[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Clare Ann Smith

	Student Number:
	21670

	Course:
	Diploma in Interior Design Level 4

	Assignment NO:
	8



Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:




















Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Clare Ann Smith
	Date
	21/02/2019




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













8th Assessment February 2019.docx
Clare Ann Smith

Student I.D no. 21670

Assessment 8

Page 13 of 13



Q.1. Multiple Choice Questions

1i) How many stages are there in a design project?

         c) Four

1ii)  The second stage of a design project involves:

         b) Gathering information

1iii) The initial meetings with a client not only establish the brief, but also help the client to understand:

b) The whole process

1iv) At which stage of a project does the survey take place?

a) Stage two



Q.2. Short Questions

2i) The importance of design analysis is that it is such a significant and essential part of the project. The designer carries out and completes an in-depth assessment of all the information they have gathered about the design project, which includes; - any pre-meeting correspondence, preliminary work and/or reconnaissance, the info gathered from initial meetings with the client and taking the client brief. From which, the designer should write up and create a document which sets out what they understand the project to be about, therefore not only being confirmation of the brief, (stating all that is required by the client, what the purpose of the space is, what the client wants and wishes for the space, and the plan going forward) but the document itself can be referred back to, as a reference point, understood by both parties, thus giving the client the knowledge and confidence in the process which is to happen, whilst allowing for the fee structure to be set out accordingly.

Doing a design analysis is helpful in the design process because it reaffirms what is required by the client, in a clear format and when the document is shown to the client, they in turn understand that the designer has listened to their needs and wants, their favoured styles, colours, patterns and understood the nature of the project at hand. This is what gives the client the assurance they need that the designer knows what they are doing. That the designer is an expert in their knowledge. 

This process should be carried out for both residential and commercial design, but the design analysis will be more valued in the commercial design world. In the business world, if the interior designer is working for a commercial client, the design analysis will be a fundamental tool because commercial businesses understand what analysis entails. They take it seriously because they perhaps carry out the process of analysis themselves all the time, all be it on different things and for various reasons. The process of analysis is the same sort of process understood universally; you look at the info you have, you might define parameters, you might set goals and KPI’s (Key performance indicators) but this process is to be used to set out the plan; what is going to happen, due to the knowledge which has been gathered and assessed. Cyborski (2017) makes an interesting point in her article about creating a common language for the design team, strategy team and client to discuss design decisions, and though she is referring specifically about technology design of web pages, content and company websites, this article made me think about how important a design analysis is when an interior designer presents a detailed design analysis to a commercial client- businesses will take you seriously and you are more likely to be trusted and gain recognition for knowing what you are doing –because you are speaking their language. The design analysis is a tool which shows you are professional; you take your job seriously; you have listened and made sense of everything that you have gathered from meetings with the client and having carried out reconnaissance about their business and how it works. You can show that you understand what they require but perhaps from your point of view and from the reconnaissance carried out- you can see what they might be lacking. The design analysis allows the designer and the client to get crystal clear on what the project is about. Then the designer can come up with the design concept for the space. 

2ii) The important points to consider for the delivery of a successful presentation are firstly, to consider carefully how you are going to present your ideas. The presentation is about connecting with the client and getting them to understand why and how you have come up with a concept. Some presentations may call for the use of Mount boards, which you can mount all your ideas on, whilst other more commercial projects, might call for having your ideas shown digitally via a big television screen to a panel or room full of people in a company, for example. Therefore, you need to tailor make your presentation to suit your audience.

The times we live in today, mean often using computers to present the concept or multiple concepts which you may have created. Technology means you are able to scan in your sketches and floorplans (if you prefer to do these by hand) or design soft wear packages mean you can create these by computer. You may have created a concept board by hand, but now, due to programmes you can easily do this by computer too. I think as a designer, if you want to present to a client via your laptop, that is fine, but I would advise having a back-up plan in case you have a technology failure. It is better to be prepared for every eventuality, so I would always have my hand drawn sketches and my hand-made mood boards and concept boards with me. Relying on technology to do skills that you can do by hand may be easier for some, but I believe it can be dangerous to a designer to not practice those skills and be able to do them by hand. Technology breaks and fails all the time. Having the tangible hand drawn design sketches to hand, which you have created, adds an extra sparkle to what people just see on a computer screen too, so there is nothing stopping you from using a combination of both in what you present to a client.

Once you have decided how you are going to do your presentation, another important point to consider for the delivery of a successful presentation, is how everything looks. Everything should be presented to clients in a professional and appealing way. You run a business, this is your line of work, when you want people to take your ideas seriously you need to present them in a professional way. 

The sketches, the floorplan, the concept boards, should be mounted, with most designers using A2 sized boards. Professional mount boards, or painted cork boards or a cork board which has been covered with plain material, for example. This must look clean, tidy and fuss free- allowing the designs to be centre stage, not the mount board, yet there is no set way of showing them. Every designer will want to lay out these aspects of their concept and scheme differently. This is the first time you are presenting your preliminary schematic ideas, so you need to make it count. A good detail to show on these, is to make sure the project name, (whether you’ve called it ‘The Smith’s Dining room Project’) or client’s company logo is somewhere on all your work. Every piece. A good designer will label and date things as they do them, which shows the continued progression of ideas. A2 is a good size for a mount board as it’s big, but can be easily portable via plastic A2 folders purchased at most stationary or art suppliers. Having something to transport your work in, is key, so that the designs do not get damaged in transit with you to and from the client. How a presentation looks is very important, and is similar for computer presentations. What you show in your slide deck must look pulled together. Tie each slide into each other seamlessly through what you say and explain. Having the client’s name or the project name or company logo at the front of the presentation deck, as a title slide, looks professional. 

If presenting to a person, or a couple within their own home, I would use my A2 mount boards and talk them through what I was thinking design wise for the space and relate everything back to the client brief. Prove that the knowledge I had learned, was what I actually thought about when coming up with the design concept. 

If presenting to a person or a couple within their own home but using a laptop, (with the presentation saved on a USB stick, not just the laptop itself) whilst showing them your computer screen, ‘present your work in the best possible light’ (Cofer, 2016). Meaning, keep other apps and windows on the computer, closed. The sound could be muted too, to stop any distracting sounds that might be alerts from other apps on your computer and be sure to present in full screen mode so the client can see images clearly. Cofer (2016) also suggests having very little text. You are presenting your ideas, so you can talk the client through what you are thinking for the space. Having sentences and paragraphs on computer presentations isn’t very effective when the client needs to see and understand more about what the space could look like. On a computer presentation, key words are more effective and you can take these words from what the client said in the client brief, thus relating back to what the client has asked for and emphasising that you listened.

If presenting to a commercial client, I would perhaps create a small file on A4 paper too, which would include A4 sizes of my drawings, sketches, and floor plan. I would perhaps include one or two, well written paragraphs explaining how my concept relates to the brief and the design analysis, explaining in words what my ideas were behind my designs and why and how they relate back to what the client has told me about what they want for their space. Then hand these files out towards the end of the presentation, so as to not distract people from what I am presenting to them on screen. 

Another important point to consider for the delivery of a successful presentation, is what you are going to say, and how you are going to say it. Practicing your presentation, so that you know what you are going to say, will give you more confidence in what you are saying and how you are saying it. The more you do it, the better you’ll feel about it and the more polished it will sound when it comes to the actual presentation itself. Explain visuals, sketches, floorplans, and your concept clearly, taking your time. 

In the presentation itself, mimicking the client’s language, where possible, or picking out words they have said in your previous meetings and the client brief, (to explain what you are showing and the mood and style you are thinking you can achieve) shows that you have really listened to the client and that you are on the same page (Greer, 2019).

A vital point to consider for the delivery of a successful presentation is anticipating the client’s questions in advance. This will show good preparation on your part and you will feel confident in explaining these points when it comes to receiving them in your presentation. Showing your presentation and saying what you plan to say to one or two people who are impartial beforehand, could help you with this aspect. The feedback they give you can be taken on board and you can add or take away something to make your presentation more seamless, to make it sharp, so that it will come across as well put together. 

Another important point to consider when presenting to clients, is to be positive in your tone and show excitement for something you are genuinely excited to present to them within your ideas. If you aren’t passionate about the project and the concepts you have created for it, then how do you expect the client to be? If you love designing and love the creative design that you have come up with, allow that genuine pleasure to shine through in your explanation of what you have thought, explain your thought process and the reasons which lead you to go down a certain path with the concept. Present your ideas with the right amount of formality, professionalism, thus showing respect for the client. They are not your friend (yet-you may become good friends once you have won the project and got to spending time with them) but until that point, you, the designer should be professional and display the skills of which you want them to hire you for; your ability to create, your ability to come up with a design which meets the client brief. You need to show that you know what you are doing and come across as someone with integrity, honesty, as well as the expertise. 

Nerves might come into play for people when it comes to presenting the design concept and creative ideas, but some things can help; take your time in speaking, this will allow you to be articulate and make sure you annunciate words properly; project your voice enough to be heard if you need to, (if it’s a panel you are presenting in front of, or a meeting room full of people if the project is in commercial design). Talking at an even pace and not rushing the presentation, whilst taking pauses when you wish to emphasise exciting aspects of what you have come up with, will ensure successful delivery of your ideas. 

It may sound basic and be known to most people, but body language, posture and eye contact are all important things to consider for the delivery of a successful presentation. Having an open and relaxed stance whilst standing to present, with relaxed arms and a smile, invites your client to listen to what you are saying. If sitting with the client, be sure to not cross your legs or arms. It’s ok to gesture and point their eye towards things which you want to draw their attention to. I believe all these points mentioned will ensure that you are doing your very best at presenting a successful presentation. If you do all the above, you can be assured that you have done your very best. We can all only try, but it’s in the effort and the trying that we get better and better.  

2iii) the term ‘specifications’ can generally mean a set of parameters, constraints, rules, guidance, conditions or measurements, whether this be of an object, or product, a process or even a plan to do something. It means getting specific about all the aspects needed, for something to work. 

Much like the specifications process in architectural building works, when the architect has to get really specific about the materials used and for what reason as to how the material will enhance and help the strength, structural stability and warmth of the building, in the interior design world, the term ‘specifications’ is usually in reference to the objects, furniture and all the materials and finishes used, within the design scheme proposed and to be implemented within the space. Everything considered within the actual design interior has to have a specific reason to be there whether that be practical or aesthetic, (Dodsworth, 2015, p122). Part of stage three of the four main stages of a design project, the designer needs to narrow down specific choices of anything from the building materials required, bathroom suites, or cabinetry, furniture and accessories, which will fill the room, go with existing furniture which is to be kept, and apply their knowledge and know-how in figuring out details within the scheme, because every aspect of their design scheme is reliant on specifications.  

For instance, say the design concept agreed by the client, calls for a round kitchen table that seats five people adequately. This is a specification. The designer might find choices for the perfect dining set, whilst scouting retailers online that stock dining table sets. The designer shows the client and the client might absolutely love the table of one set, but hate the chairs that go with the table. The chairs that go with the table are designed to be the correct height to fit under the table. The table is designed to be an ideal height for people to eat from. Those objects have specified sizes and measurements. These are their design specifications. If the client loves the table, but hates the chairs and says that they wish for the table to be purchased but to find some different chairs, then the designer has the task of taking the original chair measurements and scouting different chairs which will a) fit under the table, b) allow five people to fit round the table, and c) suit the design of the actual table as well as fit in with the rest of the proposed scheme. Therefore meeting specifications set out in the agreed design scheme, whilst also making the client feel like they have choices- it is always supposed to feel like a collaborative process. The client should be able to feel they can say when they don’t like something. It is their space, they are the one who has to live or work in it.

Specification is an important process and can be difficult and time consuming, because the specifications of everything in the room, need to be set out and written down. The cost and quality of everything chosen for the design scheme will directly affect the clients budget, (for example, flooring such as tiles or wood, wall panels, kitchen cabinetry, bathroom suites, any changes to the space size which would require contractors and building etc) therefore the designer will be looking for the best quotes money wise to achieve the look and design they created for the space, and the decisions on spending get weightier, the larger the project (Architizer 2019). These specifications are important when going through the process and considering the design space and what it will entail, creating a certain mood, or style requires specific lighting, furniture, colour, patterns and so on. The designer needs to think about what exact items will make the space appear a certain desired way, as well as deciding on what accessories and patterns will make the space feel warm and cosy, or light and spacious. Sourcing items that are considered more exclusive, thus bringing something new, exciting and fresh for the client to own, is also a large part of this stage. 

Once the specifications are worked out, the designer in most cases, needs to then start the implementation process which involves getting all the information on all the products which were presented within the design itself. Working drawings are formed which are shown with the specifications and tender documents that are sent to prospective contractors, builders, specialists and suppliers, all the companies which the designer will be dealing with, (but will be in a contract with the client, if the client signs off and agrees to all the aspects of the specification and sourcing of items, furniture and products that will make up the design scheme) to carry out the design scheme and meet the desired requests for items, or building materials needed, or building work to be carried out, or tiles, carpet or wood flooring to be laid etc. Not only does the designer have to do all that, but considerations to building and safety standards need to be upheld, and for bigger changes to the structure whether inside and out, getting planning permission to do certain works to the space in question might be a necessity, as will letting the appropriate local building authority know. 

A good designer will also consider the sustainability of their materials and how far they can use this in their design. Whether they can conserve resources by more efficient products and materials, (thus efficient allocation and ‘specification’ in their design) with materials being less synthetic, (and in some cases with latent toxic issues) and subsequently more natural. 

2iv) The procurement schedule is prepared because every interior design project has a main set time frame in which it must be completed, therefore every process which happens from the time the client signs off on all procurement and contractors to be used to allow the actual implementation of the design scheme, must have a schedule. 

Stage four involves getting the practical job complete and the project manager, or the designer if they have been designated to run the implementation process too, manages the scope of work and makes sure the sequence of events to achieve the design of the space, keeps moving forward with momentum and fits within its allotted time given. This is so the project is on target to finish on the overall completion date set.

The procurement schedule itself, is prepared to make sure that all the materials, finishes, furniture, equipment hired and required for use, is obtainable, or delivered at a set time, to allow successful installation of the design scheme. Through this schedule of timings, the designer would have established good report with manufacturers and suppliers, and good working relationships with any contractors that might be completing any building works needed. Building relationships within the time of the project is important to ensure good service and assistance, in case an issue crops up. Established designers will build up companies that they will use and work with time and time again, and get to know the individuals well, whilst a new designer will have to ask about and find the best suppliers and people for the work, by vetting them carefully and hopefully getting the process right.

The procurement schedule is a useful tool, as planning for certain aspects of the design to be completed should show whether extra help is required, so that enough people are on hand or working during the time in which that part of the project is being done (Lynch, 2019). A basic example would be, if the project entails large items being delivered for example, full pieces of furniture or artwork, most companies should (it is worth checking that they do) situate the furniture for you, if for whatever reason they do not and you are required to, it is the designers job to check that some people are about to help with the heavy lifting, or a dolly could be rented to move the furniture more easily. For building works, which will mean even bigger deliveries of building materials, then making sure the contractors are aware of the date and are able to receive the delivery is important to consider. It is worth checking with builders, electricians, any specialists that are doing a job that takes a while, all the way along the time period, whether it’s every day, or a phone call or visit morning and evening, so that if setbacks happen, materials can be ordered for a later date etc. Performance can be measured against the actual planned activities says Lynch (2019), by careful monitoring and therefore alert the people who need to know, the designer, project manager and client, if it is a serious issue, to then consequently adjust the schedule.

[bookmark: _GoBack]In larger projects, a large spreadsheet is a great way to create the procurement schedule, so that the whole plan is set out, from start to finish, and it will easily show allocated dates and times for orders to arrive, to show the arrangement of deliveries, the organisation of the installations that need to take place by vendors, and to review the goods delivered so as not to sign and accept anything damaged (Brouwer, 2019). This is a crucial part, because if you don’t review the product before signing for it, there are companies that won’t take the product back or take responsibility for it, if it is damaged. A signature in some instances, can mean the difference of a replacement being sent out, or if the wrong thing entirely has been sent, for it to be returned. In situations like these, it helps to have those good working relationships with the companies and people involved. For a new designer, let alone an established one, it is worth remembering, that being professional and courteous at all times, (even when things do go hellishly wrong) will go a long way. Having great interpersonal skills is a key ability a designer should have. It will definitely be of benefit to be a people-person and to plan for any and all possible setbacks as best as possible. Planning and preparation all go into the procurement schedule, and though it might seem like a large and long task to tackle, it will pay off dividends. Everyone feels better when they have a plan. And getting the client to help on this in the receiving and checking, and making sure they or you can be there for the deliveries of items, furniture, materials, finishes etc, can be a great way to keep the client involved; the procurement schedule encourages a collaborative effort which can be an enjoyable process. 
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