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// For best readability, select appearance > 100% for Mac and the equivalent for PC //

You are welcome to print a copy of this document for your personal use. Other than that, 

no part of this publication may be reproduced, stored, or transmitted in any form or by any 

means, electronic, mechanical, photocopying, recording, scanning, or otherwise without the 

prior written permission of the author. Requests to the author and the publisher for permis-

sion should be addressed to the following email:  

claireahung@gmail.com

Limitation of liability/disclaimer of warranty: While the author and publisher have used their 

best efforts in preparing this guide/workbook, they make no representations or warranties 

with respect to the accuracy or completeness of the contents of this document and specifi-

cally disclaim any implied warranties of merchantability or fitness for particular purpose. No 

warranty may be created or extended by sales representatives, promoters, or written sales 

materials.

The advice and strategies contained herein may not be suitable for your situation. You should 

consult a professional where appropriate. Neither the author nor publisher shall be liable for 

any loss of profit or any other commercial damages, including but not limited to special, inci-

dental, consequential, or other damages.

Due to the dynamic nature of the Internet, certain links and website information contained in 

this publication may have changed. The author and publisher make no representations to the 

current accuracy of the web information shared.
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This packet is to help you navigate the entire interior design process from start to finish. In-
side you will find details about each stage, what to expect, and what is needed from you.

Please review this all now, so there are no surprises during the project. There’s a detailed FAQ 
section at the end of this packet, or you can reach out to me via email if you can’t find the 
answer to your question within.

I work Monday to Friday 9am – 6pm US EST, and closed for all US national holidays, unless 

expressly noted during your booking process. In addition, any vacation closures will be com-

municated prior to the start date of the project, if known at that time.

Project communication will be run through my preferred project management software Asana 

It’s free to use and there’s even an app for your phone (iPhone or Android) to make communi-

cation and project tracking easy. 

Feeling overwhelmed by the idea of learning a new tool? Here’s a brief tutorial video made 

just for you, introducing how we’ll use Asana together during this process.

Lastly, should anything outside of the project particulars require our attention, please email 

me at claireke@homepolish.com.
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Below you will find details on what’s included in your interior design package:  

(note: not all items may apply to your project, however please review all applicable sections)

• Consultation - Client Prep and In-Person Meeting

• Proposal - Moodboard, Scope of Work Outline, Estimated Design Services, Estimated 

Design Budget

• Conceptual Design - Moodboard Finalization, Roomboards

• Schematic Design - Preliminary Plans, Preliminary Sourcing

• Design Development - Plans, Custom Design, Preliminary Sourcing

• Construction Document Production - Plans, Elevations, Specifications & Notes,  

Schedules

• Permit & Expediting Process - Licensed Architect, Expediter, Process

• Bid Process - Bid Package, Timeline & Review, Awarding the Job, Scheduling Con-

struction

• Interior Design Development - Finalize Sourcing, Update Plans & Schedules, Finalize 

Custom Design

• Construction & Administration - Construction Process, Construction Oversight

• Interior Design & Installation - Trade & Delivery Coordination, Installation Oversight

• Project Completion - Styling, Photography

Don’t see what you need? Let me know and I’ll see if I can make it happen! In addition, please 

communicate any future developments for your space, i.e. in a year or two, you’d like to 

add-on or expand into more space. Giving me your future growth needs can help insure the 

design is built for those changes.

There are a lot of different needs your space and the smaller spaces it breaks down into must 

meet, and knowing exactly what that is, is key to the success of the project. Below is a brief 

overview of what is needed from you to start:
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• Intentions – What are you using the space(s) for?

• Needs – What functions must the space(s) serve?

• Brand Identity – What is your brand identity? How do you want it to be communicated 

in the space? What do you want clients to feel?

• Team Experience – What are the needs of your team? How do you want your team to 

feel in the space(s)? 

• Client Experience – What is the experience you want your clients to have? 

• Deadlines – Are there any deadlines we should know about that your space(s) needs to 

be ready for?

In addition to the above, I recommend giving me a visual idea of what you want your space(s) 

to look and feel like. The best platform to put all of this in one place is Pinterest. 

If you don’t already have a profile, you will need to create one, and follow Claire Hung Design 

in order for us to have a shared secret board. I can create the secret board and invite you, for 

which you will need to accept the invitation, or if you’ve already started one, just send me an 

invitation.
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Begin by adding images to the shared secret board that inspire you. I’ll take a look when 

you’re ready and start adding images that expand on those concepts – including room 

scenes, finishes, furniture & accessories.

If you’ve already clipped out images from magazines or made copies or prints from the web, 

that works too. Do not feel like you have to use Pinterest or provide web-based images in 

order for the project to be successful. In fact, if you don’t have any images to share, not to 

worry, the design process offers us an opportunity to find images and present them to you 

during the proposal and conceptual design phase. I pick these images based on the consulta-

tion, and the questionnaire if you chose to fill one out.

If you’re already working with a furniture representative through a contract design vendor, 

please let me know, so my proposal can account for any parts of the process that the repre-

sentative will be taking on. I will of course include an estimate of my time to work with them in 

facilitating the design.

Lastly, should anything change during the interior design process, please let me know as soon 

as possible. Depending on the changes introduced, an amendment to the estimated design 

services and estimated design budget may need to occur – especially if work needs to be 

redone.
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While this is a basic outline of the design process, each project is different, and these steps 

may or may not be included based on the scope of work, and your needs throughout the 

process:

• Questionnaire – This optional questionnaire is a way for me to come prepared to your 

Consultation. Do not worry if you decide not to fill it out, I can still move forward with the 

project regardless.

• Gather Inspiration – Whether on Pinterest, clippings, or if you prefer to talk about it in 

the consultation, that’s fine too!

• Free Consultation – It’s ideal that we meet in the space(s) that you wish to alter 

through the Interior Design process. If this is not possible, please provide me with de-

tailed images, plans, and specifications of the space(s). 

• Proposal – After reviewing all the details about the project and the space(s), I’ll pro-

vide you with a design proposal that includes a Moodboard, Scope of Work, Estimated 

Design Services, and Estimated Design Budget.

• On-Boarding – If you’re happy with the project proposal, and are ready to move for-

ward, your dedicated account manager will set up your initial package for purchase.

• Time Tracking – You will receive weekly time reports outlining how I spent time on your 

project. When 10% of the remaining hours are left, you will receive a request to purchase 

another package of hours. Should the project scope expand, change, or require more 

work/involvement than previously calculated, I can make any necessary updates to the 

estimate.

• Project Management Tool – Alert me to your preferred email to invite you to your proj-

ect on our project management portal. In addition, we can invite multiple people, and 

assign them to your preferred areas of the project.

• Conceptual Design – I’ll take the moodboard provided in your proposal, and make 

changes based on your feedback - doing so allows both parties to commit to a design 

direction. Once the moodboards are approved, preliminary space plans & roomboards 

will be provided for the main space(s) for your review and approval. 

• Schematic Design – In this phase, I will create accurate plans based on the approved 

preliminary space plans & roomboards. These plans often include construction layout, 

furniture & lighting.
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• Design Development – Once the scheme is approved, I will flesh out all details about 

the project, inlcuding finishes, custom construction details & built-ins in preparation for 

the construction document production.

• Construction Document Production – In this phase, I will create all construction docu-

ments: plans, elevations, specifications & notes, and coordinating schedules for installed 

items. (note: this is not a calendar, but a list of items & their locations noting installation require-

ments)

• Permit & Expediting – I’ll assist in finding and hiring a Licensed Architect and Expe-

diter to submit your plans to the Department of Buildings (DOB), obtain the permit, and 

meet all permit requirements throughout the process.

• Bid Process – With the construction documents complete, I will send the entire pack-

age to a few General Contractors for them to review and submit bids for the project. 

I’ll help you navigate the entire process so we can get construction underway once the 

permit is available at the DOB.

• Interior Design Development –  This phase may occur concurrently or after the Con-

struction Document & Bid Phases, in which we finalize all items for purchase especially 

those for Contractor install. Freestanding or Vendor installed items may be finalized once 

the Bid Phase has begun.

• Construction & Construction Administration – It’s typical that a Designer will oversee 

the execution & completion of the design, and help answer any questions that the Con-

tractor has in order to complete the job.

• Interior Design Delivery & Installation – Once construction is complete, I will oversee 

any special installations, furniture deliveries, and place all items where they were outlined 

in the plans & elevations.

• Project Completion – This is where I like to style the space(s) for a photoshoot for our 

portfolio. I’ll make sure this doesn’t affect your move-in or use of the space. 
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QUESTIONNAIRE:

With the optional design questionnaire, I can learn all about your project’s details, and maybe 

even help address areas you hadn’t even thought about yet. However, don’t feel like you have 

to fill out the questionnaire, it’s merely a tool to help speed up the process, and give me a 

jump-start on your project before we meet for your free consultation.

GATHERING INSPIRATION:

You may be finding it easy or hard to pin to your PInterest board. If it’s the latter, than using 

the Pinterest search function to help find ideas for keywords that relate to your brand and/or 

intentions is a great start. I’ve also got some great boards for you to peruse – head over to my 

profile on Pinterest:

In addition, if you’re not finding what you want on Pinterest, here’s a short list of websites I 

love to find inspiration:

- Interior Design Magazine

- Contract Design

- Hospitality Design 

- Work Design Magazine

- Hospitality Interiors

- Mix Interiors

The images you find can even be from Residential sources as well; they can be for overall style
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or for one-off elements that you like. Feel free to also gather any images of furniture, finishes, 

lighting or even accessories. Doing so can help us understand what you expect from our work 

together. I will help guide you on what’s possible, should you have any budgetary restrictions, 

but for now go ahead and dream big!

Again, if you have clippings from magazines, or just wish to show me the space and discuss in 

person, that’s fine too! We can start from any point, and work with you to manifest a cohesive 

vision for the space.

FREE CONSULTATION:

At the Consultation, we’ll go over the scope of work for the space, your desired timeline in-

cluding any deadlines, and take preliminary photographs of the space. From there, I’ll take all 

of this information and create a proposal for you.

PROPOSAL:

The proposal is a way for me to make sure I’ve understood your vision for the space, and the 

scope of work. In it you will find an estimated design budget broken down by the scope of 

work, either by room or by material. I arrive at this estimate by doing very preliminary sourcing 

based on our moodboard, calculating potential material costs based on the budget received, 

and any other elements you’ve asked me to consider as part of the project scope.

It will also provide an estimate in the amount of design hours I imagine it will take me to com-

plete your project. However, this is just a preliminary guide, and may not be the actual time it 

takes me to execute the project. There are several reasons why a project’s estimated design 

hours may change, here are just a few examples:

- Change in Scope of Work

- Unforeseen Circumstances (ex. a hidden pipe behind a wall)

- More Visualization Tools Required

- Client Communication Preferences Change

- Issues with 3rd Parties (ex. manufacturing or delivery issues)

- Our Level of Involvement
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All of these are very common reasons why estimated hours may change, none of which need 

to be a negative element in the project. In fact, things like Level of Involvement or More Visu-

alization Tools Required, are parts of the process to ensure you feel comfortable with moving 

forward. It would not be ideal to find out you dislike something once it has been installed or 

you need us to help you manage the entire or parts of the project. Rather, I hope that this 

booklet will help you feel more at ease about all the shifting variables that can occur, so they 

are less suprising when they do.

Lastly, you will also find an inspiration / mood board filled with images of spaces that reflect 

the look and feel of what we understand you’d like the space to be like. In addition, I may also 

include images of materials, like upholstery and wallpaper, or individual products, like chairs, 

tables or light fixtures. Know that the moodboard can be revised, as it is just a starting point 

for the project.  Here’s an example moodboard for reference:

As you can see, it can give you a sense of the colors, textures, and style I’ve begun to envision 
for your space. It’s merely a starting point, and once we begin the project, the design along 
with the budget estimates will evolve and be updated according to the direction of the proj-
ect.
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ON-BOARDING:

If you are ready to move forward after receiving the proposal, your dedicated account manag-

er will provide you to a link to purchase your initial package of hours. Once you’ve purchased 

the package, I will reach out to you to begin the design process.

TIME TRACKING:

You will recieve weekly reports detailing how much time was spent on your project, and the 

specifics about what was executed during those intervals. Upon receiving these reports, if you 

have any questions or concerns, please notify us as soon as possible, and no later than five 

(5) business days after receipt. Delaying your response may create unavoidable circumstances 

that could lead to delays in the project. Again, all of this transparency is so you are fully aware 

of what I am doing to execute the project as a whole.

When ten (10) percent of your package of hours remains, I will send you a notice to purchase 

another installment of hours. In addition, if any changes in the estimate of hours has occurred 

you will receive this upon billing if not prior. 

If your payment is delayed, please know that I will cease working on your project once the 

remaining ten (10) percent has been used.

PROJECT MANAGEMENT TOOL:

To manage your project, I like to use Asana. Asana is an online software program that allows 

us to easily organize and track all phases and parts of the project. I’ll invite you to your project 

via the email of your choice. We can even add multiple team members and assign them to all 

or specific parts of the project. 

In Asana, you will find a list of each phase with their sub-tasks. Each task & subtask can con-

tain conversations and feedback relative to that item. In addition, I also create a list of the 

spaces (task) & their interior items (subtask) included in the scope of work for you to gather 

and share your thoughts with me, both on that particular space, as well as the items within.

Participating in the project management with me using Asana, can be as simple as merely
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responding to emails in your inbox. You simply hit reply, and any text within the reply will be 

added to the task or subtask you are replying to. I also recommend that you either bookmark 

the link to your online portal or download the Asana mobile app, in order to have the project 

and its many phases at your fingertips.

To help you understand how we can use this awesome online tool together, I’ve made an easy 

and brief tutorial for you. And don’t worry you can still email me, and I can add your feedback 

to your project in Asana.

CONCEPTUAL DESIGN:

As part of your project proposal, you received an inspiration / moodboard containing images 

of inspiration for your project based on the initial consultation. The images found were part 

of a preliminary sourcing round, which typically includes furniture, finishes, accessories, and 

images of interiors. 

Part of the conceptual design phase is to make sure the moodboard is inline with your vision 

for the space. If it is not, and needs some tweaking, please communicate what you do and 

don’t like about the moodboard. It’s important that the design direction be agreed upon prior 

to any further design work - doing so will minimize extra time & costs associated with fixing it 

later.

Once the moodboard has been adjusted and is approved by you, I can move on to doing 

preliminary space plans and roomboards to continue fleshing out the direction of the project. 

In order to provide accurate plans, I ask that you either share any plans you may have of the 

space, whether in a .pdf or .dwg (AutoCAD) format. Doing so will save me time in having to 

fully survey your space, but is not required if there are no previous plans available for use. If 

there are no plans to share, I will come into the space and record all of its measurements to 

design accurately with.

I will then create preliminary space plans, which may involve architectural elements, if an inte-

rior renovation is occurring, otherwise they will be simple studies of furniture layouts. These 

preliminary space plans will help narrow down the specific types of interior layouts possible, 

as well as what size and types of furniture it can contain. 

Roomboards are color representations of each main room. Roomboards typically integrate
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images of finishes, furnishing and sometimes accessories laid out in such a way to give an 

idea of what the room will look like. Here’s an example of one:
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All images are typically a mix taken from existing conditions of the space, and from furniture 

& finishes found online from various retailers. This is not an exact 3D replication of the space, 

as 3D drawings can take more time to create. Roomboards are made by using Photoshop 

to cut out items in images, and placing them together in a similar arrangement to the space 

plans, with a background that indicates any pre-existing or proposed architectural elements 

and finishes. 

I typically choose one main view of the room, but can provide multiple views should you re-

quire a full study of the space. Please be advised that roomboards are time-intensive, and can 

typically take anywhere from five (5) or more hours per view/roomboard.

Once complete, I’ll work with you to help you understand what each space plan & roomboard 

offers, and walk you through the particulars of each layout. I typically like to do this in-person, 

however this can also be achieved remotely using shared-screen meeting software via the 

internet. 



Any revisions, adjustments, and changes can be made to the space plans and roomboards 

until we settle with a design direction you feel comfortable with. Once you’re comfortable, it 

is vital that your approval is received. 

All items in this stage and moving forward will require your written consent and signature on 

the moodboard and layout in order for the project to move forward. While this may seem 

daunting, know that the design direction can change throughout the project due to unfore-

seen variables, or if you’ve changed your mind. Please be advised that making changes to the 

design direction later in the project can increase project costs.

SCHEMATIC DESIGN:

In this phase, the scheme of the architectural and/or interior design is fleshed-out based on 

the approved preliminary space plan and coordinating roomboards from the conceptual de-

sign phase. 

For any architectural changes to your space, I will input the approved preliminary plans into 

AutoCAD to create the exact layout, if I have not done so already as part of the conceptual 

design phase. You can expect an architectural floor plan outlining changes to the arrange-

ment of the space that typically require construction, as well as a furniture plan. 

If interior architecture is to occur as part of your project, it is likely I will focus primarily on the 

finishes associated with the construction of the space, and reserve the finish samples for walls 

and furniture till the interior design development phase. 

If your project only consists of interior design, you will be presented with furniture, lighting 

and finish options for you to choose from, along with a preliminary budget. I will compile a 

few options per item, that either fit within your budget or if the budget has not been set, it 

will be a few options typically showing low, middle, and high-end pricing. 

Again, it is typically that we review these options together in-person to help explain their 

application and costs. However, you can receive the packet and it’s coordinating samples, so 

that a remote meeting can be set up online. 

If you find that you wish to see more options, or revisions to the options presented, please let 
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me know. Please give me detailed feedback as to what you do and do not like about the 

options presented, so that when I go back to changing the plans or sourcing alternatives for 

you, I have a better idea of what it is you’re looking for. 

Lastly, once you feel ready to commit to the schematic design direction, I will need your 

written approval along with your signature on any approved drawings, furniture images, and 

samples.

DESIGN DEVELOPMENT:

True to its title, this phase is all about developing the design direction that’s been narrowed 

down and approved in the conceptual & schematic design phases. 

If your project requires interior architecture, I will use this phase to begin integrating the 

architectural finishes, custom millwork or cabinetry layout, and any custom details unique to 

your space that we wish to communicate to the general contractor or sub-contractors. 

It is unlikely that I will focus on the interior design at this time, so that we can expedite the 

process of involving a licensed architect & expediter to assist in acquiring any necessary per-

mits, as well as going through the bid and on-boarding process for a general contractor. 

However, if your project does not include interior architecture, I will use this phase to begin 

developing the full-scope of the design, and begin amassing it into a set of drawings (plans & 

elevations) for installers and vendors to use in order to execute their respective area of exper-

tise.

In this phase you will be asked to review all design documents - plans, elevations, etc., and 

either provide feedback for revision or written approval and signature.

CONSTRUCTION DOCUMENT PRODUCTION:

The construction document production phase is a continuation of the design development 

phase. In this phase, I will continue to work on all design documents that are required for 

tradesmen to execute accordingly.
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If your project involves interior architecture, this phase will be used primarily to create a set of 

construction drawings, schedules, and a specification & notes package for general contrac-

tors to bid the project as a whole. Here’s a brief explanation of each type of documentation:

Construction drawings typically comprise of a demolition plan, construction plan, electrical 

plan, reflected ceiling plan, elevations of all walls, and details for all millwork and unique con-

struction details.

Schedules in a construction set refer not to the timeline of the project, but are lists of items 

to be installed by the general contractor. Typical schedules include: door & hardware; light-

ing; and finishes - like paint, wallpaper, stone, etc. Additional schedules may be needed for 

unique installations.

The specifications & notes document is best described as a manual for the building process, 

and refers back to the drawings and schedules accordingly. In this document, you will find 

my specific requirements for the general contractor to bid and adhere to for the project. For 

example, I will specify the type of sheetrock to be used throughout the project, what kind of 

finishing process I require for the sheetrock and walls, as well as notes on how the job site is 

to be treated and left at the end of each day.

While it is important to communicate as many details as possible within this package, interi-

or design details need only be communicated if they require installation on the contractor’s 

part. For example, lighting locations and type will be provided, but the exact lighting fixture 

need not be known at this time, unless it is to be custom made and installed by the electrical 

contractor.

If your project does not require interior architecture, this phase will be used to complete any 

and all drawings - plans, elevations, and/or schedules, to communicate the exact locations, 

layout, and installation requirements for vendors, installers or workmen that will assist in the 

execution of the design.

Of course, in this phase as in all phases, you will be asked to review all design documents 

- plans, elevations, etc., and either provide feedback for revision or written approval and 

signature.
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PERMIT & EXPEDITING:

This phase is for interior architecture only, and is not required if there are no changes to the 

plumbing, electrical, mechanical, or architectural layout of your space. 

If your project requires approval by the landlord, condo or co-op board, please alert us at 

the start of your project, as it usually requires communication with them at the onset of the 

project and throughout. You will indeed need their approval in order to apply and receive a 

permit for the work you’d like to do. Be advised that something as simple as changing plumb-

ing fixtures may require your building’s approval as well as a permit from the Department of 

Buildings (DOB).

It is not uncommon for Clients to use an unlicensed Architect or Interior Designer to create 

the drawings for the Construction prior to on-boarding a licensed Architect. The licensed 

Architect will typically review the construction documents and prepare a permit set to be pro-

cessed through the DOB.

In NYC, it is more likely that the licensed Architect will use an expediting service to get your 

permit plans through the review process, so you can get your permit sooner rather than later. 

Sometimes licensed Architects may have expediters who are part of their office, or a third 

party may be hired. Regardless, it is not advised to try and get a permit without an expediter, 

as it could seriously delay your project in various ways.

Throughout the permit drawing review process with the DOB, we may be asked to revise 

parts of the design based on requirements by the DOB. If this occurs, the licensed Architect 

shall review the issue with you and I prior to making any changes to the plans. Your approval 

of these changes will be required in order to move the project forward and receive a permit.  

If these changes impact the original design, then time will need to be spent making changes 

to the project documentation, as well as any revised quotes from the general contractor. 

Once the permit drawings are approved, the general contractor will be responsible for pulling 

the permit. Be advised that general contractors will not do so unless they’ve been hired for 

the project, and have received a signed contract along with a deposit for the work.
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BID PROCESS:

In the bid process phase, a bid package is amassed using the construction documents, in-

cluding the schedules and specifications & notes. Each General Contractor (GC) will receive a 

full package, and typically needs a week or more, depending on the scope of work, to pre-

pare a bid. Sometimes, landlords and condo/co-op boards require you to choose from a list 

of their approved contractors, and will not accept other non-approved GCs.

The bid will contain a general breakdown of all costs associated with the construction of the 

project, and should closely reflect the outlined scope of work. If a bid does not clearly outline 

the scope of work, and is too general, I recommend requesting further clarification / detail 

from them on the bid. Doing so will help me advise you on which contractor may be the best 

for the project.

It is easy to get romanced by a low bid number, however those low bid numbers could be so 

general that the GC will have knowingly factored in change-orders that will amount to the 

same if not more than what others have quoted for the job.

Once all of the bids are in and any clarifications have been received, I can assist you in review-

ing them all and landing on who might be the best for the job. We will then officially award 

the job to the GC of your choice and you will enter into contract with them.

The GC is then responsible for providing insurance to the building landlord or condo/co-op 

board, as well as meeting all city and state licensing and legal requirements. In addition, the 

GC is also responsible for pulling the permit from the DOB when it becomes available. There 

is always a fee associated with picking up a permit at the DOB, and it is either covered in the 

construction quote or is billed to the Client separately.

The contractual agreement is always between the GC and the Client, and the Interior De-

signer, Architect, and/or licensed Architect are merely there as a professional to assist in the 

creation and execution of the project.
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INTERIOR DESIGN DEVELOPMENT:

The interior design development phase may occur concurrently with the construction docu-

ment & bid phases in order to provide all relevant information needed for the GC to start the 

project. However, non-GC installed items may be tackled after the bid process, barring that it 

does not negatively impact the completion and delivery of the project. 

In this phase, I will provide you with any and all furniture, finish and accessory options for your 

approval. All items will be presented with a few options for you to choose from along with 

a detailed budget to help you understand the cost of all of the interior elements to be pur-

chased. 

If your project does not require interior architecture, I will simply continue developing the 

design from the schematic design phase, finalizing all furniture, finishes and accessories for 

purchase and install. You can expect the preliminary budget from the schematic design phase 

to become more accurate, and upon your approval, a shopping list that we can use to coordi-

nate purchase and delivery according to your project’s timeline.

If your project involves the installation of vendor installed finishes or items, I will finalize and 

coordinate the installation schedule accordingly. Such finishes may include custom paint de-

sign, wallpaper, custom plaster wall finishes, the hanging of art, drapery installation, etc.

Again, your written approval and signature will be required prior to the purchase of any and 

all interior elements. If I am able to secure a trade discount for an item, I will pass the savings 

onto you. In most cases, the Client shall pay the Vendor directly, and is responsible for the 

agreement with the Vendor. If I am required to purchase the item for you, I must receive pay-

ment from you prior to acquiring the item. 

CONSTRUCTION & CONSTRUCTION ADMINISTRATION

This phase is for interior architecture only, and is not required if there are no changes to

the space.

Throughout the construction phase, it is typical that the Designer will make site visits every 

week to make sure the project is moving along well. Sometimes the GC will ask the designer 

to review tile layouts or construction details for approval prior to execution.
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This may come in the form of an RFI (request for information) or RFC (request for clarification), 

or simply be discussed in-person at the job site.

Depending on the Client’s involvement in this phase, I may approve things on your behalf, 

otherwise I will seek your approval prior to execution. In addition, answering the RFI/RFC 

from the GC may require a drawing outlining the exact execution for the GC to follow. If a 

drawing is required, we do not recommended moving forward without it, as it provides a legal 

documentation of our desired outcome, and can be used in case a dispute occurs regarding 

any errors in the construction phase.

Throughout the construction there will be a series of inspections the DOB will make on any 

permitted work occurring in the space. At the time of the inspection the licensed Architect 

may need to be present as well, to help negotiate any issues the inspector may want to dis-

cuss in detail. It is not uncommon that an inspection will fail, and the GC will have to amend 

their work accordingly. Do not be alarmed should this happen, each inspector may have their 

own interpretation of the building code, and as such require changes that the GC has not 

typically had to do on other jobs with other inspectors. 

As the construction begins to wind down, I will begin amassing a punchlist of items I believe 

are within the scope of the contract that the GC was hired to execute. For example, punchlist 

items might include: removing paint drips from moulding; refinishing an area of the floor that 

does not match the rest; resolving a trim detail that is installed incorrectly; patching an area 

of the ceiling near a light fixture installation; etc. You are more than welcome to review the 

punchlist and walk-thru the space to understand its scope. 

Once the punchlist is complete, and you are satisfied with the work, your contract with the GC 

will come to an end, and final payment is typically due. Be advised that certain GC contracts 

may include a warranty on their work for up to a year, so you can rest easy knowing that you 

can always call them back in should their work need to be fixed.

INTERIOR DESIGN DELIVERY & INSTALLATION

Once construction is complete, I recommend having a professional cleaning crew, that has 

experience cleaning up job sites, come in and clean the space. If you need help looking one, 

I’d be happy to recommend a few for your use.
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When the space is clean, I can help oversee the delivery all of the furniture and accessories. 

If custom Vendor installations are scheduled to occur, I recommend that furniture and ac-

cessories for the room/area been installed upon completion. It is not uncommon that trades 

not associated with the GC will work after their completion. The reason for separating those 

trades is to avoid any conflicts that can occur in sharing the space as well as any possible grey 

areas when it comes to insurance and liability. 

I may also need to oversee the installation by Vendors depending on your preferred level of 

involvement, or if the Vendor has install specific questions (much like a RFI/RFC), that may 

require a detailed drawing to respond. 

Lastly, should any accessories need to be purchased and/or picked up by me, I will do so 

in accordance with the delivery & completion schedule, so that you receive your new space 

complete. I can create one last punchlist with you to make sure the space is meeting your 

specifications prior to completion. Once done, you will need to approve and sign off on the 

completion of the project in its entirety.

PROJECT COMPLETION:

Yay! We did it, your new space is complete! 

Now that it’s complete, I’d love to style and photograph the space for my portfolio. Should 

you like the way I’ve styled the space, you will have the option, on the day of, to purchase any 

of the items I’ve brought in for the photoshoot. 

Typical photoshoots can last one to two days depending on the size of the space, with a start 

time as early as 7am. Styling often includes us bringing in custom-made flower arrangements, 

usually executed by yours truly, along with coffee table books, art, sculpture and accessories 

for specific rooms, like hand towels for the bathroom. With your permission, I may also like 

use any items of this nature you may already own.

Should coordination be required with the building landlord, condo or co-op board, I will han-

dle all coordination for a smooth and headache-free process. The same goes for scheduling 

the photoshoot so it has the little to no impact on your business and life.
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HOW DO I KNOW WHETHER TO INVOLVE THE LANDLORD OR CONDO/CO-OP BOARD IN 

MY PROJECT?

It’s always good to inquire about their requirements, prior to the start of your project, regard-

less of the scope of your project. Even if your project doesn’t require a permit and is merely 

for furnishing or re-furnishing a space, certain buildings have rules about the use of their 

freight elevators, insurance requirements for delivery personnel, and specific times & days 

such personnel will be allowed in the building.

HOW CAN I LEARN MORE ABOUT THE BUILDING AND SPACE I PLAN TO ALTER?

The Department of Buildings (DOB) website is a very useful tool, and easy for anyone to use. 

Simply go the DOB website, and input your address in the appropriate fields located below 

the header image in the center of the page.

Upon finding your building, it’s important to take a look at a few things:

- Certificate of Occupancy: this document, if available, indicates the allowed uses for 

each space type located in the building. You can find the link near the upper left corner below 

the general building info.

- Complaints: Down at the bottom left within a grey bordered box, you will find the total 

number of complaints, along with the number that still remain open.

- Violations: Located in the same box as the Complaints, you will find the total violations 

and the number that remain open.

Reviewing all of these sections with a professional will give you insight into any issues that you 

may inherit during the process. In doing so early on, you can address and resolve them with 

the landlord or condo/co-op board prior to the start of your project.
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I do not offer counsel on these issues, but recommend either speaking with a licensed archi-

tect, expediter, or lawyer. 

HOW MUCH OF A TRADE DISCOUNT IS TYPICALLY PASSED ON TO THE CLIENT?

Trade discounts vary per vendor, and can be anywhere from 5% - 30% off. I typically pass on 

the entire discount to our clients.

______

Don’t see an answer to your question? Feel free to contact me at claireke@homepolish.com 

with any questions.
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