
Architectural Firm DESIGN

All the stuff you do for clients

Pre-Design

Site Analysis 

Post Construction

Design

Schematic Design 

Design Development 

Construction Documents

Procurement Services

Construction 
Administration 

Codes

Estimates 

Specifications 

Detailing

3D Images

Feasibility 

Material Selection 

Colors

Presentations

Special Services 

Project Management 

BUSINESS 
DEVELOPMENT 

Marketing

Website

Networking

Social Media

Logo

Email Campaigns 

Sales

Presentations

Proposals

Project Data Sheets

Interviews

All the stuff you do to get work

FINANCE

All the stuff you do to manage the 
money

Taxes

Payroll

Forecasting

Bill Paying

Project Accounting

Banking

Invoicing 

Bookkeeping 

MANAGEMENT 

Compensation

Records

Standards

In-Progress

Archives

Benefits

Office Policies 

All the stuff you do to run your 
business

Communications

Messaging

Network

Mail

Email

Phones

Internet

Timekeeping 

Library

Facility

Improvements 

Supplies

Furniture

Maintenance 

Kitchenette

Equipment 

Computer Systems

Copier

Printers

Computers

Software

Insurance
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