negotiation

Clearly defined and fair terms build trust and long-term partnerships. Vendors may offer
discounts or priority service when confident of timely payments.

Cash Flow Management

From the buyer’s perspective, staggered payments help manage cash flow efficiently.
Payment linked to milestones avoids financial strain.

Risk Minimisation
Advance payments without delivery guarantees or full payments before inspection

increase project risks. Structured payment terms reduce chances of vendor default or
quality compromise.

Audit and Compliance

Documented payment terms allow finance teams to track commitments, releases, and
ensure compliance with company policy or contracts.

Project timelines refer to the scheduled delivery and execution period linked to the materials
or services listed in the PO. These dates must match the overall project work schedule to avoid
disruption.

Following are the factors that make Project Timelines important in PO approval and issuance:

Ensures Timely
Delivery of Materials
and Services Accountability and

Prevents Cost P Ity CI
Ensuring materials and Overruns and Delays enalty Clauses
services are delivered on Establishing accountability
time is crucial for Effective management and penalties ensures
maintaining project prevents financial and time- compliance and
schedules. related setbacks. responsibility.

Supports Project Facilitates
Planning and Site Monitoring and
Readiness Coordination

Planning and preparing the Ongoing oversight and
site are essential for project coordination ensure project
initiation and progress. alignment and efficiency.

Fig. 10.1.2: Project Timelines important in PO approval and issuance

Ensures Timely Delivery of Materials and Services

Project execution depends on materials arriving when needed. Late delivery can halt
work, while early delivery may lead to storage issues.




e Supports Project Planning and Site Readiness

Aligning timelines with actual site conditions ensures labor teams are ready to use the
materials when they arrive.

e Prevents Cost Overruns and Delays

Delays in delivery may result in penalties, rework, or project extensions—all of which
increase costs and reduce client satisfaction.

e Facilitates Monitoring and Coordination

When each PO includes delivery dates, it becomes easier to track material movement,
plan site operations, and coordinate vendors and contractors.

e Accountability and Penalty Clauses

Including strict delivery timelines in the PO allows project managers to enforce
performance and include penalties for delays.

When payment terms and timelines are well-defined, the PO approval process becomes
smoother:

e Finance teams can verify if the payment terms comply with budget and cash flow.
e Project managers ensure delivery aligns with the construction schedule.
e  Procurement teams coordinate with vendors to confirm feasibility.

e C(Clients or higher management can review and approve POs with confidence, knowing
timelines and costs are under control.

— 10.1.2 Defining Payment Terms and Project Timelines for
Purchase Order Approval

Defining payment terms and project timelines accurately is essential to ensure that the
purchase order reflects clarity, fairness, and feasibility for both the client and the vendor.
Following is the step-by-step approach to define Payment Terms and Project Timelines for
Purchase Order (PO) Approval:

Step 1: Understand the Project Schedule

e Refer to the Gantt chart or work plan to identify when materials/services are required.

e Align delivery dates and installation timelines with project milestones.

Step 2: Assess Material Type and Procurement Lead Time
e Consider whether the item is readily available or custom-made.

e Forlong-lead items, negotiate buffer time for manufacturing and transport.
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Step 3: Define Clear Payment Milestones
e Set payment stages based on work or delivery progress. Examples:

Stage % Payment

On PO issuance 30-40% (Advance)
On material delivery 30-40%
Post-installation 20-30%

Table 10.1.1: Define Clear Payment Milestones
You can adjust the percentage depending on project size and vendor agreement.
Step 4: Include Timeline Details in the PO

Mention:

e Delivery Date (e.g., On or before 15-Apr-2025)

¢ Installation Timeline (e.g., 16—18 April 2025)

e Penalty Clause (e.g., X1,000/day for late delivery)

This ensures vendors are accountable and materials reach the site as scheduled.

Step 5: Align Terms with Finance & Execution Team
e Share proposed terms with internal stakeholders (Finance, Site Supervisor).
e Confirm feasibility before final approval to avoid budget or schedule conflicts.

Step 6: Document Terms in the PO

Clearly write the payment structure and timeline commitments in the purchase order
document. Avoid vague phrases like “as discussed.”

Sample Format for Payment Terms & Timeline Section in PO

Payment Terms: 40% advance upon PO, 40% on delivery, 20% post-installation within 5
days.

Delivery Schedule: Material to be delivered by 15-Apr-2025.

Installation: Scheduled from 16 to 18 April 2025.

Penalty Clause: 1,000 per day for delay beyond scheduled delivery.
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Following template helps in defining the clear and actionable payment terms and project
timelines for Purchase Order (PO) approval. It ensures clarity for vendors, aligns with project
milestones, and supports timely delivery and financial tracking.

Template: PO Approval: Defining Payment Terms & Project Timelines
1. Reference Project Schedule
e Refer to the project Gantt chart or milestone sheet.
¢ |[dentify material requirement dates and planned installation timelines.

2. Define Payment Terms
Payment Stage Payment % / Amount
On PO Issuance
On Material Delivery
Post Installation

3. Define Project Timelines
¢ Material Delivery Date:
¢ Installation Date Range:

4. Penalty Clause (if applicable)
Specify if any penalty is to be charged in case of late delivery. Example:
‘A penalty of X1,000 per day will be applicable beyond the agreed delivery date.’

5. Internal Review & Approval Checklist

[J Payment terms reviewed by Finance Team

O Timeline aligned with site execution team

I PO approved by Project Manager / Procurement Head
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UNIT 10.2: Quality Control and Grievance Management

— Unit Objectives ©

At the end of this unit, the participants will be able to:

3.
4.

Identify the quality parameters associated with performing Quality Check.

Explain how to perform final Quality Checks (QC) during project execution and handover
at regular intervals.

Identify various quality parameters for ensuring high-quality standards of the finished
products.

Explain the process of conducting quality checks during critical stages of project execution.
Identify the SOP involved in a procurement grievance redressal system.

Explain suitable techniques and methods to effectively address and resolve the queries,
concerns, and requests related to procurement.

— 10.2.1 Quality Parameters

To ensure successful project execution, an Assistant Project Manager — Interior Design must
monitor several quality parameters during site work and documentation. These parameters
help maintain design intent, meet client expectations, and ensure safety, functionality, and
aesthetics. Understanding each parameter helps in delivering consistent, high-quality interior
projects. Following are the basic quality parameters:

Accuracy Consistency Completeness Timeliness

Conformance to

Specifications Functionality Durability/Reliability Aesthetics/Finish

Usability/User

Traceability Defect Rate Experience

Safety

Fig. 10.2.1: Basic quality parameters

Accuracy: Ensuring measurements, drawings, and BOQs are precise helps avoid material
wastage and design errors. Accurate documentation reflects the client's approved
specifications. Example: Incorrect ceiling height in drawings can lead to ordering the
wrong panel sizes, delaying the project.




2. Consistency: Maintaining a uniform design language, color scheme, and material quality
across the project ensures visual harmony and brand identity. Example: Using the same
laminate shade in all workstations ensures a cohesive office look.

3. Completeness: All design elements, documents, and approvals must be in place before
execution. Incomplete data can halt progress or create costly rework. Example: Missing
plumbing layout details can delay restroom fittings installation.

4. Timeliness: Delivering quality checks and tasks on time ensures smooth workflow and
client satisfaction. Delays affect project cost and reputation. Example: Late delivery of 3D
views delays client approval and pushes back execution timelines.

5. Conformance to Specifications: All site work must match approved plans, materials, and
standards. Non-conformance leads to rework or client rejection. Example: Installing
12mm plywood instead of the specified 18mm compromises durability and violates specs.

6. Functionality: Designs must be usable and practical for intended purposes, beyond just
aesthetics. Example: A stylish reception desk should also allow cable management and
space for equipment.

7. Durability/Reliability: Using long-lasting materials and ensuring proper installation
enhances the life of the interior. It also reduces maintenance issues. Example: Choosing
high-traffic-rated flooring ensures it lasts longer in busy areas like lobbies.

8. Aesthetics/Finish: The visual appeal and neatness of finishes contribute to overall client
satisfaction and reflect professionalism. Example: Uneven paint or poor tile alighment
affects the room’s finished look and client perception.

9. Traceability: Maintaining proper records of designs, approvals, and changes helps track
progress and resolve disputes. Example: Keeping a log of revision numbers in drawings
helps ensure the site uses the latest version.

10. Defect Rate: Monitoring and minimizing defects during execution maintains quality and
reduces rework. Example: Identifying and rectifying cracks in wall plaster before painting
helps avoid complaints post-handover.

11. Usability/User Experience: Designs should enhance user comfort and interaction within
the space. It should be intuitive and accessible. Example: Ensuring office furniture layout
allows free movement improves productivity and safety.

12. Safety: Interior spaces must be safe for occupants and workers. This includes proper
electrical work, ventilation, and non-slippery flooring. Example: Using fire-retardant
materials in wall cladding enhances occupant safety in case of emergencies.
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Quality Parameters for Interior Design Finished Products

Following are the quality parameters for Interior Design Finished Products

Dimensional

Accuracy Surface Finish Material Quality Functionality

Durability Appearance Fit and Assembly

Defect-Free Performance

Safety Compliance Output Packaging Quality Testing

Labeling and Consistency

Documentation Across Units Traceability

Fig. 10.2.2: Quality Parameters

1. Dimensional Accuracy
Ensuring furniture, partitions, and fixtures are made and installed as per exact site
measurements and approved drawings.
Example: A custom-made wardrobe must fit precisely within the niche provided.

2. Surface Finish
The quality of paint, laminates, polish, or cladding must be smooth, clean, and free from
streaks, bubbles, or stains.
Example: Veneered surfaces should have uniform polish and no patches.

3. Material Quality
Use of specified grade materials for durability and aesthetics, such as plywood,
laminates, tiles, and hardware.
Example: Using BWR plywood in wet areas ensures moisture resistance.

4. Functionality
Design elements must serve their intended use efficiently.
Example: A modular kitchen should allow easy access to frequently used items.

5. Durability
Materials and construction should withstand regular usage without premature wear or
failure.
Example: Use of high-pressure laminates in high-touch surfaces ensures long-lasting
finish.




6. Strength
Ensures structural integrity of furniture and built items like shelves or ceiling frames.
Example: A TV unit should be able to bear the weight of the device and other accessories.

7. Appearance
Visual harmony through consistent color shades, alighment, and design style.
Example: Wall paneling and furniture should match the chosen design theme.

8. Fit and Assembly
All elements like cabinetry, partitions, or lighting fixtures must fit properly without gaps,
overlaps, or instability.
Example: Doors should close flush without rubbing or misalignment.

9. Safety Compliance
Interior work must meet fire, electrical, and general safety standards.
Example: Use of fire-retardant paint or materials in public spaces.

10. Defect-Free Output
The finished site should be free from chips, cracks, loose ends, or poorly executed joints.
Example: Tile joints must be uniform, without any broken or chipped edges.

11. Packaging Quality
Loose furniture and decor elements should arrive damage-free with proper packaging.
Example: Packed modular furniture parts must be labeled and protected with foam
sheets.

12. Performance Testing
Testing of lights, plumbing fixtures, shutters, and equipment to ensure proper operation
before handover.
Example: Verifying that drawer channels open and close smoothly.

13. Labeling and Documentation
Each item should have proper tags, installation manuals, and maintenance instructions,
if needed.
Example: A loose chandelier must come with wiring diagrams and fitting instructions.

14. Consistency Across Units
Uniform quality in repeated design elements such as chairs, workstations, or wall
finishes.
Example: All meeting rooms should have the same acoustic panel quality.

15. Traceability
Maintaining records of vendors, material batch numbers, and installation dates for
future reference.
Example: Keeping a log of marble lot numbers helps match finishes across floors.
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— 10.2.2 Relevant Indian Standards for Interior Design Quality —

In India, several standards and guidelines are followed to ensure the quality of finished
products in interior design and construction projects. While there's no single universal
standard specifically for interior design execution, multiple Bureau of Indian Standards (BIS)
codes, National Building Code (NBC), and industry best practices apply. Here’s a list relevant
to your context:

1. National Building Code (NBC), 2016
Published by the Bureau of Indian Standards (BIS).
Sets standards for planning, design, construction, and maintenance of buildings.

Includes sections on fire safety, lighting and ventilation, plumbing, and material safety.
2. IS Codes by BIS (Bureau of Indian Standards)

Following are some relevant IS codes:

IS Code Description

IS 4014/1S 2202 | Wooden doors and windows — quality, dimensions, and installation

IS 303 Plywood for general purposes

1S1328/ IS Veneers and blockboards

3848

IS 14443 High-pressure decorative laminates

IS 1860 Installation of ceramic tiles

IS 4925 Installation of lighting fixtures

IS 9556 Guidelines for painting interior walls

IS 2553 Safety glass used in interiors

IS 2062 Steel used in furniture or fixtures

IS 458 PVC pipes for drainage (used in plumbing areas within interior
projects)

Table 10.2.2: IS Codes by BIS

3. Indian Green Building Council (IGBC) Guidelines

Encourages the use of eco-friendly materials, daylighting, VOC-free paints, and efficient
layouts for green interior certifications.

Helpful if your project aims for sustainability or LEED/IGBC ratings.

4, Electrical Standards
IS 732: Code of Practice for Electrical Wiring Installations

IS 1646: Fire Safety in Electrical Installations

Safety clearances for switches, lighting, and concealed wiring




5. Fire Safety Compliance
e NBC Fire and Life Safety Part 4
e |S1641 to 1648: Fire resistance of building materials and structures

Other Good Practices and Reference Guides
e 1S5S0 9001:2015 — Many interior firms follow this for Quality Management Systems.
e Client-specific SOPs and Checklists — Especially for corporate or hospitality interiors.

e AutoCAD/3D File Approval Standards — To standardize drawings, measurements, and
revisions.

As an Assistant Project Manager (Interior Design) you need to ensures compliance with
quality standards and regulations throughout the project lifecycle. You play an important role
in maintaining high-quality standards, safety, and client satisfaction by ensuring all works are
compliant with Indian codes, specifications, and best practices as mentioned below:

1. Understanding Applicable Standards

e The APM must be familiar with relevant IS Codes, National Building Code (NBC), IGBC
guidelines, and project-specific requirements.

e Interprets design drawings and specifications to match these codes.
Example: Referring to IS 303 to ensure plywood used in furniture complies with quality norms.

2. Reviewing Drawings and BOQs

e Verifies that working drawings, technical details, and BOQs reflect code-compliant
materials and methods.

e Coordinates with designers and consultants to revise non-compliant items.

Example: Identifying that a non-fire-rated material is listed for use in a corridor and
recommending a switch.

3. Vendor and Material Selection

e Ensures that vendors provide materials with proper certifications, test reports, and IS-
marked products.

e Approves samples only after verifying quality and conformance.

Example: Checking if laminate sheets have high-pressure quality as per IS 14443 before
approval.

4. Site Quality Inspections

e Conducts routine checks during execution to monitor compliance with dimensional
accuracy, finish quality, safety protocols, and material usage.

e Uses checklists aligned with IS codes and NBC standards.

Example: Inspecting tile installation to ensure spacing and grout align with IS 1860.
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5. Coordination with Contractors and Consultants
e Guides contractors on quality expectations and applicable standards.
e Facilitates technical meetings to resolve compliance issues.

Example: Discussing the requirement of IS 732 during electrical layout changes.

6. Documentation and Traceability

e Maintains inspection reports, material test certificates, and vendor compliance
documents.

e Logs site deviations and corrective actions.
Example: Keeping a copy of fire-rated board certificates to demonstrate fire safety compliance.

7. Performance Testing and Snagging

e Supervises performance testing of lighting, plumbing, furniture fittings, etc., before
handover.

e Conducts snagging with quality parameters like surface finish, fitment, and safety.

Example: Testing drawer channels and lighting automation for smooth operation before client
walkthrough.

8. Training and Awareness

e Trains site teams and workers on workmanship standards, safety protocols, and quality
expectations.

e Uses mock-ups to demonstrate proper installation.
Example: Conducting a demo for false ceiling suspension as per IS code before bulk execution.

9. Client Reporting and Escalation

e Updates clients with compliance status reports and flags any deviation from approved
standards.

e Recommends corrective action to ensure alignment with the project brief.
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— Field Visit
Task 1: Perform Final Quality Checks (QC) During Project Execution and Handover
Objective

To enable participants to conduct a final quality check for a designated interior space based
on standard quality parameters and prepare a snag report.

Materials Required

e Sample site setup or mock-up room (can be a part of training lab)
e QC checklist (printed)

e Measuring tape, torch, spirit level

e Notepad/tablet for notes

e Camera or mobile phone

e Sample BOQ/spec sheet/drawing

Instructions to Participants

e Visit the assigned area (mock-up or training space).

e Review the drawings/specifications and cross-check against the site.
e Use the QC checklist to assess the following:

Surface finish and alignment

Functionality of fittings

Dimensional accuracy

Cleanliness and completeness

O O O O O

Labeling and documentation

e Record any snags or non-conformities and suggest corrective actions.
e Submit a snag report and present your findings to the trainer.

Task 2: Demonstrate Quality Checks at Critical Stages of Execution

Objective

To practice conducting stage-wise quality checks during execution of key interior design
activities such as tiling, electrical, or furniture installation.

Materials Required

e Staged interior setup (e.g., tile fixing in progress, electrical boards being installed)
e Stage-wise quality checklist

e Markers, measuring tools

e Sample product specs (tiles, cables, fittings)

e Safety gear (helmet, shoes, gloves)




Instructions to Participants

e Divide into small groups. Each group will be assigned a critical stage (e.g., tiling, partition
installation, electrical wiring).

e Inspect the ongoing work based on:
o IS code/spec conformity
o Alignment and level
o Material quality
o Workmanship
o Safety standards
e |dentify potential issues early in execution.

e Document findings and share preventive recommendations.

— 10.2.3 Procurement Grievance Redressal System

The procurement grievance redressal system ensures that all complaints and concerns related
to the procurement of materials, services, or payments are addressed promptly, fairly, and
transparently. The following SOP outlines the steps to handle such grievances efficiently:

1. Grievance Logging

All procurement-related issues (e.g., late deliveries, poor material quality, payment
delays) must be formally recorded.

Grievances can be received via email, complaint forms, or site logbooks.

Each grievance is assigned a unique reference ID for tracking.

2. Acknowledgement

Within 24 hours, the Assistant Project Manager (APM) must acknowledge the complaint.
e A brief message should confirm receipt and outline the expected resolution timeline.

3. Preliminary Verification
e The APM reviews the issue by examining related documents:
o Purchase Orders (POs)
o Delivery challans
o Payment records
o Quality check reports
e This helps identify any discrepancies or missing steps in the procurement cycle.

4, Classification of Grievance
e Grievances are categorized by type and severity, such as:
o Delivery delays
o Quantity or quality issues
o Pricing discrepancies
o Unpaid invoices

e This helps prioritize and route issues appropriately.
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5. Root Cause Analysis

e The APM coordinates with concerned teams—procurement, accounts, or site engineers—
to identify the root cause.

e For example, if payment is delayed, it may be due to an unapproved invoice or missing
GRN (Goods Receipt Note).

6. Resolution Proposal
e Based on the findings, the APM proposes corrective action, such as:
o Replacing defective materials
o lssuing partial/full payments
o Re-negotiating delivery terms
o Recommending vendor penalties if necessary

7. Internal Approval

The proposed resolution is discussed with the Project Manager or senior authority for
approval.

e Approval ensures the resolution is compliant with company policies and project budget.

8. Communication of Resolution

The APM communicates the final decision and action plan to the complainant (e.g.,
vendor or site team).

e The communication should include clear timelines and next steps.

9. Grievance Closure and Documentation
e Once resolved, the grievance is marked as closed.

e All records (complaint details, investigation, and resolution) are filed for audit and
reference.

10. Periodic Review and Feedback
e Recurring issues are reviewed to identify process gaps or vendor performance issues.

e Preventive actions (e.g., improved vendor screening or stricter QC checks) are taken to
avoid future grievances.

This SOP ensures that procurement grievances are not only resolved but also used as learning
opportunities to improve project quality and vendor relationships.
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— Role Play: Resolve a Procurement Grievance

Objective

To simulate a procurement grievance scenario and enable participants to apply
communication and problem-solving techniques to address it effectively.

Materials Required

Role cards (Vendor, APM, Procurement Officer)

Sample grievance (delay in delivery, wrong material, payment not received)
Blank grievance log

Company SOP printout

Evaluation form

Instructions to Participants

1.
2.
3.

Form small teams (3—4 people).
Assign roles to participants: Vendor, Assistant Project Manager, Procurement Officer.

Use the given scenario (e.g., “Vendor claims payment has not been released for a
delivered item”) and simulate:

o Grievance registration and classification

o Investigation by APM

o Discussion and negotiation

o Communication of resolution

Document the interaction using the provided log format.
Present your solution to the class.

— 10.2.4 Recommendations for Integrating Sustainability,
Greenery, and PwD Accessibility

As an Assistant Project Manager — Interior Design, it is essential to incorporate principles of
sustainability, greenery, and universal accessibility into every stage of project execution.
These recommendations not only align with environmental and social responsibility but also
enhance user experience, safety, and compliance.
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By consciously integrating eco-friendly practices, biophilic design elements, and accessible
layouts, interior spaces can become more inclusive, efficient, and future-ready.

1. Sustainability Guidelines

The objective of these guidelines is to minimise environmental impact, promote resource
efficiency, and ensure long-term durability of interior design works.

Area Guideline

Material Selection | Use eco-friendly, recyclable, low-VOC materials (e.g., low-VOC
paints, FSC-certified wood, fly-ash bricks).

Energy Efficiency | Use energy-efficient lighting (LEDs), sensors for lighting control, and
appliances with high star ratings.

Waste Segregate construction waste on-site and reuse materials like tiles,
Management wood, or metal wherever possible.

Water Install low-flow faucets and water-saving devices in interior
Conservation restrooms/pantries.

Documentation Maintain records of sustainable products and vendors for

compliance and future reference.

Table 10.2.3:
Example: Choose a certified green carpet with recycled fibers for a co-working space.
2. Greenery / Biophilic Desigh Recommendations

The objective of these guidelines is to enhance place well-being by integrating natural
elements into interior spaces.

Area Guideline

Indoor Plants Use low-maintenance indoor plants in workstations, lobbies,
and break areas.

Natural Light Design for maximum daylight penetration; avoid blocking
windows with partitions.

Natural Materials Use wood, stone, bamboo, or cork for a natural aesthetic and
improved air quality.

Living Walls / Green Encourage the inclusion of vertical gardens or green corners in
Corners large interiors.
Maintenance Plan Establish a routine care and watering schedule for plant
health.
Table 10.2.4:

Example: Install a moss wall behind the reception desk to reduce noise and create a calm
environment.
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3. PwD (Persons with Disabilities) Accessibility Guidelines

The objective of these guidelines is to ensure barrier-free, safe, and inclusive interior spaces
for individuals with physical, sensory, or cognitive impairments.

Area Guideline

Circulation Space | Maintain minimum 1200 mm clear pathways for wheelchair

movement.
Ramps and Provide ramps with non-slip surfaces and handrails where level
Elevations changes exist.

Furniture Layout | Ensure accessible height for tables, counters (750-850 mm), and
reach zones.

Signage Use tactile sighage with Braille and contrasting colors for wayfinding.

Restroom Access | At least one restroom should be wheelchair-accessible with grab bars
and sufficient turning radius (1500 mm).

Switches and Place switches, handles, and dispensers at reachable height (900—
Controls 1100 mm).
Table 10.2.5:

Example: Ensure that a conference room table has space at both ends for wheelchair users.
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UNIT 10.3: Invoices and Payments

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain a step-by-step guide in analysing and approval of invoices of vendor partners.
2. Analyse the invoices and payment terms based on project execution requirements.

— 10.3.1 Analysing and Approval of Invoices of Vendor Partners —

As an Assistant Project Manager — Interior Design, it is your responsibility to manage vendor
relationships with professionalism and financial diligence. One of the key responsibilities is to
verify and approve invoices received from vendor partners for materials or services rendered.
This process ensures that all payments are accurate, justified, and aligned with the project’s
budget and contractual terms. A systematic approach to invoice verification not only prevents
errors and overpayments but also builds transparency and trust with vendors, contributing to
smoother project execution and financial compliance.

Thus, to ensure accuracy, transparency, and compliance in vendor payments, the Assistant
Project Manager must follow a structured process for analyzing and approving invoices. The
following steps outlines the key actions to verify the legitimacy of each invoice before
initiating payment:

Step 1: Receive the Step 2: Cross-check Step 3: Verify Goods Step 4: Conduct
P I'nvoice with Purchase Order Receipt or Work Quality and
(PO) Completion Compliance Check
Step 8: Internal Step 7: Flag Step 6: Validate Tax Step 5: Che'ck for
. S . Supporting
Approval Process Discrepancies (if any) and Calculations D
ocuments
Step 9: Record and Step 10: Coordinate
Track Payment Release

Fig. 10.3.1: Key actions to verify the legitimacy of each invoice before initiating payment

Step 1: Receive the Invoice
e Ensure that the invoice is submitted through the proper channel (email or ERP system).

e Check for basic invoice details: invoice number, date, vendor name, PAN/GST, and
payment terms.




Step 2: Cross-check with Purchase Order (PO)
e Match the invoice with the corresponding Purchase Order issued earlier.

e Verify that the materials or services billed are as per the agreed quantity, rate, and scope.

Example: If PO is for 100 sq. ft. of laminate @ X120/sq. ft., the invoice should not reflect inflated
rates or quantities.

Step 3: Verify Goods Receipt or Work Completion

e Confirm whether the materials have been received or the service has been executed at
site.

e Review Goods Receipt Note (GRN), delivery challans, or site engineer's completion
report.

Step 4: Conduct Quality and Compliance Check
e Ensure that materials or work quality meets specifications and passed QC.
e Any deviations or defects must be resolved or noted before approving payment.

Step 5: Check for Supporting Documents
e The invoice must be accompanied by required documents:

Delivery challans signed by site
Inspection/QC report

Photographic evidence (if required)
Work completion certificate (for services)
Tax invoices with proper GST breakup

O O O O O

Step 6: Validate Tax and Calculations
e Check if applicable taxes (GST, TDS) are correctly calculated.
e Confirm total amount, payment due date, and deductions (if any).

Step 7: Flag Discrepancies (if any)
e Highlight mismatches in quantity, rate, quality, or missing documentation.

e Communicate with the vendor for clarification or revision before proceeding.

Step 8: Internal Approval Process

e Route the verified invoice for approval to:
o Project Manager or Commercial Head
o Accounts or Finance Department

e Useinternal tools (ERP/software or manual sign-off) as per company policy.

Step 9: Record and Track
e Maintain a log of approved invoices for future reference and audits.

e Update vendor ledger and track payment timelines.

Step 10: Coordinate Payment Release
e Inform finance for timely payment as per agreed terms.

e Share payment confirmation with the vendor to maintain transparent relationships.

322




Assistant Project Manager (Interior Design)

— Summary £

o Well-defined payment terms ensure financial clarity, build vendor trust, help in cash flow
management, and reduce project risks.

e Accurate project timelines in purchase orders help ensure timely delivery, support
coordination, and enable enforcement through penalty clauses.

e Quality parameters such as accuracy, consistency, completeness, and functionality are
essential for maintaining project standards.

e Final QC during project handover includes checking surface finish, alignment,
documentation, and functionality of fittings.

e IS codes and NBC standards guide quality expectations related to materials, safety, and
workmanship.

e Grievance redressal SOP involves grievance logging, verification, classification, resolution
proposal, and documentation.

e Role of APM includes site inspections, documentation, and vendor communication to
ensure compliance.

e Accessibility and sustainability guidelines focus on inclusive design, biophilic elements,
eco-friendly materials, and PwD-friendly layouts.

e APMs must analyze invoices by verifying delivery, quality, supporting documents, and
taxes before approval.

e Payment terms should be checked against project execution to avoid overbilling and
ensure financial control.
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— EXxercise

a.

b
c.
d
a.
b
c.
d
a.
b
c.
d
a.
b
c.
d

a.

b
C.
d

]

A. Multiple Choice Questions (MCQs)

1. What is the primary purpose of defining payment milestones in a Purchase Order?

To avoid client meetings

To reduce paperwork

To ensure clarity in vendor payments and cash flow
To delay vendor approvals

2. Which of the following is NOT a basic quality parameter for interior projects?

Aesthetics
Durability
Decoration
Safety

3. Ingrievance redressal, what is the first step in the SOP?

Payment approval
Resolution proposal
Grievance logging
Internal review

4. What is the ideal width for a circulation path to ensure wheelchair accessibility?

900 mm
1200 mm
600 mm
1500 mm

5. What is used to verify if a vendor invoice is legitimate and matches what was ordered?

Design brochure
Delivery receipt
Purchase Order
Vendor introduction letter
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— Activity: Analyze Vendor Invoices and Payment Terms Based —
on Project Execution

Objective

To enable participants to critically review and analyze vendor invoices and associated
payment terms in alignment with site progress, purchase orders, and contractual obligations.

Materials Required

e Sample Project Purchase Order (PO)

e 2-3 Sample Vendor Invoices (with variations)
e Sample Site Progress Report

e Invoice Checklist Template

e Calculator or spreadsheet (optional)

Instructions for Participants

1. Review Documents:
o Go through the sample PO, site progress report, and the vendor invoice(s) provided.
o Take note of material/service quantities, rates, and delivery/completion dates.

2. Analyze the Invoice:
o Cross-check the invoice with the PO: Are quantities, rates, and descriptions aligned?

o Check whether the work/material invoiced has actually been delivered/executed on-
site.

o Review applicable taxes, discounts, and retention amounts.
3. Evaluate Payment Terms:
o Review the agreed-upon payment terms (e.g., 50% advance, 50% after completion).
o Assess whether the stage of execution justifies the invoice amount being claimed.
4. Fill the Invoice Analysis Sheet:
o Markissues or mismatches found.

o Recommend whether the invoice should be approved, revised, or held—with
justification.

5. Group Discussion (Optional):
o Discuss your findings with your group.
o Compare and explain any differences in analysis or recommendations.
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— Notes

Scan the QR codes or click on the link to watch the related videos

.- s 1. . -
https://www.youtube.com/watch?v=YLh2Q2MSerl
Complaints Handling the ISO 10002 Way
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At the end of this module, the participants will be able to:

Identify all the health and safety protocols associated with working at the worksite.
Appraise suitable health and hygiene protocols while working at the worksite.

Explain various health and safety hazards associated with the project execution during
construction and subsequent maintenance.

Analyze and identify worksite site hazards during construction and subsequent
maintenance.

Explain the importance of an effective health and safety plan during project execution.
Explain how to design and implement a health and safety plan for the worksite
Identify the poor organizational practices concerning hygiene, food handling, cleaning.

Explain the importance of using Personal Protective Equipment (PPE) based on the
manufacturer's instructions and how to use it at the worksite.

Identify the health and safety measures associated with the project designs.
Examine the project design for proper implementation of health and safety measures.
Explain the significance of maintaining work ethics, dress code, and personal hygiene.

Explain the importance of workplace sanitization and demonstrate the correct way of
sanitizing and washing hands.

Explain the operational guidelines for the usage of emergency tools and equipment.

Explain the steps involved in responding to an emergency (fire, short circuit, accidents,
earthquake, etc.) process in line with organizational protocols.

Explain the first aid procedures in case of emergency and demonstrate CPR.
Identify all the concerned control measures while working at the worksite.

Identify suitable methods to communicate necessary control measures to concerned
team members.

Explain the types of hand signals and signage and their application.
Identity and interpret the given pictorial representations of safety signs and hand signals.
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UNIT 11.1: Health and Safety Protocols

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Identify all the health and safety protocols associated with working at the worksite.
Appraise suitable health and hygiene protocols while working at the worksite.

Explain various health and safety hazards associated with the project execution during
construction and subsequent maintenance.

4. Analyze and identify worksite site hazards during construction and subsequent
maintenance.

Explain the importance of an effective health and safety plan during project execution.
Explain how to design and implement a health and safety plan for the worksite

— 11.1.1 Health and Safety Protocols for Worksite (Interior
Design)

Health and safety protocols refer to a set of guidelines, rules, and practices put in place to
ensure the safety, well-being, and protection of individuals in various environments, such as
workplaces, public spaces, homes, or during activities. These protocols are designed to
prevent accidents, injuries, or health issues and to mitigate risks. The health and protocols
associated with working at the worksite are:

Personal Protective Equipment (PPE) — The following items must be worn at all costs while
working at the worksite:

Safety Gloves - To protect hands ;\ 4 Safety Goggles - To protect eyes

. . i > from dust, debris, and fumes,
from sharp objects, chemicals, or . . . .
especially when working with certain
- | rough surfaces.

materials like paint or adhesives.

Dust Masks/Respirators - To
protect against inhaling dust, fumes,
and hazardous particles, especially in
poorly ventilated areas.

Protective Footwear - Non-slip,
steel-toe boots to protect feet from
heavy objects or accidental injury.

|

Fig. 11.1.1: PPE for interior design projects

Site Organisation — The worksite should be maintained and organised in a way that stops any
accidents from happening. The walkways and working areas should be free of unnecessary
clutter. The raw materials and objects must be organized and stored in secure locations to
avoid accidents, such as heavy objects falling or causing obstruction and there should be a use
of warning signs, especially in areas where hazards like electrical wiring, wet floors, or
equipment use are present.




The following images show us examples of warning signs and how they are used -

A traffic cone on a road is an example of
a warning sign - it signals the drivers or
pedestrians that there is construction
work ahead.

A stop sign is used to indicate that a
person or a passerby must stop before
crossing a certain area.

Fig. 11.1.2: Examples of warning signs

Equipment Safety — It is important to ensure that that power tools and machinery have proper
guarding in place to prevent injuries. Power tools and hand tools should also have proper
maintenance and inspection to ensure they are in safe working condition. There should be a
training on using ladders and scaffolds and ensuring that they are safe to use.

A worker using a
scaffold

Fig. 11.1.3: Safety equipment

Hazardous Materials Handling — To safely handle paints, solvents, and adhesives, use proper
ventilation and follow manufacturer instructions for handling and storing chemicals. To be
safe from chemical spills and burns, ensure all team members have access to MSDS (Material
Safety Data Sheet) for chemicals used and know how to handle emergencies such as spills or
exposure.

Hygiene and Sanitation — To maintain hygiene and sanitation, these following points are
followed:

Clean Work Area ] [ Regular Handwashing ] [ Waste Disposal

Provide handwashing Ensure proper disposal
Maintain cleanliness to stations with soap and of hazardous waste, like
reduce the risk of sanitizer, especially leftover paints or
infection, allergies, or when working with solvents, in accordance
accidents. potentially hazardous with environmental
materials. guidelines.

Fig. 11.1.4: Hygiene and sanitation best practices
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— 11.1.2 Health and Hygiene Protocols

When working on an interior design project, it is essential to follow suitable health and
hygiene protocols to ensure the safety and well-being of everyone on the worksite. This
includes the designer, contractors, workers, and clients.

Sanitation and Cleanliness

Regular Handwashing: Ensure that workers wash their hands
regularly, especially after handling chemicals, materials, or eating.
Provide handwashing stations with soap and water or alcohol-based
hand sanitizers on-site.

Disinfecting Surfaces: Frequently disinfect commonly touched
surfaces like door handles, light switches, tools, and work areas to
prevent the spread of germs and bacteria.

Work Area Cleanliness: Maintain a tidy worksite by ensuring all
tools, materials, and waste are properly stored or disposed of. A
clutter-free space reduces the risk of tripping and keeps the
environment hygienic.

Fig. 11.1.5: Cleanliness best practices

Ventilation

Adequate Ventilation: Ensure that the worksite is well-ventilated, especially when using
products like paints, adhesives, varnishes, or solvents that can emit harmful fumes. Open
windows, use exhaust fans, or provide fans to circulate fresh air.

Air Filtration Systems: For high-risk environments or areas where chemicals are heavily used,
air filtration systems can help filter out harmful airborne particles and fumes.

Open windows Install air ducts

Fig. 11.1.6: Ventilation best practices




Hygiene Protocols for Clients (When Working in Residential or Commercial Spaces):

e Personal Hygiene: Ensure workers maintain good personal hygiene, including clean
uniforms, handwashing, and keeping their work area organized.

e Minimize Dust and Debris: When working indoors, minimize dust and debris by using dust
barriers, plastic sheeting, and vacuuming workspaces as needed to avoid the spread of
dust and allergens.

e Consider Clients' Health: If working in a home or office, be mindful of allergies or
respiratory issues that clients may have. Choose low-VOC paints, non-toxic materials, and
avoid using products that could trigger reactions.

Waste Management:

e Waste Disposal Protocols: Establish a system for waste disposal to ensure that items like
packaging materials, old fixtures, or broken items are properly discarded. Separate
recyclables and non-recyclables and dispose of them according to local guidelines.

e Recycling Materials: Where possible, encourage recycling of materials like cardboard,
metal, and plastic. Make sure all workers are aware of proper recycling protocols.

Breaks and Rest Periods:

e Scheduled Breaks: To maintain good health and avoid exhaustion, ensure that workers
take regular breaks, especially when working long hours or in stressful conditions. Proper
rest is essential for physical and mental well-being.

e Hydration and Nutrition: Provide access to clean drinking water and encourage workers
to stay hydrated. Offer nutritious snacks and meals to maintain energy levels throughout
the day.

— 11.1.3 Identifying Health and Safety Hazards

Some of the hazards during project execution include workers being exposed to harmful
particles when sanding or painting. Heavy lifting of furniture, materials, or equipment can
cause strain and injury, especially if workers are not trained in proper lifting techniques. When
cables, tools, and materials are left around the worksite, there may be accidents that can
occur. Some sharp objects like cutting tools could cause cuts or puncture wounds. When
installing lighting, wiring, or electrical fixtures, workers may be exposed to the risk of
electrocution. During maintenance these following hazards can occur in the worksite:

Structural If maintenance involves handling or repairing the building's structural
Integrity Issues elements, such as walls or ceilings, there may be risk of collapse or
injury.

Confined Spaces  \workers may need to enter smaller, confined areas like ducts, ceiling
spaces, or basements, where ventilation and accessibility could pose

risks.
Exposure to During renovation or maintenance, older buildings may have mold or
Mold or asbestos, which can lead to respiratory issues or other health problems

Asbestos

Fig. 11.1.7: Hazards at construction site
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In the following image, you can learn the different ways in which hazards can be identified:

Consulting with

Walkthrough Workers

InsPeCtlons Engaging with workers
Regular site inspections C€an uncover risks based
can identify immediate on their firsthand
hazards like debris and experience.

Reviewing Past
Incidents
Analyzing past

accidents can reveal
patterns and prevent

sharp tools.

future issues.

LJ)—J
L—/{ —

=

™

|

Fig. 11.1.8: Identifying hazards

The assessment of risks and their mitigation measures are:

Regular safety
drills

Proactive measure
to prepare for
potential high-
impact events.

Routine safety
inspections
Preventative action

to maintain low-risk
environments.

&0

B L L L L L L L L T o ]

Immediate
evacuation
plan

Essential for high-
risk scenarios with

significant
consequences.

Quick response
team

Efficient for
addressing frequent
but less severe
incidents.

Fig. 11.1.9: Mitigating risks and hazards
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The importance of an effective health and safety plan during project execution is given in the
following figure:

—[ Prevents Accidents and Injuries }

A well-established health and safety plan reduces the likelihood of accidents,
which protects workers and helps avoid costly delays due to injury or damage.

—[ Compliance with Legal and Regulatory Requirement }

Many countries have strict regulations on workplace health and safety. An
effective plan ensures compliance with OSHA (Occupational Safety and Health
Administration) guidelines or local regulations, helping avoid legal
repercussions.

—[ Reduces Financial Costs - }

By preventing accidents, a safety plan minimizes medical bills, insurance claims,
and potential fines due to non-compliance.

—[ Enhances Worker Morale }

Workers are more likely to feel valued and secure if they know their employer
is committed to their safety and well-being.

—[ Promotes Efficient Project Execution }

¢ A safe working environment means fewer disruptions, more productivity, and
a smoother workflow for the project.

Fig. 11.1.10: Importance of an effective health and safety plan

The steps for designing and implementing a health and safety plan for the worksite are as
follows:

Step 1: Conduct a Site Risk Assessment

Identify potential hazards by assessing
work activities, materials, and
equipment involved in the interior
design project.

Consider both temporary hazards (like

working at height) and long-term risks
(like exposure to chemicals or noise).

Fig. 11.1.11: Risk assessment

Step 2: Develop Safe Work Practices

Establish safe procedures for each identified hazard. For instance, develop clear
guidelines for working with chemicals, using tools, or navigating potentially dangerous
areas.

Ensure all workers are trained on these practices and have access to resources like
MSDS.

Fig. 11.1.12: Safe work practices
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Step 3: Assign Responsibilities

Assign specific safety tasks to
supervisors and workers, such
as conducting tool inspections
or managing waste disposal.

Designate a safety officer to
oversee health and safety
| practices.

Fig. 11.1.13: Assigning responsibilities

Step 4: Provide Training and Resources

e Conduct regular safety training sessions, ensuring workers are educated on the risks and
protocols.

o Supply workers with the necessary PPE and ensure it is properly maintained.

Step 5: Emergency Procedures and First Aid

e Develop clear emergency protocols, including evacuation routes, first aid procedures, and
contact information for emergency services.

e Ensure first aid kits are stocked and that workers are trained in basic first aid.

Step 6: Regular Monitoring and Auditing
e  Monitor the worksite continuously for compliance with safety standards.

e Conduct regular audits and inspections to identify any new hazards or areas needing
improvement.

Step 7: Review and Revise the Safety Plan

o After every significant project phase or after any accident, review the safety plan to ensure
it remains effective.

e Update the plan as necessary based on new risks, lessons learned, or changes to
regulations.

By implementing a comprehensive health and safety plan, interior design projects can proceed
smoothly while prioritizing the well-being of workers and ensuring a safe environment
throughout construction and maintenance.
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UNIT 11.2: Hygiene, PPE and Worksite Practices

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Identify the poor organizational practices concerning hygiene, food handling, cleaning.

2. Explain the importance of using Personal Protective Equipment (PPE) based on the
manufacturer's instructions and how to use it at the worksite.

Identify the health and safety measures associated with the project designs.
Examine the project design for proper implementation of health and safety measures.
Explain the significance of maintaining work ethics, dress code, and personal hygiene.

o v kW

Explain the importance of workplace sanitization and demonstrate the correct way of
sanitizing and washing hands.

— 11.2.1 Organizational Practices for Hygiene, Food Handling and —
Cleaning

Poor organizational practices concerning hygiene, food handling, and cleaning often lead to
worksite miscoordination and timeline delays since the team keeps falling sick. Some of the
poor practices include:

e Hygiene - Poor hygiene practices include not maintaining clean workspaces, lack of
personal cleanliness among workers, improper disposal of waste, and failure to clean and
sanitize tools or surfaces.

e Food Handling - If food is handled improperly on-site, it may lead to contamination,
especially in areas where food is served or eaten. Practices like using unclean utensils,
storing food incorrectly, or not following food safety protocols contribute to this issue.

e Cleaning - Inadequate or improper cleaning of the site can result in the accumulation of
dust, debris, and hazardous materials, compromising the work environment and the
health of employees.

Do the following to maintain hygiene and cleanliness:

Maintain personal Store food in Keep the work area
hygiene airtight containers clean

Fig. 11.2.1: Hygiene and cleanliness best practices




Examine the worksite for poor organizational practices, such as:

e Disorganization: Tools, materials, or cleaning supplies may be scattered around, leading
to inefficiency and increased risk of accidents.

e Improper Waste Disposal: Hazardous materials like chemicals, paints, or construction
waste might not be disposed of properly, posing environmental and health risks.

¢ Inconsistent Cleaning Practices: Work surfaces, tools, and equipment may not be
sanitized regularly, increasing the risk of contamination or illness.

Also, you should use PPE while working. This helps in:

e Prevention of Injury: PPE protects workers from physical harm, such as cuts, burns, or
exposure to toxic materials.

e Manufacturer's Guidelines: PPE must be used as per the manufacturer's instructions to
ensure maximum protection. Improper use can lead to reduced effectiveness and may
even increase the risk of injury.

Health and safety measures associated with project designs are:

e Ventilation: Proper air circulation to minimize exposure to harmful fumes or dust.

e Ergonomics: Ensure workspaces are designed to reduce physical strain and prevent
injuries.

e Chemical Safety: If the project involves chemicals, clear labelling and proper storage of
these substances are essential.

e Electrical Safety: Proper installation and maintenance of electrical systems to avoid
shocks or fire hazards.

To examine the project design for proper implementation of health and safety measures, do

the following:

e Check if the design accommodates safety features such as easy exits, fire extinguishers,
and safety signage.

e Ensure that proper safety barriers or warning systems are in place, especially when
dealing with hazardous materials or heavy machinery.

The significance of maintaining work ethics, dress code, and personal hygiene are:

e Work Ethics: Professionals in the interior design industry must adhere to ethical
standards, such as honesty, integrity, and respect for clients and colleagues.

e Dress Code: Wearing appropriate clothing, such as durable and protective clothing,
ensures safety and presents a professional image.

e Personal Hygiene: Regular handwashing, clean uniforms, and maintaining a clean
personal appearance prevent the spread of germs and promote a healthier work
environment.
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Importance of workplace sanitization:

4 N [ )

Prevents the Spread of Germs
and llinesses: Regular Promotes a Healthy Work
sanitization helps eliminate Environment: A sanitized
bacteria, viruses, and other workspace contributes to the
pathogens that can cause overall well-being of employees
ilinesses

- /L J

ﬁncreases Productivity: A cIear“ Gnhances Professional Imagex

and sanitized workplace A well-maintained and clean
minimizes the chances of work environment reflects
iliness-related absenteeism, positively on a company’s
ensuring that employees stay image, showing clients and
healthy and can perform their partners that the organization
tasks efficiently without values health, safety, and

\ interruptions / \ professionalism. /

Fig. 11.2.2: Workplace best practices
Demonstrating the Correct Way of Sanitizing and Washing Hands

These following steps show the correct way of sanitizing and washing hands:

4 N [ N [ N [ N 7 I
Step 1: Wet Step 2: Be sure
hands with to lather the
clean, running backs of your Step 3: Scrub Step 4: Rinse Step 5: !Dry
water (warm hands, hands well hands using a
for at least 20
or cold), turn between your seconds under clean, clean towel or
off the tap, fingers, and ’ running water. air dry them.
and apply under your
soap. nails.
- AN O\ AN AN 4

Fig. 11.2.3: Washing hands process
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UNIT 11.3: Emergency Preparedness and Response

@

At the end of this unit, the participants will be able to:

— Unit Objectives

7. Explain the operational guidelines for the usage of emergency tools and equipment.

8. Explain the steps involved in responding to an emergency (fire, short circuit, accidents,
earthquake, etc.) process in line with organizational protocols.

9. Explain the first aid procedures in case of emergency and demonstrate CPR.
10. Identify all the concerned control measures while working at the worksite.

11. Identify suitable methods to communicate necessary control measures to concerned
team members.

— 11.3.1 Operational Guidelines for Emergency
Tools/Equipment
Effective emergency preparedness is crucial to minimize harm during unexpected incidents at

the worksite. Knowing how to properly use emergency tools and equipment can save lives,
reduce injuries, and help contain damage. Some key emergency tools and rules are:

Fire Alarms and Smoke

Fire Extinguishers - Used to put First Aid Kits - Contains Detectors - Used to alert

Emergency Exit Routes - Clearly
marked exits/escape routes for
quick evacuation in case of fire, gas
leaks, or other emergencies.

Fig. 11.3.1: Emergency tools

-

Eye Wash Stations - Used for
immediate flushing of the eyes
if exposed to harmful chemicals

ar substances.

out small fires before they supplies to treat minor injuries, workers of a fire and provide
spread. burns, cuts, and sprains on-site. the early wamning necessary for
evacuation.

Spill Kits- Used to contain and
clean up hazardous material
spills, including chemicals or

solvents




Some operational guidelines involving these tools are as follows

e Regular Inspection - Ensure all emergency equipment is inspected routinely for
functionality. For example, fire extinguishers should be checked for the correct pressure,
and first aid kits should be replenished with necessary supplies. Ensure tools and
equipment are easily accessible and clearly marked.

e Proper Placement - Emergency equipment must be placed in accessible areas and near
high-risk zones (e.g., fire extinguishers near heat-producing equipment).

e Fire exits and evacuation routes should be unobstructed and clearly marked.

e Training - Workers and managers should be trained to recognize when and how to use
emergency equipment. This includes identifying fire risks, chemical hazards, or electrical
malfunctions.

e Emergency drills (e.g., fire drills, first aid training) should be conducted regularly to ensure
readiness in an actual emergency.

e Emergency Procedures - Outline clear emergency procedures for various types of
incidents, such as fire, electrical failure, chemical spills, or accidents.

e Establish roles and responsibilities for workers during an emergency. This can include
directing evacuations, administering first aid, or calling emergency services.

e Documentation - Maintain records of all emergency equipment inspections, training
sessions, and drills. This ensures compliance and readiness in case of an incident.

An Assistant Project Manager should be able to demonstrate the correct use of various
emergency tools and equipment, ensuring that workers are prepared to handle emergencies
effectively. A practical demonstration of the tools can be done in the following ways:

Fire Extinguisher Use — For fire extinguishers, use the PASS Method. The PASS method
involves pulling the pin from the handle, aiming the nozzle at the base of the fire, squeezing
the handle to release the extinguishing agent and sweeping from side to side at the base of
the fire until it is completely extinguished

It is important to make sure to use the right type of fire extinguisher for the type of fire (e.g.,
Class A for general fires, Class B for flammable liquids). If the fire is too large to handle,
evacuate immediately and call the fire department.

Using First Aid Kits - For minor cuts or scrapes, clean the wound with antiseptic wipes, apply
pressure to stop bleeding, and cover with a sterile bandage. For burns, use a cool compress to
reduce heat. For serious burns, cover the area with a clean, non-stick cloth and seek medical
attention immediately. For sprains, apply ice to reduce swelling, and use bandages or splints
to immobilize the area. Always prioritize getting professional medical attention for serious
injuries and know the contents of the first aid kit and how to use each item effectively.

Fire Alarm and Evacuation Protocol - In order to trigger a fire alarm, locate the nearest fire
alarm, pull the lever, and ensure it triggers the system. Inform all workers immediately to
evacuate the building. For Evacuation, it is also important to identify and make note of the
nearest exit routes. It is important to note that elevators should not be used during a fire
emergency.
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Eye Wash Station - In the case of exposure to chemicals or harmful substances in the eyes,
quickly locate the nearest eye wash station. Activate the station by pulling the lever and
flushing both eyes with water for at least 15 minutes. Do not rub the eyes; instead, flush them
continuously with clean, cool water. Seek medical attention if irritation persists.

Spill Kit Use - Identify the material that has spilled and determine the appropriate response
(whether it’s a chemical, oil, or water-based spill). Use absorbent pads, socks, or materials
from the spill kit to contain the spill and prevent it from spreading. Once contained, clean the
spill using the appropriate neutralizer or absorbent materials provided in the kit. Always wear
appropriate PPE (gloves, masks) when cleaning spills to avoid contact with hazardous
materials.

General Emergency Response Steps

The step undertaken in case of emergency are:

Step 1: Stay Calm and Assess the Situation

Keep your calm and maintain . . Identify the nature of the
Assess the situation
composure emergency

NS

Step 2: Alert Others and Initiate Evacuation (if required)

Alert workers Evacuate the site (if Lead worker§ to Count heads
necessary) assembly points
Step 3: Call for Help
For fire, dial 101 (fire For medical, dial 108

Call emergency services : . T .
gency department in India) (ambulance services in India)

NS

Step 4: Action (If Safe and Trained to Do So)

For fire, use the PASS method. | For electrical accident, cut off For minor injuries, administer
(only if the fire is controllable) | the power supply first aid

Fig. 11.3.2: Steps to be taken in case of an emergency

In an emergency, the Assistant Project Manager must ensure that all personnel follow the
prescribed evacuation procedures to safely exit the site, reduce risks, and protect lives. The
evacuation process should be well-structured and in line with organizational protocols to
ensure a quick, organized, and efficient response during a crisis.
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The evacuation steps to follow in an emergency are but not limited to are:

o] [ ] (o] [ ] [

Communication
and

Understanding Organizational

Emergency Safe Evacuation P Post-Evacuation Protocols for
. Coordination
Evacuation Procedures . Procedures Emergency
During .
Procedures - Evacuation
Evacuation

Fig. 11.3.3: Steps for evacuation

Some organisation protocols for emergency evacuation include

e Conducting regular drills - Conduct regular fire drills, evacuation drills, and first-aid
training to ensure that all workers know what to do in case of an emergency. Practice
different types of emergencies to ensure workers are prepared for various scenarios.

e Assigning clear roles and responsibilities - Assign specific evacuation duties to certain
personnel (e.g., a floor warden, first aid officer, or safety coordinator).

e Keeping and maintaining records - Document the evacuation process and any incidents
that occur during the evacuation.

e Training and Awareness - Provide comprehensive training for all workers about
evacuation procedures, safety protocols, and emergency contact information.

e Visible signage - Display clear, visible signage indicating exit routes, assembly points, and
emergency exits around the worksite.

— 11.3.2 Designing a Contingency Plan for Emergencies

A Contingency Plan is a critical aspect of ensuring that an Assistant Project Manager (APM)
and the entire team are prepared to respond to various emergencies, such as fires, electrical
short circuits, accidents, and natural disasters like earthquakes.

The contingency plan should provide clear, actionable steps for handling emergencies
effectively to minimize damage, ensure safety, and maintain project continuity. The steps
should include:

1. Identify Potential Emergencies

The first step in designing a contingency plan is to identify all possible emergencies that could
occur on the worksite.
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In the interior design industry, these emergencies could include:

Flammable materials Heavy machinery

Electrical equipment

Accidents

Electrical Short

Circuits Environmental Hazards

Faulty wiring Earthquakes

Improper use of equipment Floods

Fig. 11.3.4: Steps for evacuation
By anticipating each type of emergency, you can create specific responses for each.
2. Establish Response Procedures for Each Emergency

A. Fire Emergency Procedures - Ensure proper handling and storage of flammable materials
(paints, solvents, and fuels). Regularly check electrical systems to avoid fire hazards.

Immediate Actions:
e Alert: Activate the fire alarm system.
e Evacuate: Direct personnel to nearest exits and assembly points.

e Contain: If it's safe, use a fire extinguisher (following the PASS method — Pull, Aim,
Squeeze, Sweep).

B. Electrical Short Circuit Procedures — Make sure there is regular inspection of wiring,
circuits, and electrical equipment.

Immediate Actions:

e Shut off power: If possible, turn off the main electrical supply to stop the short circuit from
causing further damage.

e Evacuate: If necessary, evacuate the site to prevent electrocution risks.
e Use proper equipment: Only trained personnel should handle electrical issues.




C. Accident/Workplace Injury Procedures - Ensure all personnel wear PPE (Personal
Protective Equipment) and follow safe work practices.

Immediate Actions:

e Assess the injury: Evaluate whether it is minor (cuts, scrapes) or serious (broken bones,
severe bleeding).

e Administer first aid: Use the first aid kit to treat minor injuries. For severe injuries, call for
emergency medical help immediately (Dial 108 in India).

e Evacuate: Move the injured person to a safe location if necessary and facilitate medical
assistance.

D. Earthquake Emergency Procedures - Ensure the structural integrity of buildings and the
use of earthquake-resistant materials where possible.

Immediate Actions:

e Drop, Cover, and Hold On: In the event of an earthquake, instruct all personnel to drop to
the ground, cover their heads, and hold onto something stable.

e Evacuate: Once shaking stops, evacuate personnel to a safe area away from structures or
potential falling debris.

E. Chemical Spill Procedures - Use proper containers for hazardous materials and ensure
adequate ventilation in areas where chemicals are used.

Immediate Actions:

e Contain the spill: Use spill kits or absorbent materials to prevent the chemical from
spreading.

e Alert workers: Evacuate the immediate area and inform them about the hazard.
e Use PPE: Ensure all responders wear gloves, goggles, and masks while handling the spill.

e (Call for help: Notify emergency services if the spill involves dangerous chemicals or is too
large to manage.

F. Gas Leak Procedures - Regularly check the storage and handling of gases like LPG or other
flammable gases used at the site.

Immediate Actions:

e Turn off the gas supply: If safe, turn off the gas supply to stop further leakage.

e Evacuate: Evacuate the site immediately, ensuring everyone is at a safe distance.

e Ventilate: Open doors and windows to allow gas to disperse (without causing sparks or
fires).

G. Flood Emergency Procedures - Ensure proper drainage systems and elevated structures to
minimize flood risks.

Immediate Actions:

e Evacuate personnel: Move to higher ground immediately if flooding is imminent or
already occurring.

e Shut off utilities: Turn off electricity, water, and gas supply to avoid additional hazards.
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3. General Contingency Plan Components

Each emergency should have a clear and organized procedure with the following components:

First Aid Responders

[ Designated
Emergency Response | Assign roles to key personnel, such as floor wardens, safety officers, and
Team (ERT) first-aid responders.
( )
Floor Wardens Responsible for guiding workers to exits and ensuring no one is left
behind.
( )

Trained personnel who will take initial medical action for injuries.

4 )

Emergency Contacts

Maintain a list of emergency numbers (e.g., fire department, ambulance,
local hospitals, utility providers, etc.).

4 )

Communication Plan

Develop a communication plan for notifying all employees, including
using mobile apps, radios, and public address systems during an
emergency.

Evacuation Routes
and Assembly Points

Clearly mark evacuation routes and assembly points on-site. Ensure all
workers are familiar with these locations.

4 )

Training and Drills

Conduct regular emergency drills to ensure everyone is familiar with the
emergency response protocols.

4 )

Resource Availability

Ensure essential safety equipment, such as fire extinguishers, first aid
kits, spill kits, PPE, and emergency signage, are available and easily
accessible.

Fig. 11.3.5: Steps for evacuation

4. Regular Review and Update of the Contingency Plan

A contingency plan is not static and should be regularly reviewed and updated based on:

e Site-specific risks: Changes in the worksite layout or new hazards.

e Lessons learned from past incidents: Review past emergencies to improve response

procedures.

e Regulatory changes: Update the plan to comply with the latest health, safety, and
environmental regulations.
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— 11.3.3 First Aid Procedures in Case of Emergency

In the event of an emergency on an interior design worksite, it is essential to know how to
provide immediate first aid to injured individuals until professional medical help arrives. The
Assistant Project Manager (APM) plays a vital role in ensuring that workers receive timely
assistance, especially in high-risk environments like construction or interior design sites where
accidents are common. The step-by-step guide to first aid procedures for common injuries
such as cuts, burns, fractures, and heart attacks includes:

First Aid for Cuts and Laceration — The most common causes for cuts and lacerations include
tools (knives, glass, metal), falling objects, or machinery.

The steps for treating cuts are:

Apply direct Once the bleeding Apply a sterile If the cut is deep,
pressure to the cut has slowed or bandage or gauze continues to bleed
with a clean cloth or stopped, rinse the over the wound to heavily, or involves
sterile gauze. If wound with clean keep it clean and more severe injuries
blood soaks water to remove protect against (e.g., tendon or
through, do not any dirt or debris. infection. muscle damage),
remove the cloth; Avoid using soap seek medical
simply add more directly in the attention
layers. wound. Use immediately
antiseptic to
disinfect the area if
available.
- U\l AN U\l J

Fig. 11.3.6: Treating cuts

First Aid for Burns — It can occur because of contact with hot surfaces, fire, steam, chemicals,
or electrical sources. The steps for treating burns are:

1. Assess the severity — First-degree burns are red, painful skin with no blisters (like mild
sunburn). Second-degree burns: are red, blistered skin with swelling. Third-degree burns
are white, charred skin that may be numb due to nerve damage.

2. Cool the burn — Immediately cool the burn with running cold water for 10-20 minutes to
reduce pain and prevent further tissue damage. For chemical burns: Rinse with plenty of
clean water. Remove contaminated clothing if safe.

3. Cover the burn — After cooling, cover the burn with a sterile, non-stick bandage or clean
cloth to prevent infection. Avoid using ice directly on the burn, as it may cause further
damage.

4. Pain relief — For mild burns, over-the-counter pain relief (e.g., ibuprofen or
acetaminophen) can be used. Never apply butter or greasy substances to the burn, as it
can trap heat and worsen the injury.
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5. Seek professional medical attention — For severe burns (second or third degree), or if the
burn covers a large area of the body or face, call for emergency help immediately.

First Aid for Fractures — Fractures happen due to reasons like falling from heights, impact from
heavy equipment, or blunt force trauma. The steps for treating fractures are:

e |Immobilize the injured area - Do not try to move the person unless absolutely necessary.
If you need to move them, immobilize the fracture by securing it with a splint made from
available materials (like a wooden stick or metal rod). Stop bleeding (if necessary) - If the
fracture involves an open wound (compound fracture), apply direct pressure to stop
bleeding using a clean cloth or sterile gauze. Apply dressings around the wound and avoid
touching bone or exposing the injury further.

e Apply ice - Apply ice wrapped in a cloth (not directly on the skin) to reduce swelling and
pain. Seek professional medical help - Call for emergency assistance if the fracture is
severe or the bone is visible. Even if the fracture appears minor, it is important to seek
medical care to confirm the diagnosis and to prevent complications.

First Aid for Heart Attacks — Heart attacks happen due to stress, physical strain, high blood
pressure, pre-existing heart conditions, or blocked arteries. The steps for treating a heart
attack are:

Recognize the signs of a heart attack
- This includes chest pain (heaviness,
tightness, or pressure), shortness of

breath, sweating, nausea, dizziness, q
or discomfort in the arms, neck,
back, or stomach.

Call emergency services immediately
- Dial 108 or the emergency medical
service number in your region. The
faster the person gets medical
attention, the better the outcome.

\<7
4

Perform CPR (if necessary) - Push
hard and fast at the centre of the
chest (about 2 inches deep and 100-
120 compressions per minute).

Fig. 11.3.7: Treating a heart attack

General First Aid Tips for All Injuries

e Stay calm: In all emergency situations, staying calm allows you to think clearly and act
quickly.

e Callfor help: Always call emergency services as soon as possible, especially in severe cases
or when you're unsure how to handle the injury.

e Use Personal Protective Equipment (PPE): If available, wear gloves to avoid direct contact
with blood, bodily fluids, or chemicals.

e Avoid self-treatment for severe injuries: In cases of severe burns, fractures, heart attacks,
or head injuries, always seek professional medical help immediately.

e (Clean and disinfect: If you're dealing with cuts, abrasions, or open wounds, always clean
and disinfect the area before applying bandages to prevent infection.
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Demonstrating First Aid and CPR

Hands-on demonstrations of first aid and CPR (Cardiopulmonary Resuscitation) techniques are
essential parts of safety training for workers in high-risk environments like construction or
interior design worksites. These demonstrations ensure that team members are prepared to
act quickly and effectively in case of emergencies, potentially saving lives.

1. Preparation for the Demonstration

Before starting the demonstration, ensure the following:

Ensure you have a first aid kit, CPR manikin (if available), and
other demonstration materials.

I\

The person leading the demonstration should be trained and
certified in first aid and CPR by a recognized body.

N\

Conduct the training in a safe, quiet area where the
demonstration can be clearly seen by all participants.

AN

Encourage active participation from the workers, asking them
to practice as you demonstrate, to ensure they retain the skills.

J

Fig. 11.3.8: Arranging for demonstration of CPR technique
2. Demonstrating First Aid Techniques

First Aid for Cuts

e Use a clean cloth, bandage, or sterile gauze to apply direct pressure on the wound. If
bleeding does not stop, add more layers of gauze, do not remove the original dressing.
Demonstrate how to clean the wound gently with clean water (avoid using strong
disinfectants directly in the wound). Demonstrate how to apply antiseptic.

e Show how to apply a sterile bandage or gauze, wrapping it tightly to hold it in place
without cutting off circulation. Emphasize when to seek medical attention, especially for
deep, large, or infected cuts.

First Aid for Burns

e Demonstrate how to immediately run cool water over the burn for 10-20 minutes (for
first-degree and second-degree burns). For chemical burns, rinse with plenty of clean
water and remove contaminated clothing. Show how to cover the burn with a sterile non-
stick bandage or clean cloth.

e Explain the importance of seeking professional help for third-degree burns and how to
avoid applying ointments or butter to the burn.
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First Aid for Fractures

Demonstrate how to immobilize the fractured limb using available materials (e.g., wood,
metal rods) to prevent movement and further damage. Use bandages to secure the splint or
immobilization device. If the fracture involves an open wound, apply direct pressure to stop
the bleeding. Show how to properly arrange for the injured person to be transported to a
hospital or clinic for professional treatment.

Basic CPR Steps for Adults
1. Assess the Situation

o Check responsiveness - Tap the person and shout to see if they respond. If they do not
respond, call for emergency help immediately (Dial 108 or your local emergency
services number).

o Position the Person - Lay the person flat on their back on a firm surface (e.g., the floor).

o Check for Breathing - Look, listen, and feel for breathing by placing your ear near the
person’s mouth and nose.

o Ifthe person is not breathing or is only gasping, begin CPR.

2. Chest Compressions — Kneel beside the person and place your heel of one hand on the
centre of the person’s chest (between the nipples).

o Place your other hand on top of the first hand, interlocking your fingers.

o Press down hard and fast (at least 2 inches deep) at a rate of 100-120 compressions
per minute. Let the chest rise fully after each compression but do not lift your hands
off the chest.

3. Rescue Breaths (if trained) — After 30 chest compressions, open the person’s airway by
tilting their head back and lifting the chin.

Pinch their nose and give 2 rescue breaths, ensuring the chest rises with each breath. If
you are unable to perform rescue breaths, continue chest compressions.

4. Continue CPR — Continue with 30 chest compressions and 2 rescue breaths until help
arrives or the person starts breathing.

If you are not trained in rescue breaths, perform hands-only CPR. Start by positioning your
hands on the centre of the chest as explained above. Provide chest compressions at a rate of
100-120 compressions per minute until emergency responders arrive.

Demonstrating AED (Automated External Defibrillator)

An AED is a portable device that can analyse the heart's rhythm and deliver an electric shock
to restore normal rhythm. If available on the worksite, demonstrate how to use the AED. Turn
on the AED by opening the device and follow the spoken or visual instructions. Place the pads
on the person's chest (one on the upper right side and one on the lower left side). Let the AED
analyse the heart’s rhythm. Ensure no one is touching the person when the AED analyses and
follow the AED’s instructions to either administer a shock or continue CPR.
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Hands-On Practice for Participants

e Have participants practice first aid and CPR techniques in small groups. Give them the
opportunity to perform CPR on manikins and practice bandaging, splinting, and using a
first aid kit.

e Walk around and give individual feedback to ensure the techniques are being applied
correctly.

e Create realistic scenarios (e.g., a person has collapsed, or a burn occurred) and have
participants respond as if they are handling a real emergency.

Key Safety Reminders During Demonstrations

e Emphasize the importance of staying calm in an emergency. Panic can hinder the
effectiveness of first aid and CPR.

e Always use gloves (when available) to avoid contact with bodily fluids. If no gloves are
available, use a cloth to provide assistance.

e Ensure the participants understand that they should continue CPR and other first aid
procedures until professional help arrives or the person begins to show signs of life.

e Remind participants that performing first aid and CPR is a skill that needs to be practiced
regularly to maintain proficiency. Encourage periodic training sessions to keep the skills
fresh.

Control Measures While Working at the Worksite

Control measures are essential practices implemented on the worksite to reduce or eliminate
hazards, ensuring a safe and healthy environment for workers. As an Assistant Project
Manager in interior design, it's important to identify and implement the appropriate control
measures based on potential risks, which can range from physical hazards (such as machinery)
to health-related issues (like exposure to harmful substances). The primary types of control
measures and their application are:

Eliminate Hazards ] [ Substitution
é The best control measure is to ) é If elimination is not possible, )
remove the hazard altogether. For substitute the hazardous material
example, if a particular tool or or process with a safer one. This
material presents a safety risk, reduces the exposure to harmful
— remove it from the worksite or — chemicals, tools, or equipment.
replace it with a safer option. Example: Substituting hazardous
Example: Replacing toxic paints solvent-based paints with water-
with non-toxic alternatives to based paints to minimize fumes
\_ reduce health risks. ) \_ and skin irritation. )

Fig. 11.3.9: Types of control measures
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Engineering Controls

These controls involve modifying the worksite or equipment to minimize risk. They are:

I g
Ventilation Machine Guards Ergonomic Tools
Systems and Barriers and Equipment

Noise Reduction

Fig. 11.3.10: Engineering controls
Administrative Controls

These measures involve changing the way work is done to minimize risk:
e Workplace Safety Training

e Work Schedule Adjustments

e (Clear Signage

e Safety Procedures and Protocols

Communicating Control Measures to Team Members

Effective communication is key to ensuring that control measures are successfully
implemented and adhered to by all workers on site. Here are some ways to communicate
control measures effectively:

—[ Pre-Project Meetings and Briefings }

eSafety Induction Training - Before starting a project, ensure that all workers participate in a
safety induction where you explain the specific hazards and the control measures in place.

eDaily Safety Briefings - Conduct daily briefings or "toolbox talks" at the start of each workday.

eClear Communication Channels - Use radio communication or walkie-talkies to facilitate easy
communication between team members on large work sites.

—[ Visual Communication }

eSignage and Posters - Display clear signage around the worksite to highlight hazards, such as
areas where PPE is mandatory (e.g., helmets, gloves, and safety boots).

eColor-Coding - Use color-coded tags or markings to distinguish between safe zones, hazardous
areas, or restricted spaces.

—[ Written Communication }

eSafety Documentation - Provide workers with written copies of the site safety plan, which
outlines control measures, protocols, and emergency procedures.

eJob Safety Analysis (JSA) or Risk Assessment Forms - Distribute JSA or risk assessment forms
that clearly state the potential risks and corresponding control measures for each specific
task.

—[ Training and Drills }

ePractical Demonstrations - Regularly hold practical demonstrations of control measures, such
as the proper use of PPE, operating machinery safely, or executing emergency procedures.

—[ Feedback and Reporting Systems }

eSafety Feedback - Encourage workers to provide feedback on safety practices.
eReporting Hazards - Implement an easy-to-use system for workers to report hazards.

Fig. 11.3.11: Communicating control measures
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UNIT 11.4: Safety Signs

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the types of hand signals and signage and their application.
2. ldentity and interpret the given pictorial representations of safety signs and hand signals.

— 11.4.1 Types of Hand Signals and Safety Signage

Effective communication is vital in a worksite, particularly in noisy environments like
construction or interior design sites. Hand signals and safety signage are essential tools for
conveying critical information, ensuring safety, and preventing accidents. As an Assistant
Project Manager, you must ensure that these are clearly communicated to your team and
effectively implemented.

Types of Hand Signals

Hand signals are a common method of communication in environments where verbal

communication is difficult due to noise or distance. The key hand signals include:

Signal How to perform Application

Stop Signal Hold up one arm with the palm Used to indicate the need to stop work
facing forward, fingers extended. | immediately, and is used when operating

machinery or directing traffic.

Move Extend one arm straight forward, | Indicates that machinery or workers should

Forward and move it in a forward move forward or proceed with their task.
direction.

Move Extend one arm straight, palm Signals the need for machinery or personnel to

Backwards facing down, and move itin a move backward, often used when
backward motion. manoeuvring large equipment or trucks.

Lift or Raise | Raise one arm with the fist Indicates that a load should be lifted or raised,
closed and point upwards. and is used when guiding cranes/hoisting

materials.

Lower Extend one arm downward with Signals that a load should be lowered, such as
the palm facing down and move | during crane operations/lifting heavy objects.
the hand downward

Warning Rotate both arms in a circular Used to indicate a potential hazard or need to
motion. be cautious. This is useful for alerting workers

about an impending danger.

All Clear Place one hand at eye level, then | Signifies that it is safe to proceed with work or
wave it horizontally. that an area is clear of hazards.

Emergency Make a fist and raise it above the | Used to stop all work or machinery

Stop head. immediately, typically in an emergency

situation.

Table 11.4.1:
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— 11.4.2 Identifying and Interpreting Pictorial Safety Signs and ——
Hand Signals

Pictorial safety signs use universally recognized symbols to communicate important safety
messages. These signs transcend language barriers, ensuring clarity regardless of the workers'
primary language. Some common pictorial signs are:

Prohibition signs

®

No smoking Restricted area No pedestrian Sign ingicating
sign sign allowed beyong this toxic material
point sign

FALLHAZARD
RTCH THIE 5T

Fall hazard sign A caution sign

Fig. 11.4.1: Examples of pictorial signs

Fire and emergency signs

IN CASE OF EMERGEHCY
BREAK THE GLASS

Fire escape sign Go right for exit sign Fire alarm sign

Fig. 11.4.2: Examples of emergency signs




— Summary g

e Health and safety protocols include using Personal Protective Equipment (PPE), organizing
the worksite to prevent accidents, and ensuring equipment safety by maintaining and
inspecting tools and machinery regularly.

e Hazardous materials, like paints and adhesives, should be handled with proper ventilation
and following safety data sheets (SDS), while ensuring hygiene practices such as waste
disposal and keeping work areas clean to prevent health issues.

e A well-designed health and safety plan is essential, including risk assessments, safe work
practices, assigned responsibilities, safety training, emergency procedures, and regular
monitoring.

e |dentifying and mitigating risks, such as exposure to harmful particles, heavy lifting
injuries, and electrical hazards, is critical during both

e Poor organizational practices, such as improper waste disposal, unclean workspaces, and
lack of sanitation, lead to inefficiency and health risks, affecting the overall safety and
productivity of the worksite.

e The importance of PPE in preventing injuries is emphasized, and proper usage based on
the manufacturer's instructions is critical to ensure worker protection.

e Proper hygiene practices include maintaining personal cleanliness, organizing
workspaces, and controlling dust and debris. Waste management practices also ensure
the safe disposal and recycling of materials.

e Health and safety measures in project design should address proper ventilation,
ergonomic workspace design, and chemical safety, while also ensuring that the design
meets all safety standards for electrical and fire hazards.

e Emergency preparedness includes understanding the operational guidelines for
emergency tools and equipment, ensuring they are inspected and accessible for use
during a crisis.

e Key emergency response steps, such as evacuation, first aid, and CPR, are outlined, and
workers must be trained in these procedures to ensure timely and effective action during
incidents.

e A contingency plan should cover various emergencies such as fires, electrical failures,
accidents, and natural disasters, with clear response procedures and roles assigned to
workers.

e Regular drills, clear signage, and adequate communication are essential to ensure
readiness for emergencies and to maintain safety during an incident.

e Safety signs and hand signals are critical for communication, especially in noisy or
hazardous environments. They help convey important messages quickly and effectively.

e Hand signals such as "stop," "move forward," and "emergency stop" are used to
communicate instructions during operations involving machinery or large equipment.

e Pictorial safety signs are universally recognized symbols used to communicate safety
instructions, such as fire exits or hazardous materials, which transcend language barriers.

e Proper interpretation and use of safety signs and hand signals are essential for
maintaining a safe work environment and preventing accidents.
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]

— Exercise

A. Multiple Choice Questions (MCQs)

1. What is a primary purpose of health and safety protocols at the worksite?
a. To ensure aesthetics of the workspace
b. To prevent accidents, injuries, and health issues
c. To promote personal hygiene only
d

To increase worksite productivity only

2. Which of the following is a key responsibility when using Personal Protective Equipment
(PPE)?
a. lIgnore the manufacturer's instructions
b. Use it as per the manufacturer's guidelines
c. Use it only when convenient
d. Share PPE with other workers

3. What is essential for mitigating health and safety hazards on the worksite?
a. Regular cleaning of the worksite
b. Ignoring safety protocols to speed up work
c. Using tools without maintenance
d. Leaving hazardous materials unmarked

4. Which emergency procedure should workers be trained in?
a. Evacuating only when convenient
b. Using emergency equipment and performing CPR
¢.  Waiting for professional help only
d. Ignoring emergency drills

5. What is the function of safety signage and hand signals at a worksite?
a. Todistract workers
b. To communicate safety instructions and prevent accidents
c. To make the workspace look attractive
d. To provide entertainment during breaks
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— Activity: Demonstration

1. Execute a fire drill and how to use a fire extinguisher

2. Demonstrate how to give CPR.
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— Notes

Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=hTS6gtaTHcl

Cardiopulmonary Resuscitation (CPR)

https://www.youtube.com/watch?v=w4jHpHoYZhk

How to Use a Fire Extinguisher

[ i
an ol e
https://www.youtube.com/watch?v=5qZ5np_ICrO
Essential Safety Signs
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1. Explain the importance of efficient utilization and conservation of material.
2. ldentify various techniques of effective utilization of resources.

3. Explain the various elements involved in electricity and fuel consumption data for
analysing the process.

Explain the difference between renewable and non-renewable sources of energy.
5. Explain the process of collecting and analysing the energy utilization data.




Assistant Project Manager (Interior Design)

UNIT 12.1: Resource Optimization

— Unit Objectives ©

At the end of this unit, the participants will be able to:
1. Explain the importance of efficient utilization and conservation of material.
2. ldentify various techniques of effective utilization of resources.

— 12.1.1 Conservation of Material

Conservation of material refers to the careful and efficient use of resources to reduce waste,
minimize environmental impact, and ensure that materials are used in a sustainable way. It
involves using only the amount of material needed for a given purpose, reducing unnecessary
consumption, and recycling or reusing materials to extend their lifespan.

The key aspects of conservation of material are as follows:

i

= Efficient Use of Resources - This means utilizing materials in the most efficient way
_Q‘! possible, ensuring that no excess material is used beyond what is necessary for a

‘ project or task. For example, in construction, using precise measurements and avoiding
:_ e | over-ordering materials can reduce waste.

Waste Reduction - One of the main goals of material conservation is to minimize

& waste. This can involve using leftover materials in creative ways or finding methods to
# reduce the amount of waste generated in the first place. For example, using scrap
wood from a project to create smaller items like furniture or storage solutions.

Recycling and Reusing - Recycled materials are used to create new products, reducing
the need for virgin materials. Items that can be reused, such as containers, packaging,
or old machinery parts, are conserved rather than disposed of.

Sustainable Sourcing - Materials should be sourced sustainably, meaning they come
§ from renewable sources or from suppliers that follow eco-friendly practices. This

g reduces the depletion of natural resources and minimizes environmental harm. For
& example: Using sustainably sourced wood or recycled metals.

Product Design and Durability - Designing products that use fewer materials and have
g longer lifespans is another important aspect of conservation For example, designing
1 appliances or furniture to be long-lasting and repairable rather than disposable.

J
( \
Circular Economy - This concept revolves around designing systems where materials
are reused, refurbished, and recycled instead of being discarded. By maintaining the
value of materials within the economy, less new raw material is needed. Companies
that design products with the intention that the materials can be fully recovered and
L : reused at the end of the product's life. )

Fig. 12.1.1: key aspects of conservation of material
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— 12.1.2 Efficient Utilization and Conservation of Materials

The efficient utilization and conservation of materials are critical for several reasons. This
includes:

e Environmental Impact: Using materials efficiently reduces waste, which in turn helps to
minimize pollution, habitat destruction, and other environmental issues caused by
excessive resource extraction and manufacturing processes.

e Cost Savings: Efficient use of materials lowers production costs. When materials are
wasted or inefficiently used, it increases the overall cost of manufacturing and resource
procurement. Conservation also reduces the need for costly raw materials.

e Sustainability: Efficient utilization helps preserve resources for future generations. By
conserving materials, we ensure that these resources remain available for long-term use
and prevent depletion.

e Energy Conservation: The extraction, transportation, and processing of materials

consume energy. Using materials more efficiently reduces the energy needed in these
processes, contributing to overall energy conservation.

e Circular Economy: Efficient material use encourages recycling and reuse, contributing to
a circular economy where materials are continuously reused, reducing the need for new

resources.
Sustainability
. Ensures resource Energy_
Cost Savings availability for future Conservation
) generations.
Lowers production Decreases energy
costs by minimizing consumption in material
material waste. processing.

Environmental

Impact Circular Economy

Reduces waste and Promotes recycling and

pollution, preserving w reuse to reduce
habitats and %8 resource demand.
ecosystems. /(D\

Fig. 12.1.2: Efficient utilization and conservation of materials

— 12.1.3 Techniques of Effective Utilization of Resources

Effective resource utilization is a cornerstone of successful interior design project
management. For an Assistant Project Manager, the ability to plan, allocate, and manage
resources—such as time, materials, manpower, and finances—is essential to ensure that
projects are completed within budget and on schedule, without compromising on quality.




Following are some of the techniques that enable optimal use of available resources, minimize
wastage, and enhance overall efficiency on-site and off-site throughout the interior design
execution process:

1. Project Scheduling and Resource Allocation

o Develop detailed project timelines and assign resources (labour, materials,
equipment) as per activity requirements. Use project management tools (e.g., MS
Project, Trello) to ensure resources are used optimally without delays or overlaps.

2. Material Management

o Source materials based on accurate estimation to avoid over-ordering or wastage.
Ensure timely delivery and proper storage to maintain quality and reduce loss.

3. Budget Monitoring

o Monitor resource expenditure against the allocated budget. Track costs for material,
manpower, and vendor services to identify areas of overspending and take corrective
action.

4. Vendor Coordination

o Select reliable vendors with efficient delivery schedules and quality assurance,
reducing rework and delays. Optimize the use of subcontractor services by scheduling
their inputs strategically.

5. Workforce Efficiency

o Assign tasks to skilled workers based on their strengths. Provide on-site supervision
to avoid idle time, rework, or misuse of resources.

6. Space Utilization on Site

o Organize site layout effectively to store materials safely and allow smooth workflow.
Avoid clutter and ensure space is used for functional purposes like work zones,
storage, and movement.

7. Energy and Equipment Use

o Encourage the use of energy-efficient lighting and tools. Turn off machines when not
in use. Maintain equipment to extend its life and avoid frequent replacements.

8. Reuse and Recycling

o Reuse leftover materials such as plywood, tiles, or fixtures in other parts of the
project. Promote recycling of packaging, scrap, and other non-reusable waste.

9. Process Optimization

o Streamline workflow by sequencing tasks smartly — e.g., scheduling electrical layout
before false ceiling installation. Avoid duplication and ensure smooth handovers
between teams.

10. Continuous Monitoring and Improvement

o Conduct regular site audits to check resource usage. Use insights to refine future
planning, reduce resource wastage, and improve productivity.

363




Participant Handbook

UNIT 12.2: Sources of Energy and Consumption

1.

— Unit Objectives ©

At the end of this unit, the participants will be able to:

2.
3.

Explain the various elements involved in electricity and fuel consumption data for analysing
the process.

Explain the difference between renewable and non-renewable sources of energy.
Explain the process of collecting and analysing the energy utilization data.

— 12.2.1 Elements Involved in Electricity and Fuel Consumption —
Data

Analyzing electricity and fuel consumption data is essential for effective resource
management, operational cost control, and sustainable practices. The key elements typically
involved in this analysis include:

Type of Energy
o ldentifying the energy sources being used such as:
= Electricity (measured in kilowatt-hours — kWh)
= Fuels like diesel, petrol, LPG, CNG, etc. (measured in liters or kilograms)
Source of Consumption
o Categorizing where and how the energy is being used:
=  Equipment and machinery
= Lighting and HVAC systems
= Generators or vehicles
= Office appliances or temporary site setups
Quantity Consumed

o Tracking the total amount of electricity or fuel used during a defined period (daily,
weekly, monthly). This is the basis for cost and efficiency analysis.

Operating Hours

o Measuring how long energy-consuming devices or systems run. Longer operating
hours typically mean higher energy consumption.

Load Factor and Equipment Efficiency

o Understanding how much of an equipment’s full capacity is being used and how
efficiently it operates. Inefficient or overused systems lead to higher energy use.

Usage Patterns

o Observing trends in consumption over time (e.g., peak hours, seasonal spikes, idle
periods) to identify opportunities for optimization.

Cost Data

o Recording the cost per unit of electricity or fuel used. Helps correlate energy use with
total expenditure and evaluate cost-saving measures.
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o Energy Consumption per Output Unit

o Calculating how much energy is used per unit of work or production. This helps assess
productivity and energy efficiency (e.g., kWh per square meter of interior design work
completed).

e Carbon Emission Factor

o Estimating the environmental impact of energy usage by applying emission factors,
especially for fuel types. Useful for sustainability reporting and compliance.

e Monitoring and Control Systems

o Use of meters, digital sensors, fuel logs, and software to track consumption in real-
time and ensure data accuracy for decision-making.

— 12.2.2 Renewable and Non — Renewable Energy

Renewable Energy is the energy derived from resources that are naturally replenished on a
human timescale. Renewable sources are sustainable and can be replenished naturally over
time, making them more environmentally friendly and long-lasting., Some examples of
renewable energy are solar energy, wind energy, hydropower, geothermal energy, and
biomass. These examples are depicted in the following images:

Solar energy Wind energy Hydropower

Geothermal energy
(Energy from earth's Biomass
heat)

Fig. 12.2.1: Example of Renewable Energy




Participant Handbook

Non-Renewable Energy is the energy derived from sources that cannot be replenished on a
human timescale and are finite. Non-renewable resources are finite and their extraction and
use can lead to environmental damage, including air pollution and greenhouse gas emissions.
Some examples of non-renewable energy are oil, coal, natural gas, and nuclear energy (which
relies on uranium). These examples are depicted in the following images:

Natural gas in a

pipe Coal oil storage

Muclear energy in
a reactor

Fig. 12.2.2: Example of Non-Renewable Energy

— Practical Activity: Energy Audit of a Project Site

Objective:

e lllustrate the process of collecting and analyzing the energy utilization data

Materials Required:

e Observation checklist or energy audit template

e Sample data sheet or logbook (can be pre-filled or blank for actual recording)
e (Calculator or spreadsheet software (Excel/Google Sheets)

e Measuring tools if available (e.g., portable energy meter, fuel log)

Instructions:

Step 1: Identify Energy Use Points
e Visit a simulated or actual interior design site (or use a case study).

e List all major energy-consuming elements (e.g., lighting, drilling machines, sanding
machines, HVAC, generator).
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Step 2: Record Consumption Data

e Note down the equipment name, power rating (in watts or kilowatts), hours of daily
operation.

o If fuel-powered equipment is used, record fuel type and estimated daily consumption in
liters.

Step 3: Calculate Total Energy Usage
e For electricity:

Energy (kWh) = Power (kW) x Hours of Use

e Forfuel:
Sum up total liters used per day or week.

Step 4: Analyze the Data
e |dentify which equipment or activity uses the most energy.

e Look for patterns—e.g., excessive usage, idle time, or equipment left on unnecessarily.

Step 5: Recommend Improvements

e Suggest at least three energy-saving strategies, such as switching to LED lights, using
timers, scheduling heavy work during daylight hours, or maintaining tools regularly.
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— Summary £

Conservation of material is about using resources efficiently to reduce waste and
environmental impact.

Efficient use of materials helps lower production costs and prevents resource depletion.

Conservation practices encourage sustainability by reducing the need for new resources
and promoting a circular economy.

Effective resource utilization is crucial for interior design project management, including
resource allocation, scheduling, and minimizing wastage.

Key techniques include project scheduling, material management, and continuous
monitoring to optimize resource usage.

Electricity and fuel consumption data analysis is essential for managing costs and
improving efficiency.

Renewable energy sources like solar, wind, and geothermal are replenishable and
environmentally friendly.

Non-renewable energy sources like oil and coal are finite and can cause environmental
harm.

Effective energy audits involve identifying energy consumption points, recording data,
and recommending energy-saving measures.

Practical steps for energy conservation include using energy-efficient appliances,
improving insulation, and adopting renewable energy solutions.
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— Exercise

A. Multiple Choice Questions (MCQs)

1. What is the main goal of resource optimization in material management?
a. Toincrease waste
b. To reduce environmental impact and conserve resources
c. Touse more raw materials

d. To extend production time

2. Which of the following is NOT a renewable energy source?
a. Solar energy
b. Wind energy
c. Coal
d. Geothermal energy

3. What is a key technique for optimizing resource usage in interior design projects?
a. lIgnoring project timelines
b. Budget monitoring and tracking
¢. Using more materials than needed
d. Hiring unskilled labor

4. Which of the following is an example of non-renewable energy?

a. Biomass

b. Hydropower
c. Oil

d. Wind energy

5. What does an energy audit help with?
a. Reducing material wastage
b. Tracking energy consumption and identifying savings
c. Increasing energy consumption
d. Ignoring energy consumption patterns

B. Short Answer Questions

What is material conservation, and why is it important?
Explain the difference between renewable and non-renewable energy.
List two techniques for effective utilization of resources in interior design projects.

What are the benefits of using energy-efficient appliances?

vk W R

Describe the process of conducting an energy audit on a project site.
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— Notes

Scan the QR codes or click on the link to watch the related videos

https://www.youtube.com/watch?v=YaZ9tKBCJx8

Materials and Resources
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1.

Analyse and prepare a business development plan based on specified marketing and
development strategies for residence and kitchen project.

Explain the critical parameters for analysing first-hand info from clients for residence and
kitchen project.

Analyse and interpret client requirements in terms of layouts, blueprints, product types,
etc. for residence and kitchen project.

Identify the scope of work for the project by analysing the client requirement and
specifications.

Identify the process of preparing a project estimate and related documents in
consultation with internal teams.

Explain the guidelines for performing client visits, inspection, and reporting of assigned
residence and kitchen project.

Identify and demark tasks and responsibilities based on technicalities of the assigned
residence and kitchen project.

Identify design docket and specifications based on client requirements and project
execution parameters for residence and kitchen project.
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UNIT 13.1: Business Development and Client
Requirement Analysis for Residence and Kitchen Project

Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Analyse and prepare a business development plan based on specified marketing and
development strategies for residence and kitchen project.

2. Explain the critical parameters for analysing first-hand info from clients for residence and
kitchen project.

3. Analyse and interpret client requirements in terms of layouts, blueprints, product types,
etc. for residence and kitchen project.

4. Identify the scope of work for the project by analysing the client requirement and
specifications.

5. Identify the process of preparing a project estimate and related documents in
consultation with internal teams.

Case Study: Residence and Kitchen Interior Design Project
Project Overview

A couple contacts a mid-size interior design firm to renovate their 2BHK apartment. Their goals
are to:
e Transform a closed kitchen into an open, functional space.

e Redesign the living area with compact storage solutions.
e Use sustainable and easy-to-maintain materials.

e Ensure the project is delivered within a fixed budget and timeline.

The firm assigns the Assistant Project Manager (APM) to coordinate business development,
client engagement, and project execution.

Step by Step Solution to the Client Requirement
Business Development Plan
e Project Objective: Offer sustainable, modular kitchen and living solutions.

o Market Research: Identified demand for eco-friendly, open-plan kitchens among young
professionals.

o Development Strategy: Included offerings like quartz countertops, customizable
storage, and loT-enabled lighting.

o Marketing Tactics: Campaigns on social media, local SEO, tie-ups with real estate
developers.
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Sales Strategy: Pre-sales consultation + visual design mock-ups; defined support roles
and AMC (annual maintenance contract).

Financial Planning: Budgeted for social media ads, 3D rendering tools, and vendor
commissions.

Risk Mitigation: Accounted for supplier delays, client indecision, and regulatory
approvals.

Client Requirement Analysis

Initial Meeting: Conducted in-person consultation to gather first-hand data—client’s
pain points included poor kitchen ventilation and lack of light in the living area.

Site Visit: APM noted dimensions, light flow, load-bearing walls, and existing
plumbing/electrical outlets.

Requirement Capture Template Used: Preferences included L-shaped open kitchen,
bright tones, and matte finishes.

Technical Review: Floor plan marked for appliance placement, storage zones, and
natural light usage.

Interpreting Requirements and Preparing Design Brief

Layouts Prepared: 2D and 3D views showing kitchen openness, breakfast counter,
compact wardrobe solutions.

Style Preference: Minimalist Scandinavian design with light textures.
Product Preferences: Mid-range appliances, LED lighting, VOC-free paints.

Design Brief Documented: Includes zoning, furniture details, and technical compliance
requirements.
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Sample Design Brief: Residence Kitchen Interior Project

Project Name: Modular Kitchen Renovation

Client Type: Residential - Urban Family
Project Type: Renovation of Existing Kitchen
Location: Not specified (generic, globally adaptable)

Designer/Team: Interior Design Studio (with in-house execution team)
Date: [Insert Date]

1. Project Objective

To renovate the existing kitchen into a modern, modular L-shaped kitchen that
offers:
e Efficient storage

e Seamless appliance integration
e Optimized workflow (based on kitchen triangle: hob-sink-refrigerator)

e Aesthetically pleasing finishes with easy maintenance

2. Functional Zoning

Based on the final layout plan and above/below counter drawings:
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Zone Components
Cooking Area Hob with chimney, utensil drawers

Preparation .
P Countertop space near sink and hob

Area

Pantry cabinet, bottle pull-out, napkin pull-out,

Storage — Dry overhead units

Storage - Cold Refrigerator position retained
Cleaning Area Sink zone with under-sink storage
Appliance

. Built-in oven, microwave, toaster, mixer shelf
Station

3. Layout & Dimensions
e Configuration: L-shaped layout with an extended storage wall

e Below Counter Zones: Labeled A—H with specific uses (vegetable pull-out,
bottle pull-out, electrical gadget cabinet, etc.)

o Above Counter Zones: Overhead storage aligned for electrical gadgets
and pantry

4. Material & Finish Specifications

Element Specification

Cabinet Finish Matte laminate in beige
Countertop Black granite/quartz finish
Backsplash marble-look tile

Hardware SS handles, soft-close drawers
Flooring Grey matte-finish vitrified tiles

5. Furniture & Appliance Integration
e Overhead Units: For pantry, chimney cover, and microwave shelf

e Tall Unit: Integrated oven and microwave cabinet
e Modular Accessories: Vegetable basket, napkin pull-out, bottle pull-out

e Breakfast Counter: (Optional, subject to space) — not shown in this layout




6. Technical Compliance & Safety

Electricals: All points aligned with modular plan; concealed wiring with IS-
compliant switches
e Ventilation: Provided via external duct for chimney and operable window

e Lighting: Under-cabinet LED lighting; overhead task lighting

e Plumbing: RO system connection point, drainage, and concealed pipeline

7. Client Preferences
o Color Scheme: Warm neutral tones — beige and black

e Style: Minimalist, modern, clutter-free
e Sustainability: Low-VOC finishes, energy-efficient LED fittings

e Storage Priority: Dedicated sections for dry goods, napkins, and
appliances

8. Approval Status
e Design: Final 2D & 3D views approved

e Material Samples: Signed off by the client
e Timeline: 5 weeks from project start date

e Budget: Within estimated range; contingency of 5%

4. Scope of Work (SOW)

Included:
e Dismantling old kitchen wall.

e Shifting sink and gas pipeline.
e Fabrication and installation of cabinets, shelves, and counters.
e False ceiling and lighting for the living room.

e Painting and flooring upgrade.

Format: Listed as a bullet-point checklist with timelines, dependencies, and assigned team
leads.

5. Project Estimation
e BOQ Prepared: Modular units, countertop, hardware, paint, flooring, appliances, labor.

e Vendor Coordination: Got quotes from 3 suppliers. Evaluated price vs. lead time.

Estimate Format: Quantity x Unit Price model (refer Fig. 13.1.6 for detail).
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Sample Estimate — Residence & Kitchen Interior Design Project
Client Name: Mr. & Mrs. XYZ
Project Name: 2BHK Residence & Kitchen Renovation
Date: 21 May 2025
Prepared by: Assistant Project Manager
Approval Status: Approved
Category Description Quantity Unit Rate (X) Total ()
Kitchen Base + 12 ft 9,000 %1,08,000
Cabinets Overhead Units
(laminate
finish)
Countertop Quartz—18 mm | 10 ft 7,500 X75,000
Backsplash Tiles | Ceramic — 2x2 ft | 20 sq.ft %400 %8,000
Modular Hinges, 1 set 18,000 18,000
Hardware channels,
handles
Lighting Under-cabinet 2 units 2,000 4,000
LED strip (warm
white)
Plumbing SS Sink with 1 set X12,000 12,000
Fixtures mixer tap
Living Area VOC-free 300 sq.ft X55 X16,500
Paint emulsion
False Ceiling Gypsum with 150 sq.ft %350 X52,500
cove lighting
Electrical Work | Rewiring, 1 lot %30,000 30,000
sockets,
switchboards
Labor Charges Civil, plumbing, | 1 project %85,000 %85,000
electrical
Design Fee 2D/3D design, 1 project 65,000 65,000
coordination
Contingency 23,900
(5%)
GST (18%) 94,662
**Total Estimate (including GST and contingency): X6,92,562**
Notes:
- The estimate is inclusive of labor, design, and taxes.
- Valid for 15 days. Subject to material availability and client approvals.
- GST @18% calculated on subtotal before contingency.
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e Included Documents: Final quote, contract agreement, payment schedule, and 3D
visuals.

e Internal Review: Estimation vetted by accounts, procurement, and legal teams.

6. Client Visits, Inspection, and Reporting
o Before Visit: Reviewed layouts, BOQ, and team readiness. Checklist and PPE carried.

e During Visit: APM led walkthrough—client checked kitchen fittings and cabinet
finishes.

e Inspection Report Prepared: Included % completion, photos, issues, and next steps
(as per Table 13.2.2).

Sample - Site Visit & Inspection Report
Project Name: 2BHK Residence & Kitchen Renovation
Project Location:
Date of Visit: 21 May 2025
Purpose of Visit: Progress Check and Client Feedback

Work Completed

- Modular kitchen carcass installed (70%)

- Electrical rewiring for kitchen and living area completed (100%)
- False ceiling framework in living area (50%)

- Plumbing points finalized and roughed-in (90%)

Issues Found

- Misalignment noted in one kitchen overhead cabinet.

- Delay in backsplash tile delivery.

- Client requested change in sink position.

Client Feedback

- Happy with lighting layout and modular finish.

- Requested update on wardrobe material sample.

- Requested written confirmation of revised sink position.
Recommendations / Next Steps

- Realign the overhead cabinet by 23 May.

- Confirm sink position change with design team.

- Expedite tile delivery and update ETA.

Assigned Action ltems

Action Item Person Responsible Deadline

Fix cabinet alignment Site Engineer 23 May 2025
Update sink layout in design | Interior Designer 22 May 2025
plan

Follow up with tile vendor Procurement Lead 21 May 2025

o Feedback: One adjustment request for shelf depth. Recorded and updated in tracker.
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7. Task Demarcation & Delegation

Task Assigned To Reason
Kitchen layout and 3D renders | Interior Designer | Space planning expertise
Modular cabinet fitting Vendor A Factory-finished unit supply
Electrical and lighting work MEP Technician | Compliance and safety
Countertop and backsplash Civil Contractor | Skilled stone and tile work
Final Finishing & QA Site Engineer Quality assurance and site safety
Live Tracker Maintained: Google Sheet with daily status and remarks (as per Table 13.2.5).
Sample — Tracker
Task Description Assigned To Deadline Status Remarks
Get client Client
approval on requested
Kitchen revised minor
layout kitchen Interior 22 May changes in
finalization layout Designer 2025 In Progress | sink area
Install base
Wardrobe structure of
carcass wardrobe in | Modular 24 May
fitting Bedroom 1 Team 2025 Scheduled
Initial wiring
for living Awaiting final
Electrical and kitchen 23 May Not plan
rough-in areas Electrician 2025 Started confirmation
Install
ceiling
frame and
gypsum
False ceiling boards in False Ceiling 26 May
installation living Contractor 2025 Scheduled
Connect
wiring for
hob,
Appliance chimney, MEP 27 May Not
wiring refrigerator | Technician 2025 Started
Apply base
coatin
Paint primer | kitchen and 28 May Not
coat living Painter 2025 Started

8. Design Docket Review and Approval

o Design Docket Included:

o Finalized floor plan and 3D renders.
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o Product specs: Laminates, appliances, hardware.
o Material board images.
o Site measurement sketch and utility plan.

e Client Review Meeting: Held at site with printouts and tablet visuals.

e Final Sign-Off: Recorded in approval sheet and sent via email.

— 13.1.1 Business Development Plan

A business development plan needs to be prepared based on specified marketing and
development strategies for residence and kitchen project during an interior designing activity.
The process of creating a business development plan are:

1. Define Project Overview and Objectives — Describe the scope of the residence and kitchen
project, e.g., is it a new construction, renovation, modular kitchen solution or a smart
home integration. Also, clarify what you want to achieve with this design like business
development or new design launch etc.

2. Perform Market Research and Analysis — Find out about trends in residential housing and
kitchen solutions. And then identify the target market like the demographics, preferences,
budget etc. Then, you need to develop a benchmark pricing, service quality and marketing
tactics of key competitors. Along with this activity, do a SWOT (Strengths, Weaknesses,
Opportunities, Threats) analysis.

3. Define Development Strategies — Find answer to questions like what are you offering?
(e.g., eco-friendly kitchens, customizable layouts, smart appliances) and the decide the
use of design software, 3D visualization, smart home integration.

4. Develop a Marketing Strategy — Write your unique selling propositions (USPs) for your
residence and kitchen project. Next, decide on channels such as social media like SEQ,
social media, Google Ads, website or conventional ones like brochures, newspaper ads,
trade shows. You may want to collaborate with interior designers, real estate agents, or
appliance brands.

5. Create a Sales Strategy — Typical process includes:

> genLeech'jcion >> Follow-up >> Quotation >> DeaIcIosure>

Fig. 13.1.1: Sales Strategy

Next, define roles for the project such as BDMs, Sales Executives, Support etc. Also, decide
the after-sales service, warranties, maintenance plans that would like to provide.

6. Estimate Financial Projections — Plan a budget and define an estimate for marketing,
construction, salaries, materials, etc. based on market size and expected conversion rates.
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7. Draw an Implementation Timeline — Set milestone dates for launch, campaign rollouts,
sales targets.

8. Plan for Monitoring and Evaluation — Devise ways to compute conversion rates, sales
numbers, customer feedback.

9. Identify Risks — Such as supply chain issues, regulation changes, market demand shifts and
accordingly plan for backup suppliers, flexible payment plans, insurance.

A
Activity
|
| |

A A

Create a business development plan for a Include researching current interior

residence or kitchen project, identifying design trends, identifying potential
target markets, marketing strategies, and clients, and drafting a plan with timelines

development goals. and objectives.

Fig. 13.1.3: Activity

When working on a residence project or a kitchen assignment, there are some parameters
that help in analyzing first-hand information from clients—their expectation and
requirements. These include:

Immediate design
adjustments

Strategic planning
sessions

Essential for timely project

Crucial for long-term 1
success and client

project alignment and

L}
1
L}
L}
1
success. : satisfaction.
:
L}
1
L}
L}
_____________ +
1
L}
@
1
2
L}
Routine client m"- H Quick feedback
updates H I

H oops

Keeps clients informed H

Enables rapid client input

without disrupting project for minor adjustments.

flow.

Fig. 13.1.3: Parameters Help in Analysing First-Hand Information
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— 13.1.2 Analysing Client Requirements

Analyzing and interpreting client requirements for residence and kitchen projects is vital for
delivering functional, aesthetic and personalized spaces. An example of an approach to
effectively analyze and interpret client needs based on layouts, blueprints, product
preferences, etc. is as follows:

1. Initial Client Consultation:

a. Understand the Vision —Ask open-ended questions: "What’s your lifestyle like?"
"What are your daily routines in the kitchen/home?"

b. Discuss Goals & Priorities — Are they focused on functionality, style, budget,
sustainability, smart tech, etc.?

2. Site Visit & Assessment:
a. Visual Inspection — Take measurements, photos, and note existing structures.

b. Evaluate Space Constraints — Check plumbing, electrical outlets, wall load-bearing
capacity, ventilation, etc.

c. Note Natural Light & Traffic Flow — This helps guide layout optimization.
3. Review and Interpret Layouts & Blueprints:
a. Understand the Floor Plan — Identify room dimensions, orientation, access points.

b. Highlight Key Zones — Work triangle in kitchens (sink-stove-fridge), seating areas,
walkways.

c. Interpret Client Annotations — Mark-ups, notes, sketches—ask for clarification if
needed.

4. Identify Product Requirements:

a. Categorize Product Types — Cabinets, countertops, flooring, appliances, lighting,
fixtures.

b. Style Preferences — Modern, rustic, industrial, Scandinavian, etc.
Material Preferences — Wood vs. laminate, quartz vs. granite, matte vs. gloss.

d. Budget and Brand Considerations —Check if they prefer premium brands or budget-
friendly options.

5. Functionality & Storage Needs:
a. Storage Requirements — Pantry, pull-out units, appliance garages, drawer organizers.
b. Usage Patterns — Frequent entertaining guests? Family size?
c. Accessibility & Ergonomics — Design for ease of use (especially for elderly, kids, or
people with disabilities).
6. Translate Requirements into Design Concepts:
a. Create Mood Boards — Combine visuals of layouts, materials, finishes, and appliances.
b. Design Drafts — Present 2D/3D mockups with alternative options.
c. Review & Revise — Discuss drafts with the client and gather feedback for adjustments.
7. Technical & Regulatory Considerations:

a. Check Local Building Codes — Compliance with electrical, plumbing, ventilation, and
fire safety standards.

b. Sustainability Goals — Eco-friendly materials, energy-efficient appliances, waste
management.
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8. Document Final Requirements:

a. Create a Design Brief — Summarizes all client requirements, specifications, product
types, budget limits, and design directions.

b. Approval Sign-Off — Ensure mutual agreement before proceeding to execution.

Some templates for recording client requirements are:
Client Details

Field Information

Client Name

Contact Number

Email

Project Location

Date of Consultation

Project Scope

Area Description

Project Type O New Construction [0 Renovation [0 Modular
Installation

Scope of Work O Full Residence O Kitchen Only O Living + Kitchen O
Others:

Preferred = Completion

Date

Design Preferences
Area Client Input
Preferred Style O Modern O Traditional O Industrial O Scandinavian O
Others:

Color Palette

Layout Preference O Open Kitchen [ U-Shape [ L-Shape [ Island [ Parallel
Lighting Mood O Bright 00 Warm [ Natural Light Focus
Flooring Preference O Tiles 0 Wood [0 Marble [J Laminate
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Product & Material Preferences

Category Preferred Type/Brand Remarks

Kitchen Cabinets

Countertops

Appliances

Faucets & Sinks

Storage Solutions

Flooring

Lighting Fixtures

Technical Considerations

Field Notes

Electrical Points / Load Requirements

Plumbing Requirements

Ventilation & Chimney

Smart Features Desired (e.g., 10T, voice control)

Compliance/Regulations

Attachments Checklist
O Site Photos
] Existing Layout or Blueprint
[ Inspirational/Mood board Images
0 Measurement Sketches

O Product References
Client Confirmation

| confirm that the preceding information is as per my preferences and requirements.

Client Signature:
Date:
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Based on the client requirements and the information gathered a scope of work document
needs to be prepared. A professional Scope of Work (SOW) document for a kitchen and
residence interior design project, custom-made to reflect client requirements and

specifications typically looks like shown in the following figure:

Kitchen & Residence Interior Design Project

Project Title: Interior Design of Residence and Kitchen
Client Name:
Project Location:
Project Duration: weeks / manths

Start Date:

Expected Completion:

Objective:

To design and execute a comprehensive interior soluticn for the client’s residence and kitchen, integrating
functional layout planning, assthetic enhancements, customized furniture, and modern design elements as
per client specifications.

Project Scope
A. Kitchen Area
=  Layout Planning
o Dptimize work triangle (sink—stove—rafrigerator)

o Design for ventilation and natural light

*  Cabinetry & Storage

o Modular cabinets with soft-Close hingas

o Owerhead and under-counter storage units

o Pantry pull-outs, spice racks, and corner units

+  Cpuntertops & Backsplash

o Material: (e.g., Quartz / Granite / Marble — as per client preference)
o Backsplash tiling and finish details

«  Appliance Integration

o Built-in hob, oven, chimney, dishwasher, etc.

o Electrical point mapping and installation

o Task lighting, ambient lighting, under-cabinet lights

*  Flooring

o Slip-resistant, easy-to-clean material {(as per dlient choice)
*  Plumbing & Fixtures

o Sink installation, water purifiers, taps/faucets
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B. Residence Interiors
1. Living Room

2. Bedrooms {Master + Others)

3. Dining Area

4, Bathrooms

5. Balcony/Utility Areas

3. Deliverahles

Ceiling design with ambient lighting
TV unit and feature wall
Furniture selection and layout

Curtains/blinds, rugs, accessories

Wardrobe design (sliding/hingad)

Bed with headboard, side tables, study unit {if requirad)
False ceiling and lighting

Furnishing and décor

Table and seating layout
Crockery/storage unit
Pendant or chandelier lighting

Wanity unit, mirrar, acocessories
Storage shelves/cabinets

Tiling and waterproofing

Sanitary fittings (as per specifications)

Basic seating/decking
Planters or vertical garden setup
Storage (if neaded)

Concept design presentation (mood boards, 30 renders, layout plans)
Finalized 20 & 3D designs with dient approval

BOQ (Bill of Quantities)

Procurement assistance or turnkey execution

Supervision & progress updates




4, Client-Specified Materials & Preferences

Category Client Preference

Design Style Medern / Minimalist / Traditional [ etc.
Color Palette MNeutral / Warm / Bold / etc.

Materials (e.g., Marine ply, laminate, PU, acrylic, etc.)
Brands [E.g., Herich, Hafele, Faber, Kajarla, etc)

5. Exclusions (if any)
+  Civil modifications or structural changes
+  External facade work
*  Major electrical rewiring

* Appliances purchase (if nat included in scope)

6. Timeline & Milestones

Milestone Estimated Date

Design Finalization

Material Selection

Site Execution Start

Mid-Execution Review

Final Handover

7. Client Approval

I, the dient, confirm the above scope of work and authorize the project to proceed as per agreed
specifications.

Client Signature:

DesignerfAgency Signature:
Date:

Fig. 13.1.4: SOW for Kitchen Project

Note: You can use this sample SOW for your project work.

— 13.1.3 Project Estimation

To prepare a project estimate and related documents in consultation with internal teams,
perform the following steps:

1. Review Client Requirements
a. Analyze the final client-approved scope of work, layouts, and product preferences.

b. Review inputs from the Design team (layouts, material selections, renders), Civil and

MEP (Mechanical, Electrical, Plumbing) teams and any custom or modular furniture
specifications team.

2. Site Survey Verification
a. Cross-check site measurements taken earlier.
b. Validate space dimensions, utility points, and any potential site-related challenges.

c. Confirm with execution/civil teams if any structural changes or reinforcements are
needed.

388
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Create a Detailed BOQ (Bill of Quantities) — Break the estimate into clear work packages,
such as:

o Kitchen — Modular cabinet fabrication (materials, sizes, finishes), hardware and
accessories, countertop and backsplash, appliances (optional), plumbing fixtures,
electrical work, labor charges

o Residence — Furniture (beds, wardrobes, sofas, study units, etc.), false ceiling &
lighting, painting & wall finishes, flooring or overlays, soft furnishings (curtains, rugs,
etc.), decorative items (optional)

Consult with Procurement & Vendor Teams

o Get quotations for all materials and products from vendors/suppliers.

o Confirm the lead time, brand availability, discounts and warranty and support terms
Coordinate with Execution & Project Teams

Get labor cost estimates from the site/project manager.

Review timelines, logistics costs, supervision or site handling
charges.

=

N

Include installation, transport, and wastage allowances (5-10%).

Fig. 13.1.5: Coordination with Team

Apply Markups and Overheads — Add margins for:
o Design fees (if applicable)

o Project management

o Contingency (typically 5-10%)

o Taxes (GST or local taxes)

Prepare Final Estimate Document — Structure the estimate for clarity:

Category Description Quantity Unit

Rate
Kitchen Base + Overhead Units 10 ft X X
Cabinets
Wardrobe Master Bedroom, 3-Door 1 unit X X
Total X

Fig. 13.1.6: Sample Estimate Document
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8. Prepare Related Project Documents — Alongside the estimate, prepare:

a.

Project Proposal/Quotation — A client-facing document summarizing the offering and
final price.

Work Contract/Agreement — With terms, payment milestones, warranty info, and
delivery schedule.

Timeline — Project schedule with key dates for each phase.
Material & Finish Schedule — Final list of selected laminates, paints, tiles, fabrics, etc.

Design Drawings & 3D Views — Finalized and approved layouts, elevations, and
renders.

9. Internal Review & Approval — Review final documents with:

o

(0]

o

Accounts team (for pricing validation)
Legal (if contracts involved)

Project head (for scope and resource allocation)

After completing the estimation, present the estimate with a walk-through of costs and scope
and clarify inclusions/exclusions. Then, obtain signed approval and advance payment to
initiate work.
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UNIT 13.2: Project Execution, Estimation, and Task
Demarcation for Residence and Kitchen Project

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the guidelines for performing client visits, inspection, and reporting of assigned
residence and kitchen project.

2. Identify and demark tasks and responsibilities based on technicalities of the assigned
residence and kitchen project.

3. Identify design docket and specifications based on client requirements and project
execution parameters for residence and kitchen project.

— 13.2.1 Guidelines for Client Visits and Inspection

To successfully execute the project, you need to develop some guidelines for client visits,
inspection and reporting. Some common guidelines are:

e Before visiting the site:
o Review Project Documents such as layouts, BOQ, timelines, previous reports.

o Coordinate with Team Leads and confirm updates with design, civil, and electrical
teams.

o Check Materials & Tools—carry checklist forms, camera, measurement tape, PPE
(helmet/shoes), notepad or tablet.

o During the Site Visit:
o Greet the client and restate the visit’s purpose.
o Brief them on current progress and upcoming work.
o Clarify any recent change requests or concerns.

Visual Inspection Checklist

Area Inspection Points

Kitchen Cabinet alignment, hardware fitting, countertop finish,
appliance cut-outs, backsplash installation,
plumbing/electrical points

Living/Bedrooms Furniture fitting, wall finish, ceiling quality, lighting points,
flooring

Bathrooms Sanitary fittings, tile alignment, waterproofing, vanity units

Paint/Finishes Scratches, peeling, shade match, clean corners

Electrical Switchboard positions, load checks, safety covers

Table 13.2.1: Visual Inspection Checklist
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Use photos to document issues or progress.
e Quality & Safety Compliance:
o Check work against approved design/specs (materials, finishes, layout)
o Safety Standards, no loose wires, unstable ladders, or open plumbing
o Cleanliness & Site Organization, debris removal, safe storage of tools/materials
e Progress Tracking:
o Compare actual work completed vs. project timeline.
o Track % completion of modular work, false ceiling, painting, electrical/plumbing
o Note delays or bottlenecks.
e (Client Feedback & Sign-Off:
o Ask the client to review key installations or work done.

o Record their satisfaction level and/or any concerns or additional requests. If needed,
get written approval or comments.

e Reporting Post-Visit — Prepare a structured Site Visit & Inspection Report including:

Section Content

Project Name & Location

Date of Visit

Purpose of Visit (e.g., Progress Check, Final Inspection, Snag List)
Work Completed Description + %

Issues Found Description + Photos

Client Feedback

Recommendations/Next Steps

Assigned Action Items Person Responsible + Deadline

Table 13.2.2: Sample Site Visit Report

— 13.2.2 Delegating Work and Tasks

When a project for a specific residence or kitchen project is assigned, you need to break down
the tasks and responsibilities based on the project's technical aspects. You need to divide the
project into stages, assigning roles to different team members (e.g., materials procurement,
space planning, budget management).
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To delegate tasks, note down the key technical areas, such as:

4 N ~N ™
Design & Electrical & False Ceiling &
Planning Plumbing Lighting Soft Furnishing
Initial phase Installation of Installation of Adding textiles and
involving layout and electrical systems ceilings and lighting decorative elements
design. and plumbing. fixtures. for styling.

& =0

g [axx0) @
Civil & Modular Work Painting & Quality Control
Structural Assembly of Finishi ng Ensuring standards
Work modular Final touches and coordinating
components like i i inti with clients.
Construction of kitghens and Incgu:cllnsguffé;ﬁ:ng
foundational and wardrobes. finishing.
structural elements.
o J - J o J \ J

Fig. 13.2.1: Delegating Work and Tasks

Next, list the key roles and team members, for example, as follows:

Role Responsibility

Project Manager Overall coordination, timeline and cost control
Interior Designer Layouts, 3D renders, product/material selection
Site Engineer On-site supervision, quality checks

Civil Contractor Wall modifications, tile laying, civil repairs
Modular Technician Kitchen cabinets, wardrobes, fittings

MEP Expert Electrical, plumbing, HVAC

Painter/Finisher Painting, wallpaper, texture finishes
Procurement Lead Vendor coordination, material sourcing

Client Liaison Officer Regular updates, site visits, feedback loop

Table 13.2.3: Role and Responsibilities
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You can also plan out area wise tasks, for example, in the kitchen area

Task Assigned To Skill/Reason
Layout design and appliance Interior Designer Space planning expertise
positioning
Modular cabinet manufacturing Modular Technician | Factory and site handling
Countertop installation Civil/Stone Experience with cutting,

Contractor polishing

Electrical wiring for appliances MEP Technician Safety-critical work
Plumbing for sink & dishwasher Plumber Technical water fitting skills
Final inspection Site Engineer QA/QC checks

Table 13.2.4: Kitchen Area Task Allocation

Create a live tracker (Excel/Google Sheet/Project Management Tool) with the following

format:
Description  Assigned To Deadline Status Remarks

Kitchen layout | Get client Designer Apr 2 In Progress | Awaiting
finalization approval samples
Wardrobe Bedroom 1 Modular Apr5 Scheduled
carcass fitting Team
Electrical Living + Electrician Apr 4 Not Started
rough-in Kitchen

Table 13.2.5: Tracker

After planning delegation, ensure each member knows:
e What they are doing

e Whenit's due

¢ Whom to coordinate with

Assign a Site Coordinator or Project Manager to monitor progress.
e Have regular check-ins (daily site reports or weekly reviews).
e Be available to:

o Remove roadblocks

o Reassign tasks if workload is unbalanced

o Clarify scope creep or change requests

Keep task delegation, revisions and decisions well-documented.
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— 13.2.3 Review and Approval of Design Docket

A visualized process flow helps in review and approval of a design docket and specifications
document for a residence and kitchen interior design project, based on client requirements
and execution feasibility.

A flow typically looks as follows:

Design Brief Preliminary Design

Client Requirements Document Docket Preparation

Cross-Functional Internal Design
Client Presentation & Feasibility Check Review (Designer +
Feedback (Procurement + MEP PM + Engineer)
+ Modular + Civil)

Final Design Execution Handoff to

Revisions (if any) Approval & Sign-Off Site Teams

Fig. 13.2.2: Approval of a Design Docket for Kitchen Project

Collect Client Requirements and Specifications

Site
measurements

Client meetings

Mood boards

Functional &
aesthetic
preferences

Develop a Design
Brief Document

Fig. 13.2.3: Client Requirement and Specifications
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Prepare Preliminary Design Docket

Prepared By: Interior Modular Mechanical, Electrical, and
P v: Designer Plumbing (MEP) Specialists
Floor plans Ma'Fe‘rlaI & Electrical/ Appllanf:e/
finish : . integration
& layout plumbing points

selection

Fig. 13.2.4: Preparation of Preliminary Design Docket

Internal Design Review

Checkpoints If Issues Found:

Alignment with client

Senior Designer brief

Site dimensions and

Project Manager structure

Site Engineer (for

e B Execution practicality

Budget constraints

Fig. 13.2.5: Internal Design Review

Client Presentation and Review

o3D visual walkthrough
el ayouts with marked

Client

Presentation

Includes “inish boards (actual

samples if possible)
eEstimated costs &
changes (if any)

Review

Fig. 13.2.6: Client Presentation and Review

plan

Revise Design Docket

eApproves
with/without changes
®Records comments
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Final Design Approval and Sign-Off

) 4 )

Documentation Includes:

eApproved drawings (2D + 3D)

eFinal finish/material list

eHardware & brand list Status: "Approved for Execution"

eSpecification sheet (per
room/module)

eSignature from client & project lead

Fig. 13.2.7: Final Approval and Sign-Offs

— Activity

Role-play

1. One participant is the client and the other is an interior designer.

2. The designer gathers information such as client needs, preferences and functional
requirements.

3. Analyze and present the critical parameters such as layout preferences, style and material
choices.
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— Summary £

A business development plan for residence and kitchen projects includes market research,
defining the project scope, and setting financial projections while developing a targeted
marketing and sales strategy.

Analyzing client requirements involves conducting an initial consultation, evaluating the
site, reviewing blueprints, and identifying product preferences such as material types,
style, and budget constraints.

Translating client requirements into design concepts involves creating mood boards, draft
designs, and ensuring regulatory compliance, all documented for client sign-off.

The preparation of a project estimate includes reviewing client requirements,
coordinating with the design and technical teams, and creating a detailed Bill of Quantities
(BOQ) for clear cost breakdowns.

Client visits and inspections should include reviewing project documents, performing a
visual inspection of the site, and tracking progress against the timeline, with client
feedback documented for approval.

Task delegation in the project involves breaking down responsibilities based on the
project’s technical aspects and assigning clear roles to team members for specific tasks
such as design, procurement, and construction.

Review and approval of the design docket require a structured process including internal
design reviews, client presentations, and final approval before moving forward with
execution.

Monitoring project execution through task trackers ensures accountability, keeps the
project on schedule, and allows for timely adjustments as needed.
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— Exercise

A. Multiple Choice Questions (MCQs)

1. What is the first step in creating a business development plan for a residence and kitchen
project?
a. Conducting market research
b. Defining the project scope and objectives
c. Preparing financial projections
d. Developing a sales strategy

2. Which factor is most important when analyzing client requirements for a residence and
kitchen project?
a. Understanding the client’s budget and preferred product types
b. The site location and available suppliers
c. The contractor’s preferred design style
d. The general market trends

3. What s the primary purpose of a Bill of Quantities (BOQ) in project estimation?
a. To document design preferences
b. To break down the estimate into work packages for clarity and transparency
c. To provide the final project proposal
d. To determine the project timeline

4. Which of the following roles is responsible for ensuring that the work is performed on-site
according to the plan during a kitchen and residence project?

a. Interior Designer

b. Procurement Lead
c. Site Engineer

d. Client Liaison Officer

5. Inthe review and approval of a design docket, what is the first step?
a. Preparing the preliminary design docket
b. Internal design review
c. Collecting client requirements and specifications
d. Client presentation and review
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10.

Which of the following tools is most useful for documenting client preferences during
the initial consultation?

a. Mood board

b. Verbal discussion only

c. Client requirement capture template

d. WhatsApp messages

Why is it important to perform a site visit before finalizing the layout?
a. To confirm brand preferences

b. To compare competitor pricing

c. To assess space constraints and natural light

d. To install base cabinets

What does the contingency percentage in a project estimate typically account for?
a. Decoration and interior styling

b. Delays or unexpected changes in cost

c. Discounts from vendors

d. Fixed profit margins

During a client inspection visit, what should the Assistant Project Manager carry for
documentation and quality checks?

a. Only a smartphone

b. Camera, PPE kit, checklist forms, notepad

c. Wallpaper catalog

d. Tool bag and drill machine

What is the purpose of maintaining a live tracker during project execution?
a. To record client testimonials

b. To plan marketing campaigns

c. To monitor task progress, deadlines, and responsibilities

d. To store design images
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— Notes

Scan the QR codes or click on the link to watch the related videos

P, o6 T Do
¥ CENERATUR

https://www.youtube.com/watch?v=yLpNZEwMIWs

Kitchen Design: Layout, Materials & Dimensions | Lighting, Countertops & Appliances | Colour Combo
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:
1. Analyse and prepare a business development plan based on specified marketing and
development strategies for commercial and hospital project.

2. ldentify client requirements in terms of layouts, blueprints, product types, etc. for
commercial and hospital project.

3. Identify the scope of work for the project by analysing the client requirement and
specifications.

4. Identify the process of preparing a project estimate and related documents in
consultation with internal teams.

5. Explain the guidelines for performing client visits, inspection, and reporting of assigned
commercial and hospital project.

6. Identify and demark tasks and responsibilities based on technicalities of the assigned
commercial and hospital project.

7. ldentify design docket and specifications based on client requirements and project
execution parameters for commercial and hospital project.
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UNIT 14.1: Business Development and Client
Requirement Analysis for Academic Institution Project

Unit Objectives ©

At the end of this unit, the participants will be able to:

1.

Analyse and prepare a business development plan based on specified marketing and
development strategies for commercial and hospital project.

Identify client requirements in terms of layouts, blueprints, product types, etc. for
commercial and hospital project.

Identify the scope of work for the project by analysing the client requirement and
specifications.

Case Study: Commercial and Hospital Interior Design Project

Background

A multidisciplinary interior design firm received a contract to design and execute the
interiors of a new multi-Specialty hospital. The client required:

A modern reception and waiting area

OPD (Outpatient) rooms and diagnostic zones
Administrative offices and a training room for staff
ICU

Strict compliance with healthcare safety standards and ergonomic commercial
workspaces

The Assistant Project Manager (Interior Design) was assigned to lead the planning,
coordination, and execution.

1. Business Development Plan

The firm developed a strategy targeting the healthcare sector:

Project Objective: Deliver a dual-zone design that meets patient comfort and
commercial functionality.

Market Research: Benchmarked clinic interiors, sustainable hospital flooring options,
and corporate office zones.

USP Highlighted: Use of antimicrobial materials, ergonomic office setups, digital patient
flow zones, and modular furniture.

Marketing Channels: Social media ads, doctor-network partnerships, SEO targeting
“clinic + office interiors,” collaborations with MEP and HVAC partners.

Financial Projections: ROl model based on cost/sqgft benchmarks and repeat client
potential in the healthcare sector.
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2. Client Requirement Analysis
¢ Initial Client Meeting: Identified key deliverables:

o Antibacterial vinyl flooring

o High-durability furniture

o Clearly demarcated OPD, diagnostics, waiting, and admin zones
¢ Layout & Drawings Required:

o 2D Zoning Plans

o 3D renders of reception and OPD
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3. Scope of Work (SOW) Preparation

Key components:

e Flooring: Vinyl (hospital) + carpet tiles (office)

e Wall finish: Washable paints and digital branding in reception

e Modular furniture: Consultation tables, nurse stations, acoustic panels

e Lighting: Functional + sensor-based

e HVAC & MEP: Zoning for clinic and admin

Milestones set:
e Design Finalization: 2 weeks

e Material Finalization: 3 days

e Execution: 6 weeks

e Mid-stage Review: 3 weeks

4. Project Estimation & BOQ

Internal Team Coordination:

Team Input
Design Final layout + material specs
MEP Switchboard, plumbing, HVAC plans
Procurement Vendor rates, brands, delivery
Execution Labor + site readiness
Finance Tax rates, contingency
Sample BOQ Summary:
Category Description Qty Rate Total (X)
X)
Vinyl Flooring Hospital grade 2000 sq 120 %2,40,000
ft
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Workstations Modular 50 15,000 X7,50,000
(commercial)

False Ceiling Gypsum & Grid 1500 sq 95 %1,42,500
combo ft

HVAC System Ductable AC 10 tons 55,000 %5,50,000

Light & Fixtures + L.S. - %2,00,000

Electricals wiring

5. Client Visit, Inspection & Reporting Guidelines
Visit Protocol:
e Walkthrough of reception, OPD, ICU zones
e Use visual inspection checklist:
o Alignment of cabinets, handrails, safety signage
o Lighting positioning and MEP fitments
e Document issues with photos
e Client signs off on status and requests
Inspection Report Includes:
e Completion % by zone
¢ Client feedback
e Next steps with deadlines
6. Task Demarcation

Team Structure:

Role Responsibility

Project Manager and Master coordination, cost, and client review
Assistant Project manager

Designer Layouts, finish schedules, 3D visuals
Site Engineer Daily monitoring, reporting, site safety
MEP Coordinator HVAC, plumbing, electrical inspections

Procurement Lead Material tracking, vendor approvals
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QC Officer Snag lists, spec checks
Client Liaison Reports, feedback follow-up
Safety Officer Fire safety, hygiene in critical zones

Tracker Tool Used: Google Sheets with RACI matrix + Gantt timeline
Example Task:

e HVAC duct install - Responsible: MEP = Accountable: PM = Informed: Client

Sample RACI Matrix

Task Assigned To Start End R A C 1 Status
Date Date
HVAC duct 2025- 2025- Project Interior
install MEP Lead 06-01 06-04 MEP Lead Manager Designer Client Scheduled
Modular
furniture Procurement 2025- 2025- Procurement Project Procurement
delivery Lead 06-02 06-06 Lead Manager Lead Client In Progress
Vinyl
flooring - Flooring 2025- 2025- Flooring Project
OPD Contractor 06-04 06-07 Contractor Manager Site Engineer Client Not Started
3D Design Interior 2025- 2025- Interior Project
Finalization Designer 05-28 05-30 Designer Manager Client Liaison Client Completed
Fire Safety
System Safety 2025- 2025- Project MEP
Setup Officer 06-05 06-09 Safety Officer Manager Coordinator Client Not Started
Sample Gantt Chart

Gantt Chart: Commercial & Hospital Interior Project

3D Design Finalization - t 1 i

Vinyl flooring - OPD

Project Tasks

Modular furniture delivery - T i _
HVAC duct nstal | ]

P PP P D
SR N N N R R

4 o
© ¥

Timeline
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7. Review and Approval of Design Docket
Final Docket Included:
e 2D & 3D layouts
e  Finish boards and material samples
e Fire safety & acoustic treatment plans
e Approval form signed by: Client, PM, Design Head
Watermarked with “Approved for Execution” and distributed to:
e Site teams
e Vendor partners
e MEP contractors

Kick-off meeting conducted to align everyone

__14.1.1 Developing a Business Development Plan

When creating a business development plan for commercial and hospital interior design
projects, technical components are crucial in harmonizing strategy and execution. These
features cover more than just design aesthetics; they also include compliance, functional
planning, infrastructural preparation, and complicated system integration. These technical
aspects include:

e Space Planning & Zoning Requirements — Technical Focus should be on functional flow,
privacy zones, patient/visitor/staff movement, circulation paths.

Commerecial Hospital

Open workstations vs. private | | Reception, OPD, IPD, ICU, Operation
cabins Theatres

Isolation rooms, wards, labs,

— Conference/meeting zones e

Staff areas, pharmacies, waiting

— Cafeteria, lounge, and break areas
zones

— Storage, server, and utility spaces

Fig. 14.1.1: Space Planning and Zoning Requirements
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Building Codes & Compliance

Fire safety (fire
exits, fire-rated
doors, sprinklers,
smoke detectors)

Disability access
compliance (ramps,
wide corridors,
tactile flooring)

Healthcare
guidelines (NABH,
JCI for hospitals)

Failure to meet
compliance =
project rejection or
heavy penalties

Electrical safety
codes (IS, IEC
standards)

Fig. 14.1.2: Building Code and Compliance

HVAC and Air Quality Design — Consider ventilation rates, filtration level, temperature
zoning, infection control (in hospitals)

Commercial Hospital

Negative pressure areas, HEPA
filtration, airlocks in ICUs/OTs, sterile
airflow zones

Centralized or split HVAC, air
circulation, zoning by occupancy

Fig. 14.1.3: HVAC and Air Quality Design
Electrical & Lighting Systems

Load calculations for high-demand areas (server rooms, OT equipment)

Emergency backup systems (UPS, inverters, gensets)

Task and ambient lighting based on lux levels

Smart automation (energy-saving controls, occupancy sensors)

Fig. 14.1.4: Electrical and Lighting Systems
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e Data, Security & Technology Integration — Plan cabling paths, switchboards, and safety
protocols in early design stage

4 \ 4 \
Commercial Hospital
. J . J
4 \ 4 \
. Nurse Medical gas || Bometric
LAN Server Security CCTV call integration / RFID
cabling rooms access .
systems points access
. J . J

Fig. 14.1.5: Data, Security and Technology Integration

e Acoustics and Soundproofing — Use acoustic panels, double-glazed partitions, noise-
isolation flooring

Conference rooms
Commercial <  [8z151105
Co-working spaces

ICU
Hospitals < RIS Eale O F4elp =
Doctor’s consultation rooms

-
Fig. 14.1.6: Acoustics and Soundproofing

e Materials, Finishes and Durability — Consider maintenance, hygiene, and traffic load while
selecting materials

Commercial Hospital
—— Branding-oriented finishes ——  Antibacterial laminates
——  Wear-resistant materials — Non-slip flooring
e Modular partitions ——  Stain-resistant surfaces

Fig. 14.1.7: Materials, Finishes and Durability
e  Modular & Custom Furniture Design

. Patient beds, nursing Should be durable, easy to
Ergonomics for . . .
: . stations, storage trolleys disinfect, and functionally
workstations (commercial) . .
(hospital) designed

Fig. 14.1.8: Modular and Custom Furniture Design
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e MEP Coordination (Mechanical, Electrical, Plumbing)

4 \

Tight coordination needed to avoid on-site clashes

Early-stage planning for concealed services

Important in hospitals with medical gas lines, drainage, sterile water systems

Fig. 14.1.9: MEP Coordination

— 14.1.2 Analysing Client Requirements

A structured overview of typical client requirements for commercial and hospital interior
design projects, focusing on layouts, blueprints, product types, finishes and more is shown as
follows:

Layout & Spatial Requirements

Commercial Hospital
Open vs. Enclosed Spaces - Workstations, Patient-Centric Layout:
— cabins, co-working zones, collaborative — Reception - OPD - Diagnostics - IPD >
spaces ICU - OTs

Zoning Based on Sterility Levels - Clean
— zones (ICU, OT), semi-sterile (ward), dirty
zones (utility areas)

L J & J

Zoning by Function - Reception, meeting
rooms, conference halls, pantry, restrooms

Accessibility & Compliance - Wheelchair

— Ergonomics & Movement Flow — . . . ) .
ramps, wide corridors, signage, fire exits

| S | S
( ) 4 )
| | Scalability - Future expansion zones or | | Patient flow, staff circulation, emergency
flexible partitions access, waiting areas
| S | S
( \ ( \
| | Recreational corners, server rooms, print [ Service Integration - Nurse stations,
stations pharmacy, oxygen lines, medical gas units
L J | J

Fig. 14.1.10: Layout and Spatial Requirements
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Blueprint & Drawing Expectations

e 2D Layouts: With zoning, service points, furniture placement

e 3D Views: Renders or walkthroughs for visual validation

e MEP Drawings: Electrical, plumbing, HVAC marked clearly

e Reflected Ceiling Plans (RCP): For lighting, false ceiling, sensors

e Fire & Safety Plans: Fire exits, extinguisher points, smoke detectors
e  Furniture Details: Custom or modular drawings with dimensions

e Material Mapping: On wall elevations, flooring types, false ceiling

Product Types & Materials

Commercial Workstations: Modular desks, height-adjustable tables

Partitions: Glass, gypsum, acoustic panels

Seating: Ergonomic chairs, lounge seating, bar stools

Storage: Mobile pedestals, file cabinets, server racks

Lighting: Task lighting, ambient lights, suspended fixtures

Flooring: Carpet tiles, vinyl, wooden laminate

Tech Integration: Smart boards, video conferencing, LAN ports

Hospital Patient Beds & Medical Furniture: Motorized beds, overbed tables

Reception & Waiting Furniture: Durable and sanitized seating

Storage Units: Medication cabinets, records storage, waste bins

Flooring: Anti-bacterial vinyl, epoxy, non-slip tiles

Wall Protection: PVC wall guards, bumpers

Lighting: Anti-glare LEDs, surgical lights (in OTs)

Special Fixtures: Medical gas units, nurse call systems, sterile sinks

Acoustic Panels: In wards, ICU, operation zones

Sanitary Fittings: Sensor-based taps, foot-operated doors

Fig. 14.1.11: Product Types and Material
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— 14.1.3 Preparing Scope of Work
The scope of work includes the following details:

Scope of Services

Site measurement & analysis

Concept design and layout

planning
Mood boards and material
palettes — MEP
- 2D drawings & space planning RCP
Design Phase -
- 3D renders and walkthroughs Lighting
Flooring

= Working drawings: -

Brand integration (for
commercial)

Elevations

Compliance (for hospital) Sectional Elevations

SN I N SN N S S -

|
|
|
Furniture Layout |
|
|
|

Furniture Detailed Drawing

Fig. 14.1.12: Scope of Services

Execution Phase

oCivil modifications (if applicable)
ePartitioning: Glass, drywall, modular
oFalse ceiling installation

oElectrical wiring & fixtures
oPlumbing fittings

oHVAC ducting and AC installation
eModular furniture and storage
e\Workstations, beds, counters, cabins
eLighting & automation systems
eFlooring (vinyl, carpet, epoxy, etc.)
ePainting, wallpaper, wall treatments
eBranding graphics & signage

eSafety systems: Fire, CCTV, access control
eDeep cleaning & site handover

Fig. 14.1.13: Execution Phase
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Materials & Product Categories

Category Commercial Hospital
Furniture Modular, ergonomic Anti-bacterial, medical-grade
Flooring Carpet, laminate, vinyl Vinyl, epoxy, non-slip tiles
Wall Finish Paint, panels, branding Washable paint, PVC wall guards
Ceiling Grid, gypsum, baffle Grid, anti-fungal tiles
Lighting LED, sensor-based Functional + medical-grade
lighting
Fixtures Electrical & plumbing Hands-free, safe fixtures
Table 14.1.1:

Project Milestones

Milestone Timeline

Design Finalization

Material Selection
Site Execution Start

Mid-Stage Review

Final Completion

Handover

Table 14.1.2:
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UNIT 14.2: Project Execution, Estimation and Task
Demarcation for Commercial and Hospital Project

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Identify the process of preparing a project estimate and related documents in
consultation with internal teams.

2. Explain the guidelines for performing client visits, inspection, and reporting of assigned
commercial and hospital project.

3. Identify and demark tasks and responsibilities based on technicalities of the assigned
commercial and hospital project.

4. Identify design docket and specifications based on client requirements and project
execution parameters for commercial and hospital project.

— 14.2.1 Project Estimates for Commercial and Hospital Projects —

Internal Coordination Before Estimation

Team Inputs Required

Design Team Final layouts, 3D renders, material schedule

MEP Team Electrical, HVAC, and plumbing scope & BOQs

Procurement Vendor rates, material brands, delivery timelines

Execution/Project Team Site work scope, labor costs, timelines

Finance Team Tax structure, contingencies, costing structure
Table 14.2.1:

Prepare the Project Estimate Bill of Quantities (BOQ) Template

Category Description Rate Total (INR)
(INR)
1 Flooring Vinyl Flooring — Sqft 2,000 120 2,40,000
Hospital Grade
2 Furniture Modular Nos 50 15,000 7,50,000

Workstations
(Commercial)

3 HVAC Ductable AC Tons 10 55,000 5,50,000
Installation
4 False Ceiling Gypsum Board + | Sqft 1,500 95 1,42,500
Grid Ceiling
5 Electrical Light Fixtures & L.S. 1 2,00,000 2,00,000
Works Wiring

Table 14.2.2:
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— 14.2.2 Guidelines for Client Visits, Inspections and Reporting——

The guidelines are same as covered in Module 15. Some specifics for commercial and hospital
projects include:

e Client Interaction:
o Welcome the client and introduce accompanying team members
o Briefly state what will be reviewed today

o Walk through each key area as per project zoning (e.g., ICU, reception, conference
rooms)

e Site Walkthrough Focus:

Area What to Inspect

Commercial Furniture alignment, ceiling work, lighting points, branding zones

Hospital Wall treatments, vinyl flooring, OT wall paneling, nurse stations

MEP Placement of switches, ducting, water points, gas lines (hospital)

Safety Fire safety points, emergency exit visibility, CCTV, alarms

Cleanliness Dust-free areas, organized material placement, waste disposal
Table 14.2.3:

— 14.2.3 Delegating Tasks

To delegate tasks and responsibilities for commercial and hospital interior design projects,
most of the activities are same as covered in Module 15. Some different aspects include:

Break the entire project into manageable work zones and technical categories, such as:

Zone/Component Examples

Commercial Workstations, conference rooms, reception, pantry

Hospital ICU, OPD, diagnostics, waiting areas, nurse stations

Core Categories Layout planning, MEP, HVAC, civil work, modular furniture, finishes
Table 14.2.4:

2. ldentify the teams and then give them the responsibilities:

Role Responsibility

Project Manager Overall coordination, budget tracking, team alignment
Interior Designer Design development, material selection, client presentation
Site Engineer Day-to-day execution monitoring, site safety

MEP Coordinator Electrical, plumbing, HVAC planning and inspection
Procurement Lead Material sourcing, vendor management, delivery tracking
Quality Controller (QC) Inspections, snag lists, adherence to specifications

Client Liaison Officer Communication bridge between client and internal team
Safety Officer (Hospital) | Ensures infection control, fire safety, access standards

Table 14.2.5:
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3. Use RACI matrix—which defines who is Responsible, Accountable, Consulted and

Informed.
Task Designer PM Site Engineer Client
Finalize layout R A C I
Approve materials C A C R
HVAC coordination C A R I
Modular furniture install C A R I
Client walkthroughs C A C R
Table 14.2.6:
4. Use Excel, Google Sheets or Trello to keep track:
Task Assigned To Start Deadline Status Priority
Date
3D design submission Designer Apr 2 Apr5 In Progress | High
Electrical rough-in MEP Lead Apr6 Apr 10 Not High
Started
Material delivery — ICU Procurement Apr3 Apr 8 Pending Medium
flooring
Brand wall graphics Graphics Apr 10 Apr 12 Scheduled | Low
Vendor
Table 14.2.7:

— 14.2.4 Designh Docket—Review and Approval

Reviewing and approving a Design Docket for a commercial or hospital interior design project
is a critical milestone that ensures the design aligns with client requirements, functional needs
and execution feasibility. The flow of tasks for review and approval is as follows:

Internal
Design Draft Technical Client Review
Review

Feedback
Incorporated

Execution Approval &

Kickoff e i Final Design Set

Fig. 14.2.1: Flow of Tasks for Review and Approval

Though most of the activities are same as covered in Module 15, few different aspects include:

1. The design team must compile a complete docket. Ensure critical hospital zones (OT, ICU,
labs) are designed with hygiene, pressure control, and zoning principles.
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2. Create a formal approval document signed by:
Name Role Signature Date

Client

Project Manager

Design Head

Add a “Status: Approved for Execution” watermark or header on finalized design
documents

3. Distribute the approved design docket to:
o Site Engineers
o Vendors
o Contractors
o Supervisors
4. Conduct a kickoff meeting for execution briefing
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— Summary £

A business development plan for commercial and hospital interior design projects involves
space planning, compliance with building codes, HVAC systems, and integration of data
and security technologies.

Client requirements are analyzed by reviewing layouts, blueprints, MEP drawings, and
specific product preferences like furniture, materials, and finishes for both commercial
and hospital projects.

The scope of work for the project includes clear categorization of materials and product
types, with a focus on functionality and durability in commercial and hospital settings.

The scope of services includes furniture and flooring categories specific to each sector
(commercial vs. hospital), with different standards for finishes, lighting, and safety
features.

Project estimates for commercial and hospital projects require internal coordination, with
inputs from the design, MEP, procurement, and execution teams to prepare a detailed Bill
of Quantities (BOQ).

Client visits and inspections for these projects involve a walkthrough of key areas,
inspecting furniture, finishes, MEP systems, and safety protocols, with client feedback
documented for follow-up.

Task delegation is critical in both commercial and hospital projects, and the RACI matrix is
used to clarify roles and responsibilities for each team member to ensure smooth
execution.

The design docket review and approval process includes finalizing designs, obtaining client
sign-off, and ensuring that functional requirements, such as hygiene and safety standards
for hospital areas, are met.




— Exercise
A. Multiple Choice Questions (MCQs)

1. Which technical aspect is crucial when developing a business development plan for
commercial and hospital projects?

a.
b
C.
d

2. Whatisincluded in the scope of work for a hospital project?
a.
b.
C.
d.

3. What s the primary focus during client visits for commercial and hospital projects?
a.

b
C.
d

4. Which role is responsible for ensuring that the design adheres to functional and hygiene
requirements in hospital areas like the ICU?

a. Interior Designer
b. Site Engineer
c. Safety Officer (Hospital)
d. Procurement Lead
5. What is the purpose of the RACI matrix in task delegation for commercial and hospital
projects?
a. To assign tasks based on the budget

b
C.
d
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]

Space planning and zoning requirements
Decoration and aesthetics
Product branding and marketing

Social media advertising

Furniture only

Modular furniture, anti-bacterial materials, and medical-grade finishes
Only flooring and wall finishes

Brand wall graphics

Discussing project budget

Inspecting furniture, finishes, and MEP installations
Organizing promotional materials

Scheduling client meetings

To clarify roles and responsibilities among team members
To track client feedback
To estimate project costs
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—Hands-on Activity: Simulated Hospital Project Brief — Client

Requirement to Execution
Objective:

Participants will apply the process of analyzing client requirements, developing a business
development plan, creating scope of work, estimating the project, assigning responsibilities,
and preparing a design docket — all for a fictitious multi-specialty hospital interior project.

Activity Steps:
Step 1: Project Brief Allocation (Group Work)
Each group receives a simulated hospital client brief including:
e Project type: 50-bed multi-specialty hospital
e Requirements: Reception, OPD, ICU, Diagnostic Zone, Staff Room, Admin Office
e Budget: X2.5 Crore
e Timeline: 6 months
Step 2: Business Development Plan
Each group prepares a plan that includes:
e Target stakeholders
e Marketing strategy
e Key technical differentiators (e.g., hygiene-compliant materials, MEP coordination)
Step 3: Client Requirement Analysis
Using the given brief, groups will:
e Draw a 2D sketch/layout showing functional zoning
e Identify space allocations (OPD, ICU, etc.)
e List required drawings: 3D, MEP, RCP, Fire Safety, Material Mapping
Step 4: Scope of Work
Each group drafts:
e Defined zones and services (e.g., HVAC, furniture, flooring)

e Product categories based on hospital compliance
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Step 5: Project Estimation

Groups use a BOQ template to:
e Estimate 5 key items (flooring, furniture, HVAC, ceiling, electrical)
e Calculate total cost using assumed rates

Step 6: Task Demarcation (RACI Matrix)

Using the simulated team (PM, Designer, Engineer, MEP Lead, Client):

e Fill out a RACI table for 5 project tasks (layout finalization, material approval, HVAC,
walkthroughs, furniture)

Step 7: Design Docket Submission
Each group prepares:
e One-page final design docket summary

e Approval sheet with roles and simulated signatures
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— Notes

Scan the QR codes or click on the link to watch the related videos

5 THE GR £O0E
m s GENERATOR

https://www.youtube.com/watch?v=nfN1p0GzQ5g

Hospital Interior Design
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— Key Learning Outcomes v
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At the end of this module, the participants will be able to:

1.

Analyse and prepare a business development plan based on specified marketing and
development strategies for academic institution project.

Identify client requirements in terms of layouts, blueprints, product types, etc. for
academic institution project.

Identify the scope of work for the project by analysing the client requirement and
specifications.

Explain the process of preparing a project estimate and related documents in consultation
with internal teams.

Explain the guidelines for performing client visits, inspection, and reporting of assigned
academic institution project.

Identify and demark tasks and responsibilities based on technicalities of the assigned
academic institution project.

Identify design docket and specifications based on client requirements and project
execution parameters for academic institution project.
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UNIT 15.1: Business Development and Client
Requirement Analysis for Academic Institution Project

Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Analyse and prepare a business development plan based on specified marketing and
development strategies for academic institution project.

2. ldentify client requirements in terms of layouts, blueprints, product types, etc. for
academic institution project.

3. Identify the scope of work for the project by analysing the client requirement and
specifications.

Case Study: Academic Institution Interior Design Project

Background

A reputed academic trust commissioned a multidisciplinary interior design firm to redesign the
interiors of its newly constructed college. The objective was to create:

e Smart and ergonomic learning environments

¢ A modern, tech-enabled library and AV room
e Faculty spaces, administrative block, and compliant washrooms
¢ All while maintaining safety, durability, and phased execution during the school term

1. Business Development Plan

Target Client: Mid-size educational institutions (CBSE/IB/State Board)
Plan Components:

e Space planning for classrooms, LRC, admin, AV room, and washrooms

e Compliance with fire exits, ramps, accessible washrooms
e Furniture ergonomics for different student age groups
e Technology integration: smart boards, Wi-Fi, PA system

Marketing Strategy:
e SEO-optimized content around "smart classrooms India"

e Education fair showcases
e Partnerships with EdTech companies

Risk Planning: Vendor delays, live campus safety, academic calendar alignment
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2. Client Requirement Analysis
e Consultation Points:

o 25-30 students/classroom

o Mixed traditional and digital teaching

o Use of space during full-day academic sessions

o Library to double as seminar room

o Furniture must support quick reconfiguration
e Zoning Decisions:

o Admin Block - Entry

o Classrooms = Flanking central corridor

o AV Room + LRC -» Rear wing (quiet zone)

o Washrooms at corridor ends
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3. Scope of Work (SOW)

Zone Scope Details

Classrooms Anti-tip desks, smart boards, marker walls, soft floor tiles
Admin Office Reception, principal’s cabin, visitor lounge

Library Acoustic ceiling, Wi-Fi, soft seating, wall shelving

AV Room Tiered seating, projector mount, blackout panels
Washrooms Sensor taps, partitions, signage

Circulation Area

Wayfinding signage, student-safe lighting

Material Specs:

4. Estimation and BOQ

Vinyl flooring in classrooms (LG Hausys)
Modular desks (Featherlite)
Acoustic ceiling tiles (Armstrong)

Sanitary fittings (Jaquar)

Category Description Unit | Qty Rate (X) Total (X)

Desks & Classrooms + Faculty Nos | 200 %3,500 X7,00,000

Chairs Rooms

AV System AV Room, LRC L.S. 1 X2,50,000 | X2,50,000

Flooring Vinyl (classrooms) + Tiles | Sq 5,000 | X120 %6,00,000
(admin) ft

Ceiling Acoustic + Gypsum Sq 2,000 | X100 X2,00,000
Combo ft

Washrooms Fixtures + partitions LS. |1 X1,75,000 | X1,75,000

Electrical Cabling, switches, lighting | L.S. |1 %2,00,000 | X2,00,000




Assistant Project Manager (Interior Design)

5. Client Visits & Inspection Guidelines
Site Walkthrough Checklist:
Area What to Inspect

Classrooms | Smart board alignment, finish quality

Library Shelving height, seating comfort

Washrooms | Sensor functionality, cleanliness

AV Room Lighting control, projector testing

Report includes: photos, completion %, client remarks, and next steps

Sample - Site Visit & Inspection Report
Project Name: K-12 School Interior Development
Date of Visit: 21 June 2025
Purpose of Visit: Mid-phase inspection of classrooms and library.

Work Completed

- Classroom furniture installed (100%)

- Library shelving complete (90%)

- AV room wiring in progress (50%)

Issues Found

- Loose panel edge in AV cabinet.

- Library table installation pending due to vendor delay.
Client Feedback

- Requested soft board on back wall of classrooms.

Recommendations / Next Steps

- Complete AV wiring by 24 June.

- Vendor follow-up for library tables.
- Add soft board requirement to BOQ.

6. Task Delegation

Zone Responsible Teams

Classrooms | Designer A + Furniture Vendor

Library Designer B + AV Technician

AV Room AV Vendor + MEP Coordinator

Washrooms | Site Engineer + QC Lead
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Sample Tracker with RACI Matrix:

Task Assigned Start End R A C | Status
To Date Date

Classroom
furniture Furniture 2025- 2025- Furniture Project
install Vendor 06-01 06-03 Vendor Manager | Designer Client Completed
Library AV | AV 2025- 2025- AV Project IT In
setup Technician 06-03 06-05 Technician | Manager | Coordinator | Client Progress
Washroom
fixture Plumbing 2025- 2025- Plumbing Project Site Not
fitting Contractor 06-05 06-08 Contractor | Manager | Engineer Client Started
Admin
block Painting 2025- 2025- Painting Project
painting Contractor | 06-07 06-10 Contractor | Manager | QC Lead Client Scheduled
AV Room 2025- 2025- Project AV Not
wiring Electrician 06-09 06-12 Electrician | Manager | Coordinator | Client Started
Gantt Chart:

Gantt Chart: Academic Institution Project

AV Room wiring | _
Admin block painting | _
Washroom fixture fitting [ _
Library AV setup - -

Classroom furniture install _

Project Tasks

DA A S R
Timeline

7. Design Docket — Review & Approval

Final Docket Includes:

e Zoning layout plans

e 3D renders of LRC and classroom

e Product data sheets

e Client sign-off page (Principal + Admin Head)
Status: Approved for Execution
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— 15.1.1 Developing a Business Development Plan

A business development plan for an academic institution interior design project (e.g., schools,
colleges, universities, training centers) must include specific technical aspects that go beyond
aesthetics—focusing on functionality, compliance, durability, technology integration and
safety. The different aspects of a business development plan for an academic institution
interior design project are:

e Space Planning & Functional Zoning:
o Classrooms, labs, libraries, faculty areas, administrative zones
o Multipurpose halls, seminar rooms, auditoriums
o Cafeteria, recreational spaces, washrooms
o Circulation and student movement paths
Take care of:

Accessibility (ADA-
compliant routes,
ramps, wide corridors)

Noise control in study

Age-specific ergonomics
§€-sp g zones

Fig. 15.1.1: Space Planning & Functional Zoning

e Building Code & Regulatory Compliance

o Fire safety: Fire exits, extinguishers, signage, alarms

o Disability access: Ramps, elevators, accessible washrooms

o Health & safety: Non-toxic materials, safe wiring, non-slip flooring

o Educational standards: As per UGC, AICTE, CBSE, IB, or state board guidelines
e HVAC and Ventilation Systems

Efficient cooling/heating in large classrooms and auditoriums

o Proper air circulation in labs and libraries
o Fresh air intake in high-occupancy areas (e.g., hostels, dining halls)
o Energy-efficient systems and zoning controls

o Electrical & Lighting Design
o Luxlevels based on space (e.g., 300-500 lux in classrooms)
o Emergency backup systems for labs and offices
o Task lighting for reading/study areas
o Motion-sensor or energy-saving lighting in corridors/toilets
o [T & AV Infrastructure
o LAN cabling for digital learning
Smart boards and projectors in classrooms
Server rooms with appropriate cooling and security
Audio-visual systems for auditoriums and seminar halls

O O O O

Wi-Fi routers and switches (placement for strong coverage)
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e Furniture & Ergonomics

Durable, age-appropriate desks and chairs
Teacher podiums, storage lockers, lab counters
Modular and flexible furniture for multi-use spaces
Anti-tip, rounded-edge design for safety

o O O O O

Stackable or collapsible furniture for dynamic zones
e Acoustics and Soundproofing
o Acoustic ceiling tiles in classrooms and libraries
o Sound insulation in seminar rooms, music rooms, and auditoriums
o Noise-reducing partitions between classrooms
e Material & Finish Specifications
o Durability: High footfall = wear-resistant flooring (vinyl, SPC, vitrified tiles)
o Cleanability: Easy-to-maintain paints, laminates, and surfaces
o Safety: Anti-skid floors, low-VOC materials, flame-retardant fabrics
o)

Color psychology: Use of calm, motivational, or focused colours based on room
function

e Sustainability Goals
o Use of green-certified materials (LEED/IGBC)
o Daylight optimization
o Water-saving fixtures
o Solar integration if part of infrastructure
e Phased Execution Planning
o Plan for minimal disruption to academic calendar
o Prioritize holidays/weekends for noisy work
o Define deliverables per block/phase (e.g., Classroom Block A = Library = Admin)
e Technology Integration
o Digital learning infrastructure
o Central PA system integration
o Fire and security system interface

o RFID access (hostels/labs/library)
o CCTV & smart campus systems
e Risk & Contingency Management
o Site safety plans (especially with students around)
o Dust and debris control during renovation
o Vendor performance tracking and substitution plans
o Buffer timelines for inspection and approvals
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— 15.1.2 Analysing Client Requirements

Analyzing and interpreting client requirements for an academic institution interior design
project involves understanding their educational objectives, user demographics (students,
faculty, admin), functionality needs and infrastructure constraints. While most requirements
and analyzing techniques remain same as covered in Moule 19, some specific steps in this
process typically involves the following steps:

e Conduct Initial Client Consultation — Understand vision, mission, and values of the
institution and discuss academic levels, e.g. preschool, K-12, college, skill training, etc.

Find out about:

o Number of students per class

o Type of learning (digital, collaborative, traditional)

o Hours of usage (day school, residential)

o Future expansion plans
e Analyze their Layout Requirements

o Zoning: Academic vs. admin vs. recreational vs. residential

o Circulation: Student flow, emergency exits, accessibility

o Sunlight & ventilation: Optimize learning environments

o Services layout: Placement of washrooms, electrical shafts, HVAC zones
o Review Functional Requirements Per Zone

Zone Typical Requirements

Classrooms Ergonomic desks, whiteboards, smart tech integration, storage

Labs Plumbing/electrical points, chemical-safe furniture, exhaust systems
Library Soft seating, shelving, quiet zones, task lighting

Admin Office | Reception, cabins, storage, waiting area

Auditorium Stage, AV systems, tiered seating, acoustic panels

Hostels Durable furniture, bunk beds, storage units, study desks

Washrooms Sensor taps, partitions, anti-slip flooring

Cafeteria Easy-to-clean surfaces, seating capacity, food counter design

Table 15.1.1: Review Functional Requirements Per Zone

e Consider Technology & AV Requirements
o Smart boards, projectors, Wi-Fi coverage
o Charging points at desks or podiums
o PA systems, CCTV integration
o Centralized control rooms (for campuses)
e Review Compliance & Safety Needs
o Fire exits, extinguisher points, alarms
o Ramps, tactile flooring, accessible washrooms
o Non-toxic finishes, rounded corners (child safety)
o Other compliance requirements where applicable
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— 15.1.3 Preparing Scope of Work

The scope of work is similar as covered in Module 15, but some specific templates or
documents required are:

e Areas Covered

Area Elements Included

Classrooms Desks, chairs, boards, lighting, charging points

Labs Specialized counters, plumbing, electrical points,
stools

Library Book shelving, reading desks, soft seating, lighting

Administrative Offices Cabins, reception, meeting rooms, storage

Auditorium/Seminar Stage, seating, lighting, AV system

Rooms

Cafeteria Tables, food counters, washable surfaces

Washrooms Anti-skid flooring, partitions, sanitary fittings

Hostels (if any) Beds, desks, wardrobes, lighting

Corridors/Reception Branding, signage, lighting, seating (if needed)

Table 15.1.2: Areas Covered
o Material & Product Specifications
Child-safe and anti-tip furniture
Low-VOC, eco-friendly paints
Fire-rated and anti-bacterial wall panels (as needed)
Non-slip, high-traffic flooring
Durable modular classroom furniture
AV integration-ready smart classroom components

o O O O O O O

Acoustic ceilings and partitions

e Timeline & Milestones

Phase Task Timeframe
Phase 1 Design finalization ___weeks
Phase 2 Material selection & approval ____weeks

Phase 3 Mobilization & execution start

Phase 4 Mid-project walkthrough & snag rectification

Phase 5 Final handover

Table 15.1.3: Timeline & Milestones
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UNIT 15.2: Project Execution, Estimation and Task
Demarcation for Academic Institution Project

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explainthe process of preparing a project estimate and related documents in consultation
with internal teams.

2. Explain the guidelines for performing client visits, inspection, and reporting of assigned
academic institution project.

3. Identify and demark tasks and responsibilities based on technicalities of the assigned
academic institution project.

4. Identify design docket and specifications based on client requirements and project
execution parameters for academic institution project.

— 15.2.1 Project Estimates for Academic Institution Project —

Some specific templates for preparing a project estimate and related documents for an
academic institution project in consultation with internal teams are:

e Bill of Quantities (BOQ) Format — Include brand names, specifications, and warranty
coverage in remarks.

e Detailed Project Proposal:
Summary of work
Room-wise scope

Grand total with taxes
Offer validity

Payment terms & timeline

o O O O O

e Gantt Chart or Project Timeline — Break the project into clear phases:

Phase Activities Duration
Phase 1 Design Finalization 1 Week
Phase 2 Material Procurement 2 Weeks
Phase 3 Execution 6 Weeks
Phase 4 Final Inspection & Handover 1 Week

Table 15.2.1: Gantt Chart or Project Timeline
e Material Specification Sheet

Area Material Type Brand Remarks
Classrooms Desks & Chairs Featherlite Anti-tip, metal base
Library Flooring LG Hausys Acoustic vinyl
Washrooms Sanitary Fixtures Jaquar Sensor taps

Table 15.2.2: Material Specification Sheet
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— 15.2.2 Guidelines for Client Visits, Inspections and Reporting—

The guidelines are same as covered in Module 15. Some specifics for academic institution
project include:

e (Client Engagement:
o Welcome and brief them on the status and purpose of the visit
o Provide printed site layouts or tablet visuals for reference
o Walk through each major area (e.g., classrooms, labs, library, washrooms)

e Site Inspection Focus Points:

Area What to Inspect

Classrooms Furniture layout, finish quality, lighting & ventilation

Labs Bench positioning, plumbing/electrical provision, safety
fittings

Library Shelving, acoustics, seating arrangement

Admin/Faculty Reception, partitions, storage layout

Zones

AV/Tech Areas Smart board installation, cabling, server/AV rooms

Washrooms Cleanliness, fixtures, accessibility

Compliance Areas Fire exits, ramp installation, signage, safety barriers

Table 15.2.3: Site Inspection Focus Points
Take photos of finished zones and incomplete areas for documentation.

Some best practices for Client Visits and Inspection are:

. Use Signage Document Visits
Schedule Visits gnag
Implement clear signage and Record each visit digitally for
Plan visits outside class hours safety measures reference

Assign SPOC Focus on Spaces
Designate a single point of Ensure equal attention to all
contact areas

Fig. 15.2.1: Best Practices for Client Visits and Inspection
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— 15.2.3 Delegating Tasks

To delegate tasks and responsibilities for commercial and hospital interior design projects,
most of the activities are same as covered in Module 15. Some different aspects include:

e Create Task Buckets by Zone or Phase — For example:

a. Block A Classrooms - Site Engineer 1 + Designer A
b. Library - Designer B + Furniture Vendor
c. Science Labs - MEP + QC Engineer
d. Washrooms & Common Areas - Civil + QC Team
Example by Phase:
Phase Task Type Assigned Team
Phase1 | Site measurements, layout finalization Design Team
Phase 2 | MEP rough-in & civil work Site + MEP
Phase3 | Ceiling & flooring Site + Vendor
Phase 4 | Furniture & AV install Vendor + AV Team
Phase 5 | Final snagging & client handover QC + PM

Table 15.2.4: Example by Phase
e Communicate Clearly
Create a responsibility matrix (RACI): Example — Smart Classroom Setup
a. Responsible: AV Technician
b. Accountable: PM
c. Consulted: IT Lead
d. Informed: Client
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— 15.2.4 Design Docket—Review and Approval

Reviewing and approving a Design Docket for an academic institution interior design project
is similar to the aspects and documents covered in Module 15.

The flow of tasks for review and approval is as follows:

Design Docket

Client Brief & Site P A
Inputs E reparation
&7 ot

. . Detailed design
Initial project groundwork documentation

Internal Review

Client Presentation (Designer + PM +
& Feedback 7 MEP + Site
Client engagement m Engineer)
session Collaborative design
assessment
. . Final Design
Revisions (if any) Approval & Client
Design adjustments Sign-Off

based on feedback
Official project green light
Kickoff Meeting & Docket Distribution
Site Mobilization t@u to Execution Teams
—
Project launch on-site ANaNa Project handoff to teams

Fig. 15.2.2: Flow of Tasks for Review and Approval
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— Summary £

e A business development plan for academic institution projects includes space planning,
compliance with building codes, HVAC, IT infrastructure, and safety features, all tailored
to educational needs and functionality.

e C(Client requirements are analyzed by understanding the institution's educational
objectives, user demographics, and specific needs for each functional zone (e.g.,
classrooms, labs, administrative areas).

e The scope of work for an academic institution project includes detailed specifications for
furniture, materials, finishes, and AV/IT infrastructure, as well as compliance with safety
and educational standards.

e The execution of the project is phased to ensure minimal disruption to the academic
calendar, with clear milestones for design finalization, material selection, and execution.

e Project estimates for academic institution projects involve coordination between internal
teams (design, MEP, procurement, and execution) to create a comprehensive Bill of
Quantities (BOQ) and project proposal.

e C(Client visits and inspections involve a detailed walkthrough of major areas (e.g.,
classrooms, labs, library) to inspect functionality, quality, and compliance, with issues
documented for follow-up.

e Task delegation is organized by zones or phases, ensuring that each aspect of the project
(e.g., classrooms, labs, washrooms) has a designated team responsible for its execution.

e The design docket review and approval process includes internal team reviews, client
presentations, and final approval before proceeding to project execution.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. Which of the following is a key component of the business development plan for an
academic institution project?

a. Focus on aesthetic design alone

b. Building code and regulatory compliance
c. lgnoring safety and HVAC considerations
d

Using only traditional teaching methods

2. What is a key consideration when analyzing client requirements for an academic
institution project?

a. lIgnoring the client’s educational objectives

b. Understanding the institutional vision, academic levels, and user demographics
c. Focusing only on exterior design features

d. Prioritizing the aesthetics of recreational spaces over functionality

3. What is included in the scope of work for an academic institution project?
a. Only the classroom furniture
b. Furniture, flooring, ceiling, AV systems, and safety features for all functional zones
c. Only administrative office furniture
d. Just the outdoor landscaping and parking areas

4. Why is a phased execution plan important for an academic institution project?
a. To prioritize the design aesthetics over functionality

b. To ensure minimal disruption to the academic calendar and optimize work during
holidays/weekends

c. To avoid compliance checks during the execution

d. To delay the construction process

5. What is the purpose of the RACI matrix in delegating tasks for an academic institution

project?

a. To assign the project budget

b. To clarify roles and responsibilities, ensuring clear accountability and communication
c. Toignore the project timeline
d

To reduce the number of workers involved
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— Hands-On Exercise: Design & Execution Plan for a Vocational —
Training Centre

Background Scenario:

Your design firm has received a request from a state-funded skill development authority to
design the interiors of a Vocational Training Centre (VTC) aimed at youth aged 18-30. The
VTC will offer courses in tailoring, electrical work, and basic computer literacy. The facility is
located in a semi-urban area and must be designed to be durable, accessible, technology-
integrated, and student-friendly.

Task Overview:

You are the Assistant Project Manager. Your goal is to prepare and present the interior project
documentation covering client analysis, planning, execution, and review.

Exercise Steps
Step 1: Develop a Business Development Plan

Prepare a 1-page plan covering:
e Space planning zones (labs, classrooms, admin, breakout space)

e Regulatory compliance for skill institutions
e Technology integration (computer labs, AV, network)
e Cost-efficiency and modularity strategy

e Proposed marketing/partnership ideas for future outreach

Step 2: Analyze Client Requirements

Prepare a client requirement sheet including:
e Number of students per trade

e Hours of training usage
e lLayout preferences for lab-based vs. theory-based rooms
e Washroom and breakout zone locations

e Special instructions (e.g., safe tool storage, quiet reading room)
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Step 3: Create a Functional Zoning Layout (Sketch or Verbal)

Manually or digitally sketch a layout with the following:
e 2 labs (Tailoring + Electrical)

1 Computer lab

e 2 Classrooms

e 1 Admin Office + Reception
e Male & Female Washrooms

e Storage + Breakout area

Label clearly with doors, circulation, and orientation.

Step 4: Prepare a Scope of Work and Estimation Sheet

Use a simple table format:

Zone Item Quantity | Estimated Cost (X)
Electrical Lab | Workbenches 10 X1,00,000
Computer Lab | Desks + Chairs 15 X1,05,000

Classrooms Whiteboards, Fans | 2 sets 50,000

Washrooms Fixtures + Cubicles | 2 units 70,000

Also include:
e Gantt chart for 4 phases (Design, Procurement, Execution, Handover)

e 5% contingency
e Payment terms suggestion
Step 5: Conduct a Mock Client Inspection

Create a checklist for site inspection including:
e Safety checks (non-slip, sighage)

e Equipment/furniture installation
e Ventilation and lighting

e AV/projector setups
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Step 6: Create a Task Demarcation Table

Zone Responsible Accountable Consulted Informed
Tailoring Lab | Furniture Vendor | Project Manager | Designer Client

AV Setup AV Technician PM IT Consultant | Client
Admin Block | Civil Contractor | PM Architect Admin Head

Step 7: Design Docket Checklist

Attach or list the following:
e Final approved layout

e Material specification sheet

e Lighting & electrical plan

e AV equipment details

e  Furniture style samples

Submission Format:

Participants should compile the output as a PDF/Word document or present it as:

o Aclient pitch

e Ateam debrief

e A final execution kit
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— Notes
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:
1. Analyse and prepare a business development plan based on specified marketing and
development strategies for hospitality project.

2. ldentify client requirements in terms of layouts, blueprints, product types, etc. for
hospitality project.

3. Identify the scope of work for the project by analysing the client requirement and
specifications.

4. Explain the process of preparing a project estimate and related documents in consultation
with internal teams.

5. Explain the guidelines for performing client visits, inspection, and reporting of assigned
hospitality project.

6. Identify and demark tasks and responsibilities based on technicalities of the assigned
hospitality project.

7. ldentify design docket and specifications based on client requirements and project
execution parameters for hospitality project.
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UNIT 16.1: Business Development and Client
Requirement Analysis for Hospitality Project

Unit Objectives ©

At the end of this unit, the participants will be able to:

1.

Analyse and prepare a business development plan based on specified marketing and
development strategies for hospitality project.

Identify client requirements in terms of layouts, blueprints, product types, etc. for
hospitality project.

Identify the scope of work for the project by analysing the client requirement and
specifications.

Case Study: Hospitality Interior Design Project — Boutique Hotel

Background

An independent hospitality investor has commissioned an interior design firm to conceptualize
and execute the interiors of a 30-room boutique hotel located in a heritage urban district. The
hotel must balance modern functionality with cultural aesthetics and cater to both leisure and
business travelers.

The design scope includes:

Guest rooms & suites
Reception & lobby area
All-day dining restaurant
Rooftop bar

Meeting rooms
Staff/service areas

Restrooms, corridors, and lift lobbies

Project Solution

1. Business Development Plan

Target Segment:

Boutique hotels in urban leisure and business districts
Proposal Strategy:

Cultural storytelling through design
Use of sustainable, low-maintenance materials
Revenue-enhancing spaces like rooftop bar and flexible meeting rooms

USP: Locally inspired interiors with modern comfort
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Marketing Tactic:

Concept deck with mood boards, brand story, ROl estimate based on room rate x occupancy x
guest satisfaction metrics

2. Client Requirement Analysis

Initial Client Brief:

Design Team Process:

3. Space Planning & Layout

Blend of luxury and local heritage

Mix of standard rooms, deluxe suites, and one penthouse
Vibrant but not overpowering color palette

Soundproof rooms and well-lit public areas

Flexible seating in restaurant & bar

Preference for Indian craftsmanship where feasible

Site visits and structure measurements
Interviews with client’s operations consultant and chef
Study of guest flow, sunlight patterns, service core placement

Evaluation of acoustic, lighting, and HVAC systems per space type

Zone Design Considerations

Reception + Lobby | Double-height ceiling, art wall, seating clusters

Guest Rooms Soundproofing, warm lights, platform beds, work desk
Restaurant Semi-open kitchen, buffet zone, flexible seating, local motifs
Rooftop Bar Pergola, low seating, bar island, lighting & acoustic zoning
Meeting Rooms Modular furniture, projection wall, acoustic panels

Service Core Hidden behind walls, direct vertical access to service lift
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4. Scope of Work
Includes:

Interior demolition of previous structure

Civil partitioning and MEP alignment

Ceiling, flooring, paneling, furniture

Loose furniture procurement

Lighting and automation installation

FF&E (Furniture, Fixtures & Equipment) coordination

Wayfinding and signage

454




Assistant Project Manager (Interior Design)

Execution Plan in Phases:
1. Design Finalization

2. Material Selection

3. MEP + Civil

4. Furniture & Fit-outs

5. Soft furnishing & accessories

6. Final snag list & handover

5. Estimation and BOQ Summary

Zone Item Quantity | Rate (X) Total (X)
Guest Rooms Bed + Wardrobe + Desk 30 sets 90,000 X27,00,000
Lobby Area Seating cluster (sofa, chairs) | 5 clusters | ¥1,20,000 | %6,00,000
Rooftop Bar Bar counter, seating, lights | L.S. - X7,50,000
Restaurant Tables, buffet counter L.S. - %5,00,000
Meeting Room Acoustic walls, AV setup 2rooms | X2,50,000 | %5,00,000
Common Areas Lighting, signage, décor L.S. - %3,00,000
Subtotal %53,50,000
GST + Contingency X9,00,000
Total %62,50,000

6. Task Demarcation

Zone Responsible Accountable | Consulted Informed
Guest Rooms | Carpenter Team PM Designer Client
MEP MEP Contractor Site Engineer | Architect Client
Restaurant Interior Designer PM Chef + Ops Lead | Client
Rooftop Bar | Vendor + Lighting Team | PM Acoustic Engineer | Client
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Tracker used:

RACI Matrix
Task Assigned Start End R A C | Status
To Date Date
Guest Room
Furniture Furniture 2025- 2025- | Furniture Project Interior
Installation Vendor 07-01 07-04 | Vendor Manager | Designer Client Completed
Lobby Lobby Lobby
Seating Furniture 2025- 2025- | Furniture Project Client In
Setup Contractor | 07-03 07-06 | Contractor | Manager | Liaison Client Progress
Rooftop Bar | Civil 2025- 2025- | Civil Project
Construction | Contractor | 07-05 07-12 | Contractor | Manager | Architect Client Scheduled
Restaurant
Lighting & Lighting 2025- 2025- | Lighting Project Lighting
Décor Designer 07-08 07-14 | Designer Manager | Consultant | Client Scheduled
Meeting
Room AV AV 2025- 2025- | AV Project IT Not
Setup Technician | 07-10 07-16 | Technician | Manager | Specialist Client Started
Gantt chart
Gantt Chart: Boutique Hotel Interior Project
Meeting Room AV Setup o e e e
Restaurant Lighting & Décor [ _
9
wn
R
o
Lobby Seating Setup | -
Guest Room Furniture Installation _ i :
> & D ] ’\ & O S N O D LN ©
RIECEC R RO R I S Ny
\ S ST RN N S SN
R AR A ; \" \? FYYY Y Y Y YY
Timeline
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7. Client Visit & Inspection Guidelines
At each milestone:
e Present finishes, layouts, and lighting samples

e  Walkthrough with visual checklist
e Site report with % completion, issues, revised schedule

Focus on:
e Room acoustics

e Ventilation in restaurant
e Bar height and lighting

e Lighting zones in meeting room

8. Review & Approval of Design Docket
Docket includes:
e 2D layout + zoning plan

Room mock-up images and 3D renders

e Finish board

e  Furniture spec sheet

e Signage and branding integration

e Approvals signed by client and operations consultant

Project Outcome
e Project completed in 90 days

e Hotel opened in time for peak season
e Client feedback: High functionality, guest satisfaction, and design-brand match

e Published in a hospitality design magazine
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— 16.1.1 Developing a Business Development Plan

A hospitality project needs to be focused on areas such as guest experience, operational
efficiency, sustainability, and compliance. The different aspects of a business development
plan for a hospitality interior design project (e.g. hotels, resorts, boutique stays, serviced
apartments) interior design project are:

e Functional Zoning & Space Optimization — You need to maximize revenue per square foot
without compromising comfort.

Room types Reception/lobby, Service and back-
(standard, deluxe, dining, banquet, of-house zones Circulation flow of
suites) with kitchen, spa, (laundry, staff guests vs. staff

efficient layouts corridors rooms, pantry)

Fig. 16.1.1: Functional Zoning and Space Optimization
e Building Code & Regulatory Compliance

Fire Safety @o ~

. ]
Fire Doors -1

- &D Accessibility

:r- ADA-Compliant Ramps

R ——

1 1 "
Alarms -1 r- Accessible Rooms
] ]

'~- Accessible Toilets

- % Kitchen Ventilation

re FSSAI Norms

:r - Exhaust Systems

Extinguishers - -i

Hotel Safety
. and

Sprinkler Systems --'

Il

! Compliance
Hotel Classification Standards % -

Local Tourism Board Norms -1

Star Rating Compliance - - Ducting Systems
Fig. 16.1.2: Building Code and Regulatory Compliance

e HVAC & Ventilation Systems

Zoning for rooms,
lobby, kitchen,
banquet halls

Split/VRF systems
with centralized
control

Ventilation and
exhaust for wet
areas (kitchens,
bathrooms, spa)

Energy efficiency
(green building
norms, inverter

tech)

Fig. 16.1.3: HVAC and Ventilation Systems
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e MEP (Mechanical, Electrical, Plumbing) Coordination

[ Plumbing Systems O%J*\ ,—[D@ Load Calculations J

r- Backup Generators
1
Laundry Systems - -:' N ::E] p :r- UPS Systems

Bathroom Shafts --E

Pool Infrastructure -~ '~- Critical Systems Support

Integrated
- Building -~
[ Concealed Services ﬁ‘@'}’ Design “{EE Synchronized Design J
Guest Room Design - -:' E-- Architectural Alignment
Aesthetic Solutions - -’ '~ Interior Planning

Fig. 16.1.4: MEP Coordination
o Lighting Design & Electrical Layout

Layered lighting - D|mm|ng & Energy-efficient Electrical layout per
ambient, task automation fixtures (LED room category
¢ ! (DALI/KNX systems 4 (charging, reading

accent, emergency motion sensors)

in luxury segments) lights, etc.)

Fig. 16.1.5: Lighting Design and Electrical Layout
e Material Selection and Finishing Standards

I
I
Durability R db ' Luxury finishes
1}
Ensures long-lasting 6 6 5 | Enhances aesthetic
performance in high- ' appeal with high-end
traffic areas. : materials.
[}
I
I
I
'
................................ 4_--_-___-______--_--_---_--_--_-
I
I
1}
i
I
. ] N -
Fire-rated i Anti-skid &
1} . -
) ) ! Anti-bacterial
Provides essential m '
fire _safet" : Enhances safety in
compliance. RARRK ' ANAA wet and high-risk
| areas.

Fig. 16.1.6: Material Selection and Finding Standards
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e Acoustics & Soundproofing

Soundproofing Acoustic ceilings in Soft surfaces in z:tci';ir:;(:%r
between rooms lobbies, banquet restaurants for F\,Nindows in
and corridors halls speech clarity .
premium rooms

Fig. 16.1.7: Acoustics and Soundproofing
e  Furniture, Fixtures & Equipment (FF&E)

Integrated lighting Compliance with

Custom-made and tech into
beds, wardrobes, Bathroom vanities furniture (USB hospitality-grade
desks, minibars, and mirror units - durability and
ports, wireless _
headboards . finish
charging)

Fig. 16.1.8: Furniture, Fixtures and Equipment (FF&E)
e Smart Technology Integration

(7 N (7 N (7 \
3 4 Ly
- ——J
Automation Access Security Entertainment
Controls Systems Features Options
NS NS S
Manage lighting, Keyless entry and Surveillance and Systems for guest
curtains, and climate centralized access control entertainment and
remotely. management systems for safety. Wi-Fi access.
solutions. k Y, \ Y,

Fig. 16.1.9: Smart Technology Integration
o Safety, Hygiene & Waste Management

Clean zones in Proper bin layouts Pest control access Anti-fungal and anti-
kitchens and and garbage chute points and trap odor treatments for
housekeeping design areas finishes

Fig. 16.1.10: Safety, Hygiene & Waste Management
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o Energy & Sustainability Goals

Water Sustainable
Conservation Materials
Implements water- Utilizes green-certified
saving fixtures and materials that meet
greywater recycling to LEED and IGBC
minimize water use. standards.

Thermal

Energy Efficiency Insulation

Enhances building
insulation and window
efficiency to maintain

Focuses on reducing
energy consumption
through LED lighting,

solar panels, and temperature.
daylight optimization.
Fig. 16.1.11: Energy & Sustainability Goals
e Execution Phasing & Risk Control
Plan around running Separate L . Procurement buffers
. ) Logistics planning for .
operations (for guest/public areas . for imported
. material movement - )
renovations) from work zones finishes/furniture

Fig. 16.1.12: Execution Phasing and Risk Control

— 16.1.2 Analysing Client Requirements

Analyzing and interpreting client requirements for a hospitality interior design project involves
understanding the guest experience, operational flow, branding goals, and compliance
standards. While most requirements and analyzing techniques remain same as covered in
Module 15, some specific steps in this process typically involves the following steps:

e Review and Interpret Layouts & Blueprints

Area Interpretation Goals

Guest Rooms Verify room sizes vs. brand standards (min. 180-300 sq.ft.)
Bathrooms Plumbing shaft placement, wet/dry zoning, waterproofing scope
Lobby & Space for front desk, waiting lounge, concierge

Reception

F&B Outlets Seating layouts, kitchen linkage, POS point placement
Back-of-House Circulation for staff vs. guest, service elevators

Vertical Elevator capacity, fire stairs, service vs. guest zones

Circulation

Common Areas Pool, gym, banquet, corridors — flow and zoning check

Table 16.1.1: Review and Interpret Layouts & Blueprints
Cross-reference layouts with client-provided space programs or area charts.
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e Analyze Room-wise Functional Requirements

Room Type Elements to Verify

Standard Room Bed size, writing desk, wardrobe, minibar, AV panel

Suite Living area, partition, dual vanities, storage

Accessible Room Wider doorways, grab bars, lower switches

Bathroom Mirror lighting, exhaust fan, non-slip floor, shower cubicle
Restaurant Dining capacity, walkways, bar area
Spa & Gym Locker areas, zoning, HVAC, acoustics

Table 16.1.2: Analyze Room-wise Functional Requirements
Match these elements with luxury level (budget, midscale, premium, luxury).
o Identify Product Type Requirements — FF&E (Furniture, Fixtures & Equipment):
o Beds & Mattresses: Size, softness level, frame type
o Desks, Wardrobes, Headboards: Finish, utility (in-built lighting, charging)
o Bathroom Fixtures: Brands, water-saving preference
o Lighting: Dimmable bedside lights, backlit mirrors, ambient lobby lighting
o Tech Integration: Smart TV, charging docks, Wi-Fi points
o Common Area Furniture: Lounge chairs, dining tables, banquet seating
e Study Brand Guidelines (if chain hotel or franchise) — Review brand manuals for:
o Design vocabulary (color palette, material tone)
o Artwork and signage rules
o FF&E specifications
o Operational layout guidelines (reception height, minibar placement, etc.)
o Create a Client Requirement Document

Section Details

Project Overview Property type, star rating, number of keys
Room Types Size, amenities, finishes

Public Areas Lobby, F&B, spa, banquet — function and look
BOH Areas Storage, staff flow, kitchen zoning

Material Preferences Brand specs, sustainability goals

Technology Automation, AV, guest Wi-Fi, security needs
Sustainability Goals LEED/IGBC guidelines, solar, water-saving

Table 16.1.3: Elements of Client Requirement Document
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The scope of work is similar as covered in Module 15, and the flow of the tasks are as follows:

VA Client Brief &
< Site Inputs

Design
Docket
Preparation

? Internal
Review

Client
,Q‘_ Presentation
& Feedback

Revisions
Needed?

Revisions

Final Design
Approval &
Client Sign-
off

Handoff to
Execution
Teams

Procurement

& & Site

Mobilization

Execution &
~ Supervision

Quality
= Checks &

|
4 Final
Handover

Fig. 16.1.13: Scope of Work for Hospitality Project
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UNIT 16.2: Project Execution, Estimation and Task
Demarcation for Hospitality Project

— Unit Objectives ©

At the end of this unit, the participants will be able to:
1.

Explain the process of preparing a project estimate and related documents in consultation
with internal teams.

Explain the guidelines for performing client visits, inspection, and reporting of assigned
hospitality project.

Identify and demark tasks and responsibilities based on technicalities of the assigned
hospitality project.

Identify design docket and specifications based on client requirements and project
execution parameters for hospitality project.

— 16.2.1 Project Estimates for Hospitality Projects

While most of the estimates involve same documents preparation as described in Module 15,
the gist of estimates is:

Internal Coordination Checklist

Project Estimate (BOQ Format)

Supporting Documents

o Cost Proposal Summary

o Material & Brand Specification Sheet

o Vendor & Rate Mapping Sheet

o Execution Timeline (Gantt Chart or Table Format)
o Work Contract / Agreement Draft

o Internal Approval & Review Log

Room Mock-Up Costing (RMC)

— 16.2.2 Guidelines for Client Visits, Inspections and Reporting

The guidelines for Client Visits, Inspections and Reporting in a hospitality interior design
project are same as covered in Module 15.

— 16.2.3 Delegating Tasks

To delegate tasks and responsibilities for commercial and hospital interior design projects, the
activities are same as covered in Module 15.
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16.2.4 Design Docket—Review and Approval

Reviewing and approving a Design Docket for an academic institution interior design project
is similar to the aspects and documents covered in Module 15.
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— Summary £

A business development plan for a hospitality interior design project focuses on
maximizing space utilization, ensuring operational efficiency, and integrating smart
technology, while adhering to building codes and safety regulations.

Client requirements for hospitality projects are analyzed by reviewing space layouts, guest
room sizes, bathroom designs, and public areas (e.g., lobby, F&B outlets) to align with
luxury level standards and operational flow.

Product type requirements (FF&E) are critical for the design, including specifications for
furniture, fixtures, equipment, and smart technology integration to enhance guest
experience.

The scope of work for hospitality projects is detailed, covering all functional areas such as
guest rooms, public areas, back-of-house spaces, and incorporating client-specific
preferences like sustainability goals and brand guidelines.

Project estimates for hospitality projects involve coordination among various teams
(design, procurement, execution) to create a comprehensive Bill of Quantities (BOQ) and
cost proposal summary, alongside vendor rate mapping.

Client visits and inspections for hospitality projects focus on reviewing the quality of
construction, functionality, and compliance with design specifications, with a focus on
guest experience and operational efficiency.

Task delegation for hospitality projects follows a similar approach as commercial or
academic projects, with clear assignments based on specific zones (e.g., guest rooms,
public areas, kitchen).

The design docket review and approval process ensures that all client requirements and
technical specifications are met before proceeding with project execution.
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— EXxercise

A. Multiple Choice Questions (MCQs)

1. What is a key focus of the business development plan for hospitality interior design
projects?

a. Only aesthetic appeal

b. Maximizing revenue per square foot and integrating smart technology
c. lgnoring operational flow

d. Avoiding compliance with safety standards

2. Which of the following is a critical element in analyzing client requirements for a
hospitality project?
a. Reviewing only the aesthetic preferences of the client
b. Analyzing functional flow, guest room sizes, and amenities in public areas
c. Focusing only on material selection
d. Ignoring technology integration

3. What should the scope of work for a hospitality project include?
a. Only furniture specifications

b. Details for all functional areas like guest rooms, public areas, and back-of-house
spaces

¢. No mention of sustainability goals
d. Only the aesthetic aspects of the design

4. Whatis the role of the smart technology integration in hospitality interior design projects?
a. It enhances guest experience through automation, AV systems, and guest Wi-Fi
b. It focuses only on aesthetics
c. Itignores the guest experience
d. ltisirrelevant to the design process

5. What is the purpose of reviewing and approving a design docket in hospitality projects?
a. Tofinalize only the aesthetic design

b. To ensure that all client requirements and technical specifications are met before
execution

To delay the project execution
To bypass client input
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— Hands-On Activity: Interior Planning for a Bed & Breakfast (B&B)

Objectives:

e Business development planning for a hospitality space

Client requirement analysis and interpretation
e Scope of work creation for small-scale execution
e Budgeting using BOQ format
e Task delegation with RACI
e Mock client inspection & feedback
e Review of a simple design docket
Scenario:

A couple is converting their 2-storey residential property into a 5-room Bed & Breakfast (B&B)
targeting solo travelers and couples. They want a cozy, functional space that reflects local culture
is sustainable, and complies with fire and safety norms.

Your task is to prepare the core project documentation and simulated deliverables as the
Assistant Project Manager for this assignment.

Tasks
Task 1: Business Development Brief

Write a 1-page business development outline:

Target audience (tourists, remote workers, couples)

e Interior theme (minimalist, rustic, local arts)

e Functional zones: 5 rooms, lounge, breakfast area, reception
e Cost-effective design strategies

e Sustainability plan (e.g., LED lights, reclaimed wood furniture)

Deliverable: “B&B Business Development Plan”
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Task 2: Client Requirement Sheet

Draft a requirement analysis table covering:

Space Client Needs
Guest Rooms Double bed, work desk, reading lights, warm colors
Lounge Area Bookshelf, coffee table, board games

Breakfast Room 4-6 person seating, toaster/coffee area

Bathrooms Instant water heater, anti-skid tiles

Reception Corner | Openable desk, storage, local artwork display

Deliverable: "Client Requirement Sheet — B&B Project"

Task 3: Space Zoning Sketch
Sketch (hand-drawn or digital) a zoning plan for:

e Guest rooms on 1st and 2nd floor

e Breakfast and lounge on ground floor

e Reception at entry

e Utility areas and staircases

Label key zones clearly.
Deliverable: “B&B Functional Layout Sketch”
Task 4: Scope of Work Summary

Create a simple scope of work covering:

Zone Work Description
Guest Rooms Paint, wardrobe, bed, lights
Lounge Area Bookshelf, wall paint, seating setup

Breakfast Room | Table setup, wall art, pantry counter

Bathrooms Plumbing, mirror, accessories

Reception Desk, background panel, branding

Deliverable: "Scope of Work — B&B Interior"
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Task 5: Project Estimation Table (BOQ Format)

Item Quantity Unit Rate (X) | Total (X)
Double Beds 5 15,000 X75,000
Desks & Chairs 5 sets 6,000 %30,000
Lounge Sofa + Shelf 1 set 25,000 25,000
Breakfast Table + 6 Chairs | 1 set 18,000 18,000
Reception Counter 1 12,000 12,000
Bathroom Fixtures 5 bathrooms | X5,000 25,000
Add 5% contingency and GST (12%).
Deliverable: “B&B BOQ Estimate Sheet”
Task 6: RACI Matrix (Small Team)
Task R A C I
Furniture Installation | Carpenter Team | Project Manager | Designer Client
Paint & Décor Paint Vendor Site Supervisor Client Client
Pantry Setup Modular Vendor | Project Manager | Chef Consultant | Client
Lighting & Electrical | Electrician Project Manager | MEP Consultant | Client

Deliverable: “Task Delegation — RACI Matrix (B&B)”
Task 7: Mock Site Visit Report

Prepare a short inspection report covering:

e Site progress zone-wise

e Anyissues raised (e.g., misaligned shelf, paint mismatch)
e Client comments and requests

e Recommended actions and updated timeline

Deliverable: “Client Inspection Summary — B&B Site Visit”

470
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Task 8: Design Docket Compilation

Compile:

e Zoning sketch

e Mood board or finish board samples (color + materials)
e Final FF&E selections

e Approval signature block

Deliverable: “Design Docket — B&B Final Submission”

Submission Format:

Deliverables can be submitted in one PDF or as part of a team presentation. This is ideal for:
e Portfolio building

e Assessment or capstone

e Presentation to simulated client (peer review)
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— Key Learning Outcomes v

At the end of this module, the participants will be able to:

1.

Analyse and prepare a business development plan based on specified marketing and
development strategies for Retail Fit-out and Exhibition project.

Identify and interpret client requirements in terms of layouts, blueprints, product types,
etc. for Retail Fit-out and Exhibition project.

Identify the scope of work for the project by analysing the client requirement and
specifications.

Explain the process of preparing a project estimate and related documents in consultation
with internal teams.

Explain the guidelines for performing client visits, inspection, and reporting of assigned
Retail Fit-out and Exhibition project.

Identify and demark tasks and responsibilities based on technicalities of the assigned
Retail Fit-out and Exhibition project.

Identify design docket and specifications based on client requirements and project
execution parameters for Retail Fit-out and Exhibition project.
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UNIT 17.1: Business Development & Client Requirement
Analysis for Retail Fit-out and Exhibition Project

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Analyse and prepare a business development plan based on specified marketing and
development strategies for Retail Fit-out and Exhibition project.

2. ldentify and interpret client requirements in terms of layouts, blueprints, product types,
etc. for Retail Fit-out and Exhibition project.

3. Identify the scope of work for the project by analysing the client requirement and
specifications.

Case Study: Retail Fit-out and Exhibition Project — Luxury Watch Brand

Background

A global luxury watch brand has commissioned a design firm to deliver two key interiors:
1. A 250 sgm high-end retail store in a premium shopping mall.
2. A 50 sgm exhibition booth for the upcoming international horology expo.

The project requires blending the brand’s heritage with cutting-edge display and experiential
design. The Assistant Project Manager (Interior Design) is responsible for end-to-end
coordination — from business development to handover.

Mapped Project Execution
1. Business Development Plan
e Services Offered:
o Turnkey retail fit-out, custom joinery, exhibition booth design, and AV integration
e Target Market:
o Retail: High-luxury brands in mall-based locations
o Exhibition: International watch expos, recurring brand activations
e Execution Strategy:
o Fast-track fit-out using modular joinery
o Pre-built booth components manufactured off-site for quick setup

o Separate on-site and workshop teams
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e Compliance Focus:

o Mall and fire safety approvals

o Electrical load mapping and Wi-Fi readiness for exhibition
e TechTools:

o AR mock-up of booth

o Gantt chart planning in MS Project

o CRM tool to track brand approvals
e Risk Mitigation:

o Vendor backups for imported glass and LEDs

o Buffer timelines for international shipping delays
2. Client Requirement Analysis
¢ Retail Fit-out Brief:

o Create a warm, museum-like feel

o Showcasing watches with concealed lighting, modular POS counters, and acoustic
wall panels

o Exhibition Booth Brief:
o Open booth with curved wall, rotating hero display, and digital touch panels
o Light, modular and compliant with venue rules
¢ Layout Review:
o Ceiling height checks for false ceiling + AC ducts
o MEP location verification, fire exit compliance
e Zoning Requirements:
o Retail: Entry, display islands, lounge, storage
o Booth: Welcome zone, AV wall, engagement zone
e Technical Preferences:
o Track lighting, acoustic ceiling tiles, minimal signage
e Brand Identity:

o Corporate identity standards (CIS) for fonts, finishes, and layouts followed strictly
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3. Scope of Work

Area Key Work Items

Retail Store | Flooring, display counters, custom backlit walls, AV setup, MEP
coordination

Booth Structural setup, vinyl wrap branding, AV screens, LED lighting,
collapsible shelves

Shared Tasks | Design coordination, material submittals, mock-ups, compliance
documentation

e Exclusions: Civil works, video content production, event logistics, mall deposits

4. Project Estimate (BOQ Format)

Item Quantity | Unit Rate (X) | Total (X)
Display Counters (Retail) 6 %65,000 %3,90,000
Acoustic Paneling 30 sgm 2,500 X75,000
Exhibition Wall Structure 1 X1,50,000 %1,50,000
AV Setup (Screens + Wiring) | L.S. - %2,20,000
Track Lights (Retail + Booth) | 40 nos 2,000 80,000
Branding + Vinyl Wrap L.S. - %1,00,000

Total Estimate (incl. contingency & GST): 10,50,000

e Support Docs:
o Drawing Register
o Risk Register (delays in MEP clearances, shipping risks)
o Material Spec Sheets
o Timeline: Gantt chart with 6 phases

5. Client Site Visits & Reporting

Frequency: Weekly site visits during execution

e Focus Areas: Finishes, lighting alignment, signage placement, storage access
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e Reporting Includes:
o % completion
o Deviations from approved layout
o Visual report with 5-6 photos
o Action plan for next week

o Client remarks

Sample - Client Site Visit & Inspection Report
Project: Retail Store Fit-out & Exhibition Booth for Luxury Watches
Client: Luxury Watch Global
Date of Visit: 14 August 2025

Visited By: Project Manager, Client Representative, Branding Consultant

1. Work Progress Summary

- Retail joinery installation completed (100%)

- Booth fabrication on-site (90%)

- Lighting fixtures installed (75%)

- Vinyl branding pending final artwork approval (Scheduled for 16 Aug)

2. Observations / Issues Found

- AV screen wiring behind main display counter not aligned with approved location.
- Light intensity in booth too high—dimming circuit needs adjustment.

3. Client Feedback

- Appreciated wall finish quality in retail space.

- Requested real-time video demonstration of booth rotating display during final setup.
4. Recommendations / Next Steps

- Re-align AV cable trunking by 15 August.

- Complete branding installation after artwork clearance (ETA: 16 August).

- Conduct mock-up test of rotating feature and submit video for client sign-off.

5. Site Images / Attachments

(Attach photos of completed counters, lighting alighment, booth frame structure)
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6. Task Delegation
Task Responsible Accountable | Consulted Informed
Retail Joinery Works Carpenter Vendor | PM Interior Designer | Client
AV Integration Tech Vendor PM Brand Rep Client
Booth Assembly & Setup | Fabrication Team | Project Lead | Event Manager | Client
Branding & Signage Graphics Vendor | PM Marketing Team | Client
7. Tracker Used
RACI Matrix
Task Assigned Start End R A C | Status
To Date Date
Retail Store
Joinery Carpentry 2025- | 2025- | Carpentry Project Interior
Installation Vendor 08-01 | 08-05 | Vendor Manager | Designer Client | Completed
Exhibition Booth Booth
Booth Fabrication | 2025- | 2025- | Fabrication | Project Event In
Fabrication Team 08-03 | 08-06 | Team Manager | Coordinator | Client | Progress
Lighting & AV 2025- | 2025- | AV Project Tech
AV Setup Contractor | 08-07 | 08-09 | Contractor | Manager | Consultant Client | Scheduled
Vinyl
Branding & Branding 2025- | 2025- | Branding Project Marketing Not
Signage Vendor 08-10 | 08-11 | Vendor Manager | Lead Client | Started
Client
Inspection Project 2025- | 2025- | Project
Walkthrough | Manager 08-15 | 08-16 | Manager Client Design Lead | Client | Pending
Gantt Chart
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Tasks

Client Inspection Walkthrough

Vinyl Branding & Signage

Lighting & AV Setup

Exhibition Booth Fabrication

Retail Store Joinery Installation

Gantt Chart: Retail Fit-out & Exhibition Project
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Timeline
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8. Design Docket Review
Final docket submitted to client for approval included:

General arrangement (GA) drawings

MEP integration plan

AV & lighting layout

Material samples

Mock-up photos

Project timeline

Sign-off form with comments

Status: Approved for Execution
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— 17.1.1 Developing a Business Development Plan

A business development plan for a Retail Fit-out and Exhibition project needs to blend strategy
with strong technical and operational insight. The key technical aspects you should cover to
make the plan robust and execution-ready:

e Service Portfolio & Capabilities — Clearly outline what services you provide:
o Turnkey fit-out
o Interior design & build
o Custom joinery
o Exhibition booth design & setup
o Temporary and permanent installations
o Lighting and AV integration

In-house vs. Outsourced Capabilities — Clarify which parts are done in-house (e.g., joinery,
MEP) and what’s subcontracted.

e Target Market Segmentation
o Retail
= Luxury brands, fashion, electronics, F&B, showrooms
= Malls, standalone stores, kiosks/pop-ups
o Exhibitions
= Trade shows, expos, corporate events
= Local vs. international participation
= One-time vs. recurring booth design clients
e Project Delivery Methodologies

o Fast-Track Fit-outs — Often required for retail — Outline how you manage tight
deadlines with phased execution and parallel workflows.

o Modular & Prefab Techniques — Especially useful in exhibition design where
reusability matters.

o On-Site vs. Off-Site Execution Plan — Define how much prep is done off-site in
workshops vs. on-site installation.

e Compliance & Technical Standards
o Retail Fit-out Guidelines
= Mall management standards
=  MEP coordination requirements
=  Fire safety and accessibility compliance
o Exhibition Venue Requirements
= Load capacities
= Temporary structure permits
= Electrical/Wifi/AV systems

o Sustainability Certifications — LEED, WELL, or local equivalents (especially important
for international brands)

e Vendor & Supply Chain Management
o Approved Material List (AML)
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o Lead Times for Imported Items
o Logistics for International Exhibitions — Shipping, customs, on-site handling
e Contingency Planning
o Backup suppliers for critical items
o Last-minute fabrication capability
e Technical Proposal & Tendering Framework
o Bill of Quantities (BoQ) Development
o Value Engineering Options
o Design Intent vs. As-Built Feasibility
o Mock-up Presentations and Prototypes
e Quality Control and Handover Protocols
o Snagging and De-snagging Process
o Client Approval Milestones
o Maintenance Manuals & Warranty Documentation
o Post-Event Dismantling (for Exhibitions)
e Digital Tools & Innovation
o Use of Project Management Tools — (Asana, Trello, MS Project, Procore)
o 3D and AR/VR Presentations — For pitching concepts, mock-ups, and final designs.
o CRM and Client Tracking — For follow-ups, repeat business, and feedback analysis.

17.1.2 Analysing Client Requirements

Analyzing and interpreting client requirements for a hospitality interior design project involves
understanding the guest experience, operational flow, branding goals, and compliance
standards. While most requirements and analyzing techniques remain same as covered in
Module 15, some specific steps in this process typically involves the following steps:

o (Client Briefing & Requirement Gathering
a. Initial Discussion
o Understand the business type (luxury, tech, F&B, fashion, etc.).
o Identify project goals — branding, visibility, footfall, experience.
o Get clarity on:
= Target audience
=  Timeline and budget
= Specific brand guidelines
b. Ask the Right Questions
o What's the desired look and feel?
o Any existing corporate identity standards (CIS)?
o Are there technical preferences for lighting, signage, materials?
e Reviewing Layouts & Blueprints
a. Analyze Layouts
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o Confirm usable floor area, ceiling height, and column grid.

o Review MEP (Mechanical, Electrical, Plumbing) points — especially critical for F&B.
o Note emergency exits, fire suppression systems, and air conditioning layout.

b. Verify Against Requirements

o Does the proposed layout match the functionality needed?

o Fitting rooms?

o Storage or back-of-house?

o Demo areas or POS stations?

(o]

. Zoning & Space Planning
o Break the space into:
o Display zones
o Interaction or experience areas
o Service/support zones
e Branding & Visual Identity Alignment — Align with:

Lighting ambiance Signage

Color palettes Typography (cool/warm tones) requirements

Fig. 17.1.1: Branding & Visual Identity Alignment

For exhibitions: integrate AV elements, motion graphics, and interactive screens if
required.

e Technical and Regulatory Compliance
o Mall/venue-specific fit-out guidelines
o Local building codes (fire exits, occupancy limits)
o Electrical loading and equipment safety
o Accessibility (ADA-compliance, ramps, etc.)

— 17.1.3 Preparing Scope of Work

A good, well-defined SOW for an Interior Design project in Retail Fit-out and Exhibition clearly
defines deliverables, roles, timelines and expectations—keeping everyone aligned from
concept to handover. The SOW is similar as covered in Module 15, some different aspects are
as follows:

e Project Overview — Briefly describe the project background and objective, for example
“The project involves the interior design, detailing and execution support for a 250 square
meters luxury watch retail store located in ABC Mall. It also includes the design and
branding integration of a 50 square meters exhibition booth for the upcoming XYZ Trade
Show.
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e Project Objectives

Create a . Comly with
. Design an
functional, engagin local codes,
visually gn%i 8 mall/
appealing, modular exhibition
and brand- A guidelines
. exhibition
aligned booth and brand
interior. ’ identity.

Fig. 17.1.2: Project Objectives
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o C(Client Inputs
o Provide brand guidelines and marketing material
o Timely feedback and approvals
o Appoint point-of-contact for decision-making
o Provide site access and relevant permissions

e Exclusions
o Civil/structural engineering
o AV content creation (videos, animations)
o Fit-out execution or construction (unless bundled)

o Permit fees, mall deposits
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UNIT 17.2: Project Execution, Estimation and Task
Demarcation for Retail Fit-out and Exhibition Project

— Unit Objectives ©

At the end of this unit, the participants will be able to:

1. Explain the process of preparing a project estimate and related documents in consultation
with internal teams.
2. Explain the guidelines for performing client visits, inspection, and reporting of assigned
Retail Fit-out and Exhibition project.

3. Identify and demark tasks and responsibilities based on technicalities of the assigned
Retail Fit-out and Exhibition project.

4. Identify design docket and specifications based on client requirements and project
execution parameters for Retail Fit-out and Exhibition project.

— 17.2.1 Project Estimates for Retail Fit-out/Exhibition Projects —

When preparing a project estimate and related documentation with internal team for use on
Retail Fit-out and Exhibition interior design projects, it is important to be structured,
transparent and aligned with your execution and procurement strategies.

While most of the estimates involve same documents preparation as described in Module 15,
some additional aspects for preparing project estimates are:

e Project Estimate Summary (Cost Plan) — Costs involved include:

Contl;igst;ncy “ Design Fees

Financial buffer Costs associated

for unforeseen with design
expenses phases and site

visits

Exhibition Booth
Costs
Expenses for

Fit-Out Costs

Expenses for civil

booth structure works,
and AV equipment partitioning, and
finishes
MEP Adjustments Joinery &
) Furniture
Mechanical, .
- Custom furniture
electrical, and .
) and joinery
plumbing expenses
adjustments p

Signage & Lighting &
Branding Electrical
Costs for signage Lighting and
and branding : electrical
elements installation costs

Fig. 17.2.1: Project Estimates — Cost Plan
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o Drawing Register / Design Package Tracker — Keep track of drawing status and versions,
such as:

o Drawing Name/Code

o Description

o Status (In progress, Final, Issued for Construction, etc.)
o Responsible Designer

o Issue Date

o Client Comments

e Time Schedule / Gantt Chart — High-level view of design and fit-out timelines. The phases
may include:

o Concept Design

o Client Approval Cycles

o Schematic Development

o Detail & AFC Drawings

o Material Submittals

o Fit-Out Duration

o Snagging & Handover

o Exhibition Set-up/Breakdown

e Risk Register (Optional) — Helps the team pre-empt issues before they impact timelines
or budgets, risks may include:

o Client delay in approvals
o Long-lead items (custom lights, imports)
o Exhibition venue access issues

o Budget cuts or changes

— 17.2.2 Guidelines for Client Visits, Inspections and Reporting—

The guidelines for Client Visits, Inspections and Reporting in a hospitality interior design
project are same as covered in Module 15.

— 17.2.3 Delegating Tasks

To delegate tasks and responsibilities for commercial and hospital interior design projects, the
activities are same as covered in Module 15.

— 17.2.4 Design Docket—Review and Approval

Reviewing and approving a Design Docket for an academic institution interior design project
is similar to the aspects and documents covered in Module 15.
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— Summary £

A business development plan for retail fit-out and exhibition projects includes outlining
services offered, market segmentation (e.g., retail brands, trade shows), compliance with
building codes and technical standards, and integrating sustainability goals.

Client requirements are analyzed by understanding the project type (luxury, tech, F&B),
reviewing layouts, and aligning designs with branding and visual identity, while ensuring
compliance with regulatory guidelines.

The scope of work (SOW) for retail fit-out and exhibition projects defines deliverables,
timelines, client inputs, and exclusions (e.g., civil engineering, AV content creation),
ensuring all parties are aligned from design to handover.

The process includes detailed planning for service execution, vendor management,
contingency planning, and quality control, including post-event dismantling for
exhibitions.

Project estimates for retail fit-out and exhibition projects are structured and transparent,
with a focus on alignment with procurement strategies and execution timelines, including
cost plans and risk registers.

Client visits, inspections, and reporting for these projects involve ensuring that the design
meets the client’s functional, aesthetic, and regulatory requirements, with a focus on
brand guidelines and layout functionality.

Task delegation is based on project phases, and roles and responsibilities are clarified to
ensure smooth execution. The process includes preparing Gantt charts and maintaining a
drawing register.

The review and approval process for design dockets ensures that the project design aligns
with client requirements and technical feasibility before moving forward to the next
phases.
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]

— Exercise
A. Multiple Choice Questions (MCQs)

1. What should a business development plan for a retail fit-out and exhibition project
include?

a. Only aesthetic design features

b. Services offered, market segmentation, compliance with standards, and sustainability
goals

c. Ignoring compliance standards
d. Focus on interior decoration only

2. How should client requirements be analyzed for a retail fit-out or exhibition project?
a. By reviewing layouts and ensuring alignment with branding and visual identity
b. Focusing only on the budget without considering other factors
c. lgnoring regulatory requirements
d. Only considering customer preferences without technical standards

3. What is typically included in the scope of work (SOW) for retail fit-out and exhibition
projects?
a. Only the aesthetic aspects
b. Deliverables, client inputs, timelines, and exclusions like civil engineering
c. Just the furniture specifications
d. Only the technical aspects of the design

4. Which of the following is a key element in the project estimate for retail fit-out and
exhibition projects?

a. Only the design costs

b. Project Estimate Summary, Gantt chart, and Risk Register
¢. Only material costs

d. Ignoring timelines

5. What does the review and approval process for a design docket ensure?
a. That the project design aligns with client requirements and is technically feasible
b. That no client input is required
c. That the project timeline is ignored
d. That only aesthetic design elements are approved
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—Practical Activity: Retail Layout Planning and Zoning

Optimization
Scenario

You are part of a design team hired by a mid-size retail chain that sells apparel, electronics, toys,
and seasonal items. You have been provided with the store layout above. Your goal is to analyze

the layout, identify improvement opportunities, and propose an updated layout plan to

enhance both visual appeal and shopping efficiency.

A
|
|
|
|
|
|
|

) I

Tasks

Task 1: Zone Evaluation Matrix

Create a table to assess the placement of each major department.

Zone Placement Visibility | Footfall
Score (1-5) Expected

Is It Optimal?
(Y/N)

Why / Why
Not?

Women's
Clothing

Home
Electronics

Snack Bar

Checkout

Deliverable: Completed evaluation matrix with justification.
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Task 2: Identify 3 Customer Journey Issues

e Based on the flow arrows and placement, identify at least three problem areas in the
customer path (e.g., crowding, low engagement zones, unclear transitions).

e Suggest improvements for each issue.

Deliverable: Written response with bullet points.

Task 3: Re-Zoning Proposal
Using the same layout structure:
e Propose one major improvement in each of the following:
o Product Placement (e.g., Women's Clothing at front)
o Checkout Experience
o Restroom/Service Area Positioning
Deliverable: Sketch or re-labeled layout plan (can be drawn digitally or manually with labels).
Task 4: Justify Proposed Changes
Write a short note explaining the logic behind your new layout:

e Mention retail design principles like "Decompression Zone," "Right Turn Bias," "Power
Wall," or "Destination Zones".

e Connect your justification with the customer journey and sales uplift.

Deliverable: 200-300 word write-up.

Final Submission

e Layout Evaluation Table

e Journey Issues + Suggestions
e Updated Zone Plan Sketch

e Justification Write-up
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Employability Skills is available at the following location

B

"

https://www.skillindiadigital.gov.in/content/list

Employability Skills
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Practices and Communication ch?v=X3Fz_Gu5
Communication | Skills WUE&t=56s
Skills
How to Take https://www.yo
Notes for Work utube.com/wat
ch?v=TOghJdHLJ
Tc
Module 5: UNIT 5.1: Client | INTERIOR https://www.yo
Requirements DESIGN - SITE utube.com/wat
and Worksite ANALYSIS ch?v=YX-
Analysis 3082xEQO
UNIT 5.3: How to Write https://www.yo
Defining and Scope of work? utube.com/wat
Finalizing Scope ch?v=0acSSamq
of Work P6s&list=PLY4F
BBsBYJZ1_jz_4L
CeiGhM9NK170
9lr
Module 6: UNIT 6.1: Project https://www.yo
Procurement Procurement utube.com/wat
and Project Basics ch?v=Ax0OeDES8c
Coordination P8k
UNIT 6.3: Digital | Financial https://youtu.b
and Financial Concepts e/WN9Mks1s4t
Literacy in M?t=49
Project
Management
Module 7: UNIT 7.2: Vendor https://youtu.b
Vendor Management e/-
Management MmqZ2CBIUQ?t
and Resource =115
Planning
Module 8: UNIT 8.1: Team Boost Team https://www.yo
Management Productivity utube.com/wat
ch?v=I7Xqvénzd
6U
UNIT 8.3: Performance https://www.yo
Performance Management utube.com/wat
Management ch?v=WYMr8NZ

dG54




Module 9: UNIT 9.1: Handover pack https://www.yo L
Design Docket for your interior utube.com/wat -
designers ch?v=mQUUs7 =
MLDK8&t=5s W i
Module 10: UNIT 10.2: Complaints https://www.yo E -
Quality Control Handling the utube.com/wat o
and Grievance ISO 10002 Way ch?v=YLh2Q2M
Management Serl
Module 11: UNIT 11.3: Cardiopulmona https://www.yo
Emergency ry Resuscitation utube.com/wat
Preparedness (CPR) ch?v=hTS6gtaT
and Response Hcl
How to Use a https://www.yo
Fire utube.com/wat
Extinguisher ch?v=w4jHpHoY
Zhk
UNIT 11.4: Essential Safety https://www.yo
Safety Signs Signs utube.com/wat
ch?v=SqZ5np_IC
r0
Module 12: UNIT 12.2: Materials and https://www.yo
Sources of Resources utube.com/wat
Energy and ch?v=YaZ9tKBCJ
Consumption x8
Module 13: Unit 13.1 - Kitchen Design: https://www.yo
Business Layout, utube.com/wat
Development Materials & ch?v=yLpNZEw
and Client Dimensions | MIWs
Requir.ement Lighting,
Ana.Iy5|s for Countertops &
Residence and Appliances |
Kitchen Project
Color Combo
Module 14: Unit 14.1 - Hospital https://www.yo
Business Interior Design utube.com/wat
Development ch?v=nfN1p0Gz
and Client Q5g
Requirement
Analysis for
Academic
Institution
Project
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Participant Handbook

—Sample Documents and Questionnaires

Job Card

bt

FORMAT - JOB
CARD.xlsx

Questionnaire - Corporate Office

bt

Questionnaire -
Corporate Office.xlsx

Questionnaire — Hospital

bt

Questionnaire -
Hospital.xlsx

Questionnaire — Hotel

bt

Questionnaire -
Hotel.xIsx

Questionnaire — Restaurant

bt

Questionnaire -
Restaurant.xlsx




Assistant Project Manager (Interior Design)

Questionnaire Residential

| ™
A
Questionnaire
Residential.xlsx

Questionnaire- Retail Space
™
X
Questionnaire- Retail
Space.xlsx




—Sample Records

Document Name

Purpose

Sample Content

Bill of Quantities
(BOQ)

Detailed list of materials, parts, and labor with
quantities and cost estimates, used for
budgeting and tendering.

Item name, description,
unit, quantity, rate,
amount

Bill of Materials
(BOM)

A comprehensive list of raw materials,
components, and assemblies required for
construction or fabrication.

Material description, code,
quantity, supplier

Work Schedule

Timeline showing planned start and finish
dates for project tasks and milestones.

Task description, start
date, end date,
dependencies

Vendor Quotations

Cost estimates provided by suppliers or
contractors for goods or services.

Vendor name, items
quoted, unit price, validity
date

Purchase Orders

Official order issued to vendors for purchasing
materials or services, confirming agreed terms

PO number, vendor name,
item details, delivery date

and prices.
No Objection Formal approvals from regulatory authorities, Issuing authority, purpose,
Certificates (NOCs) local bodies, or clients confirming that the date, conditions
project meets legal, safety, or community
requirements.
Compliance Certificates ensuring that the project complies | Approval type, authority,
Approvals with local laws, environmental guidelines, and | approval number, date
safety standards.
Client Records of key decisions, approvals, and Meeting notes, emails,

Communication
Records

discussions with the client throughout the
project lifecycle.

approval letters

Design Change
Orders

Documents capturing changes to approved
designs, including reasons, impacts on cost
and timeline, and client approvals.

Change description,
reason, approval, impact
analysis

Progress Reports

Periodic updates summarizing completed
work, pending tasks, site photos, and progress
against schedule and budget.

Report date, work
completed, issues, next
steps
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NOCs (No Objection Certificates) are essential approvals issued by authorities such as local
municipalities, housing societies, environmental bodies, or fire safety departments. They
confirm that the proposed work is permitted under local regulations and that no objections
remain from relevant parties. The APM may assist in preparing the required documentation
and follow up on obtaining NOCs to avoid legal or regulatory delays.

Sample Template 1: Bill of Quantities (BOQ)

Item No. | Description Unit | Quantity | Rate (X) | Amount (X)
1 Flooring tiles Sq. ft. | 500 150 75,000

2 Interior paint Sq. ft. | 1,200 50 60,000

3 Electrical fittings | Lot 1 1,00,000 | 1,00,000
Total 2,35,000

Sample Template 2: No Objection Certificate (NOC)
No Objection Certificate (NOC)

Date:
NOC Number:

This is to certify that [Name of Project or Company], located at [Project Address], has no
objection from [Issuing Authority/Organization] to carry out the proposed [type of work, e.g.,
renovation/construction/interior work].

The applicant has fulfilled all the necessary conditions and obtained the required approvals
under applicable laws and regulations.

Issuing Authority:
Authorized Signatory:
Contact Details:

Conditions (if any):
o  Work should comply with local safety and environmental regulations.
e Work hours should adhere to approved timings.

e Any deviation will require fresh approval.
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Participant Handbook

Sample Template 3: Progress Report

Project Progress Report

Project Name:

Site Address:

Reporting Date:

Task/Area Planned Status | Actual Status | Remarks

Flooring 100% by 15 May | 80% complete | Delay due to material delivery
Electrical work | 50% by 20 May | 60% complete | On track

Painting Not started Not started Scheduled next week

Photos Attached: Yes / No

Issues Identified:

Next Steps:

Prepared By:

Reviewed By:
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