< arkdox

CLIENT ONBOARDING

I Process map

( New inquiry received )
!

@ SECTION A
Inquiry and Qualification

® ARK-CO-01 Inquiry and Lead Capture
ARK-CO-02 Discovery Call Record
ARK-CO-03 Lead Qualification and Fit
ARK-CO-04 Conflict of Interest Review
ARK-CO-05 Consultation Confirmation
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Qualified, no conflict,
and client wants
to proceed?

No Decline or refer;
record in ARK-CO-03

o SECTION B
Client Welcome and Setup
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@ SECTION E
Assessment and Planning
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ARK-CO-23 Preliminary Assessment
ARK-CO-24 Budget and Funding
ARK-CO-25 Schedule and Timeline
ARK-CO-26 Risk and Constraint Register

SECTION F

Proposal and Agreement

ARK-CO-27 Scope and Exclusions
ARK-CO-28 Fee Proposal

ARK-CO-29 Architectural Agreement
ARK-CO-30 Interior Design Agreement
ARK-CO-31 Freelance Design Agreement
ARK-CO-32 Confidentiality Agreement
ARK-CO-33 |P and Project Use
ARK-CO-34 Photography and Publicity

No| Revise scope or fee;
reissue ARK-CO-27/28

O ARK-CO-06 Welcome and Onboarding Letter
® ARK-CO-07 Client Identity and Billing Agreement signed
® ARK-CO-08 Project and Site Information and deposit
received?
® ARK-CO-09 Stakeholder and Authority Matrix
® ARK-CO-10 Communication Protocol
i @ SECTION G
CEETIET @ Project Governance and Setup
Information and Site Records ) .
® ARK-CO-35 Client Responsibilities

® ARK-CO-11 Document Request Checklist ARK-CO-36 Consultant Appointment Matrix

@® ARK-CO-12 Document Receipt Register
® ARK-CO-13 Existing Conditions and Access
® ARK-CO-14 Regulatory and Approvals Info
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SECTION D
Project Briefing

ARK-CO-15 Master Project Brief

ARK-CO-16 Residential Architecture
ARK-CO-17 Commercial Architecture
ARK-CO-18 Interior Design

ARK-CO-19 Renovation and Existing Building
ARK-CO-20 Freelance Creative Services
ARK-CO-21 Style, Materials, Experience
ARK-CO-22 Sustainability and Accessibility
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® Mandatory ® Mandatory where it applies
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ARK-CO-37 Design Review Procedure
ARK-CO-38 Payment and Vendor Setup
ARK-CO-39 Site and Third-Party Access
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@ SECTION H
Approvals and Commencement

®
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ARK-CO-40 Client Design Approval
ARK-CO-41 Approval and Instruction Tracker
ARK-CO-42 Readiness Gate Checklist
ARK-CO-43 Commencement Authorization
ARK-CO-44 Handover to Active Project
ARK-CO-45 Completion Certificate
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( Active project begins )

O Recommended or optional

In Sections D and F, use only the questionnaires and the agreement that fit the project.
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XZ ARK-CO-GUIDE

Client Onboarding Index and User Guide
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Arkdox Office Management System | General administrative information only | Adapt to the project, jurisdiction, and

professional requirements | Seek qualified advice where needed



