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Illustrative teaching extension of The Window Room; not a client record, supplier quote, site survey, or construction-ready document. Pending professional review.
How to use
Complete this after discovery, not instead of discovery. Read the objectives back to the client in plain language. Revisit the brief when scope changes rather than quietly changing its meaning in a presentation. Preserve the agreed brief revision when discussing new needs; review effects on scope separately.
1. Extract needs and constraints from the questionnaire.
1. Check each proposed deliverable against the objectives.
1. Confirm unresolved items and review the brief before starting the next phase.
Review before use
1. Avoid vague aims such as “make it better” without explaining use.
1. Do not hide exclusions in notes that nobody reviews.
1. Do not treat a signed-off aesthetic direction as approval of dimensions or cost.
Replace illustrative information with verified project records. No approval, legal agreement, or construction readiness is represented. Keep completed client documents in your own secure system.
Your project
Project purpose
Describe the change the project should achieve in one sentence, without naming products too early.
[Enter your project information here. Leave unknowns explicit.]
 
Room and source information
Record the room reference, dimension source, survey date, and confidence. Nominal dimensions are not site verification.
[Enter your project information here. Leave unknowns explicit.]
 
Functional priorities
Rank activities and distinguish essential needs from optional additions.
[Enter your project information here. Leave unknowns explicit.]
 
Retained conditions
State fixed conditions and what requires condition checks.
[Enter your project information here. Leave unknowns explicit.]
 
Design direction
Name the agreed concept and explain why it serves the brief. Keep alternatives identifiable.
[Enter your project information here. Leave unknowns explicit.]
 
Deliverables and exclusions
List the proposed outputs; refer to a separate scope document for responsibility and limits.
[Enter your project information here. Leave unknowns explicit.]
 
Open decisions
Record the question, required information, owner, and next review. Unknown is a valid status.
[Enter your project information here. Leave unknowns explicit.]
 
Review record
Capture the revision, reviewer, date, and what was agreed. A filled example is not actual approval.
[Enter your project information here. Leave unknowns explicit.]
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