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Undertaking a building 
project can seem a 
daunting task, especially 
if you don’t have any 
experience with building 
design & construction.
Architectural services  are the professional services  required by clients for the design & co-ordination 
of a building project - from the initial design idea often right through to completion of construction.

An architectural project is typically divided up into several design and documentation stages, followed 
by the construction process. This  guide outlines the tasks usually covered during each of these stages, 
all of which can be achieved with Metroworks Architects.
Also included in this  guide are a list of additional consultants you may require during the project and some 
extra expenses that may occur beyond the architect’s fees and construction costs.

Typical 
Project 
Stages

1. Concept Design
2. Design Development
3. Permit Documentation
4. Construction Documentation
5. Builder Selection
6. Contract Administration



Project Development 
& Analysis

The Project Development & Analysis Stage occurs  before any design work begins. It is the time when detailed 
information is  gathered about you, the site and in the case of a renovation project, the existing house. This  is 
the stage when the complete design brief for your project will be developed.

The Design Brief is  the document that your architect will use as  a  blueprint for the design. Basically, if what you 
need or want is  not in the brief, it may not be included in the design. So it is  vital that you ensure the finalised brief 
completely covers all your requirements  before the design stages begin. (Typically, making changes to the brief after 
the design stages have begun will result in extra charges.)

To prepare for the brief, it is helpful if you write down everything that you need to make the new space work for you 
such as what you want to use it for, accommodating audiovisual ideas or other special requirements  unique to you or 
your family. You should also think about how you want to feel when you are using the spaces. Considering all of these 
aspects will enable you to define a thorough and accurate brief with your architect to ensure the design is perfect for you.

Ask for a copy of our “Briefing Guide” for more information.

PRE-DESIGN STAGE
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Concept Design
During the Concept Design stage of your project, your architect will prepare the first draft of sketch plans 
and design ideas  that respond to your Design Brief. These sketches  may include floor plans, sections, 
elevations and other diagrams to help you understand the first design concepts.

The construction methods  will be considered - for example, will the house be built on a concrete slab, or on a 
raised timber floor structure? Some preliminary selection of construction materials  and finishes  will also be made 
for you to consider. 

Local authorities  - such as the council, water board, drainage authority etc - may be consulted during this  stage for 
more complex projects or those requiring Town Planning approval.

STAGE ONE
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Design Development 
Your architect will now refine the concept designs  into more detailed design documentation. It is  likely that 
you may be presented with more than one concept design for consideration in the previous  stage. You may 
find you like part of one design and part of another. 

So it is  during this stage that you and your architect will continue to refine and develop the design, bringing 
together all the ideas from those first concept designs and subsequent discussions with your architect.

Materials, finishes and fittings  will be further refined, important details  of the design will be considered and it is 
during this  stage that the structural engineer will be consulted for their design expertise. (If your project is 
particularly complex, the structural engineer may even be needed earlier.)

STAGE TWO
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Permit Documentation
In Victoria, not all renovation and new home projects require a Town Planning Permit, but all projects  require 
a Building Permit. A Town Planning permit is  sought form the local council and relates  primarily to the exterior 
of the building and its  impact on the surrounding neighbouhood. Whereas a Building Permit is issued by either 
a council or private building surveyor and ensures the project complies with the National Building Code . 

As a general rule in Victoria, if your site is  over 300 square metres  in area  (or 500 square metres in some council 
areas), and if there are no council overlays  over your site or nearby sites  and if you are building or renovating a 
single dwelling only, then a Town Planning Permit will not be required for your project. You should of course ask your 
architect to check on the specific requirements for your site.

During this  permit stage, your architect will prepare the necessary drawings, written reports, application forms  and 
other required documentation and lodge them with the Council (in the case of a Town Planning application) or with the 
selected building surveyor (for Building Permit assessment) on your behalf. They will also follow up the application and 
handle all communications with the town planner or building surveyor. For particularly complex projects, a specialist town 
planning consultant may be required.

STAGE THREE
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Construction 
Documentation

This  is one of the busiest and most important stages  for you and your architect, as  this  is where the important 
details of the project are finalised and documented. 

During this  stage, your architect will design and document the finer details  of the house. That may include the 
kitchen, living, study, laundry and bathroom joinery details, special construction or connection details, finishes 
schedules, specifications and any other documentation required to communicate the design in the detail necessary 
for the builder to construct the project.

The work of all the other specialist consultants for the project - such as your structural engineer, home theatre and 
audiovisual consultant - is also integrated into the final architectural documentation during this stage.

STAGE FOUR

METROWORKS
A R C H I T E C T S



Builder Selection
It is  highly recommended that you engage a builder and/or a cost planner as  a  specialist consultant during 
the early stages of the project, to assist you with budget management and cost planning. One key advantage 
of engaging a builder early in the project timeline is  that it gives you time to get to know them during the design 
and planning process - before you sign a contract to spend hundreds of thousands of dollars with them. 

If you have not already selected a builder for your project, your architect will now prepare the documents  and 
collate those of all the other specialist consultants, in order to send your project out to tender - typically to several 
suitable builders.

The tenderers will have usually around three weeks  to get back to the architect with their prices. During this period, 
they will inspect your property. When the tender period is  over, your architect will prepare a  summary report of the 
tenders received. Using that report, you will select the builder you wish to work with for your project.

STAGE FIVE

METROWORKS
A R C H I T E C T S



Contract 
Administration

Once the builder is  selected, the building contract will be prepared for you by your architect. They will assist 
you to understand the various  industry terms  and you can also seek legal advice at the time if you would like 
someone else to review the contract for you.

Then construction can begin on site.

During the course of the building project, the builder will issue you with progress  payment claims and there may also 
be variation claims for additional or unforseen work. Your architect can help you to assess  those claims and manage 
the contract accounting as part of the Contract Administration stage and they will also make regular visits to the site. 

The architect’s  role during this  stage is  not to tell the builder how to do their job, but rather to ensure that their work is 
done in line with the design documentation and intent.

STAGE SIX
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Specialist 
Consultants 

Specialist consultants  are required for every building 
project. They form an important and integral part of your 

design team. Your architect will seek proposals  from their 
preferred consultants  before they are engaged directly by 

you. It is then your architect’s  role to co-ordinate the work 
of all consultants for you.

The consultants usually required for residential renovations 
and new home projects include but are not limited to:

Based on their experience, your architect will provide advice for you 
before the project begins on which specialist consultants  you are likely to 

require for your project and also advise you on their likely fees and 
charges.

Other Expenses
As part of the design and documentation process, you may also be required to 

cover other fees and expenses such as fees, taxes, levies or charges  required by 
authorities (for permit applications  etc); fees for specialist consultants  - as  noted 

above; transfer, printing and copying of drawings and documents; provision of extra 
documents  - other than for your own use and fees for advertisements & notices - as 

required by authorities for permit applications

Other 
Services

In addition to their core services  (as described in the 
previous pages), your architect may also offer additional, 
related services  to compliment their work on the project. 
Additional services provided by Metroworks 
Architects include:  

Interior Design - selection of appliances, fixtures  and 
fittings, materials, colours  and finishes. Interior design is 
where form and function meet.

Garden Design - with the growing trend for outdoor 
rooms, the garden around your new home or renovation 
has  become an increasingly important part of the design 
project. That includes not only plant selection, bed 
design, garden lighting and irrigation systems.

Illustration and Specialist 3D Modelling - many 
people have trouble visualising the 3D building form from 
a set of 2D drawings. This  problem can be simply solved 
through the production of computer rendered images. 
They also allow you to test out different colour schemes 
and see how the sunlight will enter your new home.

Self-Guided Walk-Through Models - the next step 
up from a still 3D image, a  computer model that you can 
“walk” through at your own pace, at home. The viewing 
software can be installed for free on your PC, Mac, 
iPhone, iPad or Android device.

3D Printed Models - using the 
latest technology, 3D printed models 
are made in tough plastic straight 
from the computer model of your 
project.

Land Surveyor - conducts the site survey
Geotechnical Engineer - soil testing
Structural Engineer - design & certification
Cost Planner - budget monitoring & advice
Building Surveyor - building permit assessment
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What’s my role in this 
process?

At first, your architect will rely on you to communicate your design preferences, 
functional needs and budget in your Design Brief. Take a look at the Briefing Guide on 
Metroworks Architects web site for some tips on how to prepare your design brief. 
As the project progresses, your timely and honest responses  to questions and design 
submissions will help to keep your project on track. It is  also important that you to raise any 
concerns you have as the project proceeds, so they can be addressed quickly. Working in 
partnership with your architect, you will help ensure the best possible outcome for your project.

So...is it time to get your 
project started?

Thanks for taking the time to review this Architectural Process Guide. Now that you have a clearer 
understanding of what the process  entails, you may be ready to get started on that project you’ve been 
considering for a while now. 

Melissa is  here to help you with any questions  you may have about this  process  or anything architecture 
and building related. So please don’t hesitate to contact Melissa Fleming at Metroworks Architects 
for some friendly advice.

METROWORKS ARCHITECTS Pty Ltd
Suite 405B • LifeLab Building
198 Harbour Esplanade
Docklands • VIC • 3008
T  	(03) 9670 9771
E  !architect@metroworks.com.au
W 	www.metroworks.com.au
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