
Collect client questionnaires
& preferences

TASK DELEGATION LIST
Interior Design

CATEGORY TASK
LEAD 

DESIGNER
TEAM 

MEMBER ASSIGNED TO:

Client & Project
Management

Conduct initial
discovery call
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Create proposals,
service agreements,
contracts

Develop & manage
project budgets
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Create project timelines
& milestones

Manage client
communications & updates

Schedule site visits &
meetings

Concept &
Design
Development

Develop design concept &
vision for project

Create mood boards /
inspiration boards

Select color palettes &
finishes

Choose furniture styles &
layouts

Source artwork &
accessories

Select fabrics, trims, and
textiles

Choose flooring,
wallcoverings, paint

Design cabinetry / millwork

Space Plan / sketch

Refine design based on client
feedback



Compare product options &
proposals

CATEGORY TASK
LEAD 

DESIGNER
TEAM 

MEMBER ASSIGNED TO:

Technical
Drawings &
Documentation

Draft CAD drawings /
construction docs
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Create elevation
drawings & details

Generate finish
schedules
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Write FF&E
specifications

Source vendors & suppliers

Collect quotes & pricing

Sourcing &
Procurement

Order samples

Prepare purchase orders &
invoices

Approve shop drawings

Coordinate with contractors
/ trades

Attend site visits &
walkthroughs

Track orders, lead times &
shipping

Produce lighting &
electrical plans

Produce plumbing &
appliance layouts

Document window
treatment specs

Manage backorders /
substitutions

Project
Coordination &
Implementation

Review construction
progress

Resolve job-site issues

Manage installation schedule

Arrange deliveries &
placement

Oversee furniture/art install,
styling



CATEGORY TASK
LEAD 

DESIGNER
TEAM 

MEMBER ASSIGNED TO:

Marketing &
Branding

Manage website updates
(portfolio, services)
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Create social media
content

Email newsletters &
content to subscribers
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Track engagement &
analytics

Bookkeeping & expense
tracking

Invoicing & payment follow-
ups

Business
Operations

Manage contracts & legal
docs

Track time for hourly billing

Train & manage
assistants/interns

Prepare/update welcome
packets

Maintain sample library

Post & engage on social
media

Photograph finished
projects

Write blog posts

Update price lists & vendor
catalogs

Client
Experience &
Extras

Curate client gifts

Plan reveal days / launch
events

Provide maintenance tips /
guides

Send thank-you notes

Manage software
subscriptions

Evaluate client feedback &
improve process

Continue communication w/
past clients (request reviews,
etc.)


