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Summary and Checklist

Creating a successful design outcome starts with a detailed brief. Here's a quick-reference
checklist you can print and use when preparing your brief.

1. Project Overview

Type of project (e.g. PBSA, BTR, refurbishment)
Current stage (e.g. concept, post-planning)
Objectives (e.g. refresh interiors, brand consistency)
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Admin info (address, client name, insurance needs, contracts)
2. Brand & Marketing Vision

O Share brand materials (logo, colour palette, values)
O Define what the brand should communicate to residents
O Clarify price positioning (affordable / premium)

3. Spaces to Be Designed

O List all bedroom types (e.g. ensuite, accessible)

O List shared amenities (e.g. lounges, gyms, kitchens)
O Include circulation areas (e.g. stairwells, lobbies)
O Include outdoor spaces (e.g. balconies, terraces)

4. Design Involvement & Process

Confirm level of involvement (e.g. full project or stage-specific)
Highlight any overlap with other consultants

Mention additional consultants (e.g. MEP, Architecture)
Provide documentation (e.g. fire strategy, drawings)

List preferred software (e.g. Revit, Teams)

State environmental goals (e.g. BREEAM, LEED)
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5. Design Constraints

O Budget range (per sgm or unit)
O Timeline with key dates
O Procurement process (tender or preferred suppliers)

6. Reference Points

Moodboards or style inspiration

Sample design guidelines

Examples of previous projects

Internal brand strategy documents

CGls, photographs, or 360 tours of the space
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Can a site visit be arranged?
7. People Involved

0 Who’s managing the brief?
U Who signs off design decisions?
O Who will the designer liaise with day to day?



