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Performance standards in building — Checklist for
briefing — Contents of brief for building design

1 Scope
1.1 This| International Standard describes the
content of| a brief for building design.

1.2 It cgn be used from the time when the client
first consiflers the possible need for a building project.
It should be of value when the client and others are
attempting, in consultation with any necessary con-
sultants, 1o document their needs, aims, resources
and the context of the project, and any other prob-
lems arisifg, in the form of a "brief".

This Interphational Standard applies to all kinds and
sizes of design project. It can also apply whatever the
chosen function or purpose of the brief, for example
instructing, promoting discussion, recording, sas ‘a
basis for|evaluation or in a formal competition to
select corfsultants.

It can be& used by all those taking-part in the
preparation of the brief, for example clients, con-
sultants, lisers and any others who-are authoritative,
informed |or likely to be affected. However, it has
particular felevance for the clieat who, as initiator and
purchaser] of the works, will retain the responsibility
for the prpject and its general management, including
the choicg of a designer, the preparation of the brief
and the eyaluationefany response to it.

2 Definitioens

2.2 briefing: Process of

— identifying and analysing’ the nedds, aims and

constraints (the resources and the
client and the relevant parties, and g

— formulating any
designer is required to solve.

2.3 author” of the brief: Individu
organization in charge of the preparat
The author of the brief may be the cl
comsultant, the user(s), the designe
selected from these.

3 Building design brief

The written brief should express the
participants. The purpose of the check
to C) is to provide a standard fram
presentation of this written brief
adapted for use with all sizes of building

The checklist allows the original brief t
step-by-step and modified in response
new priorities which emerge as part
process. The development of the b
related to the dynamic process whereb
systematic analysis combine to resol
the original brief.

The checklist is therefore in three g
reflect the logical sequence and m

For the purposes of this International Standard, the
following definitions apply.

2.1 brief: Working document which specifies at any
point in time the relevant needs and aims, resources
of the client and user, the context of the project and
any appropriate design requirements within which all
subsequent briefing (when needed) and designing can
take place.

NOTE 1 A brief may use the headings set out in the
checklist given in annexes A to C.

context) of the

=

resulting problems that the

al, group or
jon of a brief.
ent, a briefing
I, or a team

nterests of all
ist (annexes A
ework for the
vhich can be
projects.

o be reviewed
to solutions or
of the design
ief should be
y creativity and
ve conflicts in

ections which
ethodology of

decision making. Annexes A 10 U a

nd their main

subclauses are listed below to provide an overview of

the structure of the checklist.

Annex A: Project identification
A.1 ldentity of the project
A.2 Purpose of the project
A.3 Scope of the project
A.4 ldentity of the participants

A.5 I|dentity of other related groups
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Annex B: Context, aims and resources

B.1
B.2
B.3
B.4
B.5
B.6
B.7
B.8

Project management

Laws, standards and codes
Financial and time constraints
Background and historical influences
Influence of site and surroundings

Client's future enterprise

Annex C: Design and performance

C.1 Site and surroundings

C.2 The building as a whole
C.3 Building fabric performance
C.4 Grouping of spaces

C.5 Spaces in detalil

C.6 Plant, equipment and furnishings

Intended occupancy in detail

Intended effects of the project

Although not exhaustive, the checklist i§)a'r
comprehensive framework. In eagh? par
checklist, the items in the left-hapd columt
plemented with examples wheré-appropriat
explanation and commentanyy'are providg
Notes column on the right-hand side.

© IS0

easonably
t of the
are sup-
. Further
d in the
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Annex A
(informative)

Briefing checklist A: Project identification

Annex A represents a preliminary stage in the preparation of the brief and is intended to establish a very general
outline of the type of project and those people likely to participate.

Checklist and examples Notes

||
A1 Identity of the project

A1 Project, nameytitle/reference number
A1.2 | ocation/address
A1.3 Building category/type of use

A.2 Purpose of the project

A.2.1 Main reason for the project A.2.1 and Thes_e geneéral statements will bg expanded in
A22 Main aims of the project A2.2: sections/B.4 and B.6.

A23 [asks of the brief A2.3: Seesubclause 1.2.

A3 Scope of the project

A.3.1 bize A3 This section should express the client's needs in
. the broadest terms. The statement$ are expanded
3. I h
AS2  Ruality in B.3 and B.6.
A33 Financial frame

A34 [limeframe
A.3.5 [urrent stage of project planning
A3.6 Future changes

A.4 dentity of participants

A4 Client A4 and In order to facilitate initial contact{s, names, ad-
. A.5: dresses, telephone numbers, teleq and facsimile
A4d?2 Dccupiers/users ' ' .
[ piers/ s (fax) numbers should be proyided for all
A43  [General manager/agministrator organizations and individuals likely to participate in
A.4.4  PBriefing consultants the project.
A45  Designer The name of any official repres¢ntative of an
A4.6  Pther consultants organization should also be given| here. Further

—_

A47  Buildet detailed information is provided in B

A5 ldentity-of otherrelated-groups

A5.1 Central government A5: In addition to the participants and those paid by the
A5.2  National/international agencies client to carry out the project, there will be related

groups concerned with some aspects of the
A5.3  Local government project. It is important that the participants should
A5.4  Town planning/building authorities have information about the roles and organization
A55  Financiers of such bodies.

A5.6  Groups/persons with special interest
A5.7  Site owners/tenants

A58 Neighbours and their consultants
A59 Media

A5.10 Insurers
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Annex B
(informative)

Briefing checklist B: Context, aims and resources

©I1SO

By concentrating on the context, aims and resources of the client and users, annex B should provide an
understanding for the design team which will result in collective decisions which make full use of the available
resources to achieve the aims within the context.

The data shoulfl not be expressed in terms of design requirements. Annex C is reserved for such information.
Checklist and examples Notes
B.1 Proje¢t management
B.1.1 Partic|pants B.1: For each participant~authority, responsibility, roles
clieht and skills should be\stated, organizational [diagrams
) prepared and relationships defined.
occpipiers/users
The procedure and timescale for the selection of
engeral manager ;
g. ) 9 consultantsvnot yet appointed should be stated.
briefing consultant See also B.3.4.
des|gner N . .
) g The erganizational framework is to be giyen some
builfer priority because certain parts of it must be clearly
B.1.2  Relat¢d groups organization established before later parts of the brigf can be
o considered.
B.1.3 igh evaluation procedures T DY
Design e lonp The overall management of the project in its initial
B.1.4  Quality control stages is vital in order to achieve the com-
L hod prehensive and authoritive definition of the needs
communication methods and aims of the client. This task is essential for
confrol of time/cost good communications, for motivation, co¢rdination
conktruction and for effective control of time, cost and|quality.
Overall management is the responsibilify of the
client and should only be delegated for exceptional
reasons and then only with great care.
B.2 Laws| standards and codes
B.2.1 Town|planning B.2: For convenience, all laws, regulations, gtandards,
natibnal/regionallidcal plans codes and other rglevant_extemal influenges are all
I /reg / P grouped under this heading whether they concern
zoning the site, occupancy, environment or other aspect
.Y . - of the project.
B.2.2  Legallrestrictions on the site or buildings proj
covenants
rights of way
B.2.3  Occupancy laws
health/safety
employment
B.2.4 Finance B.2.4: This subheading should be reserved for financial
.~ regulations. Details of the budgets and other
grants/subsidies _ matters directly related to the project should be
import/export regulations noted under B.3.
taxation
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Checklist and examples

Notes

B.2.5

B.2.6

B.2.7

B.2.8

Building/design regulation/codes
international/national/local

Environmental/pollution regulations

air/water/noise/energy/waste disposal

Political/administrative
political approval procedures
national/local political interest

Social/cultural
hearings/tribunals
organized interest groups
other influences/groups/media

B.3

Financial and time constraints

B.3.1

B.3.2

B.3.3

B.3.4

Financing the project
grants/subsidies
interest rates
taxation
time limits on finance
loan interest rates/payback
cash flow/phasing of project
risk
Budgets
design/planning
construction

site

building

plant/furniture
priorities
Costs in use
running cost
maintenance_cost
life-cycle-e0sts

Target.dates
site.availability

finance availability
T

B.3.1to
B.3.3:

B.3.4:

Finance is distinct from budgets or
are the finangial allocation made to
costs. Losts are the consequenc
made€ “during the briefing and d

costs. Budgets
over predicted
e of decisions
psign process.

Although predicted costs are not ipcluded in the

checklist, they should be reviewed
agreed intervals for comparison wit
available finance.

Most actual costs will only be

bt frequent and
h budgets and

incurred once

construction starts. Actual costs ghould also be

monitored and recorded.

For complex projects, planning th
events by critical path analysis will f
order to identify priorities.

e sequence of
e necessary in

consultant(s) appointments
briefing/designing
approvals/coordinating reviews
construction/building phases
occupation

Information on building phasing should include the
sequence and size of the accommodation needed
both as part of the current project and for any

future planned changes (see B.3.5).
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Checklist and examples

Notes

B.3.56 Life expectancy
structure
finishes
occupancy
adaptability
leases

B.3.6  Financial and time risk
penalties/bonuses

accgptable limits

B.4 Background and historical influences

B.4.1 Project history

loca| events

politjcal attitudes
research studies/reports
decigions

B.4.2  Current situation
client/user activities
exisling sites/facilities/buildings
on-going investigations

B.4.3  Reasop for current action
market forces
legiglation
othdr pressures/opportunities

B.4.4  Commitments
orgdnizational
socipl
confractual

histgry of the client's enterprise

B.4:

This section allows participants)to be awdre of the

detailed matters which may-have influe
purpose of the project™set out in A.2.
parison, the details ¢f-the client's intend

enterprise, the intended occupancy and the in-
tended effects of the project are to be given in B.6

to B.8.

hced the
For com-
bd future

B.5 Influehces of site and surroundings

B.5.1  Site ayailability
owrjership/previous use
renfal/purchase
legdl conditions

bouhdaries

B.5:

This section will provide the basis for preliminary

studies prior to the selection of a site/b
for assessing the suitability of an exis
building owned by the client.

Future changes which may affect the
listed in this section are Iil(nl\'/ to _he oul

Lilding or
ing site/

matters
side the

access to the site
availability of surveys

control of the client.

Each matter should be considered in relation to

both the site and the surroundings.
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Checklist and examples

Notes

B.5.2

B.5.3

B.5.4

B.56.5

B.5.6

B.5.7

Commercial and social
catchment areas
hinterland
neighbourhood
population
users

public/private
obligations

B.5.2:

Both trends and existing characteristics should be

considered.

amenities/disadvantages

Environmental data
microclimate
local climate
hydrological
seismic
acoustic

Infrastructure
facilities
utility services

Geophysical data
geographical
topographical
extent/area
orientation
landscape/vegetation

Ground characteristics
soil composition
bearing capacity
soil contamination
water table

Existing buildings
use
area
formoficonstruction
state of repair
adaptability

B.5.4:

The existing transport and services

an

important criterion which m

sideration at both site and regional |
beth trends and existing characteris

nfrastructure is
Hy need con-
evels. Consider
ics.

availability of a structural survey
protected status

B.6

Client's future enterprise

B.6.1

Purpose
company profile
strategic aims
priorities
image
new areas of activity

B.6:

This section is intended to record information/
decisions concerning the client's future activity.
The activities of the client are what is intended to
be done in contrast to the next section on intended
occupancy which addresses how these activities

are performed
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Checklist and examples Notes
B.6.2 Size
relative to other enterprises
market sharefturnover
number of employees
B.6.3 Context
national/local trends
social
commercial
echnological
availability of resources
B.6.4  Futurd changes B.6.4: Reasons for change should be §tated.
expgnsion/contraction
B.7 Intended occupancy in detail
B.7.1  Activitjes/processes schedule B.7: In this section thelactivities of the future glient and
natdre and purpose user occupancy are given a more qgtallec analysis
P p' by describing“the individual activities tol be per-
freqhiency/duration/permanence formed afd the necessary equipment whith needs
sengitivity to disruption to be housed. The information begins to [form the
link¢ between the client's future ¢nterprise
B.7.2  Users (see B.6) and subsequent design and performance
nature and numbers requirements in annex C. Information umpder this
o heading should not, however, specify design
ovefall organization requirements as this may unnecessarily restrict
. . design options.
B.7.3  Relatignships gn op
similarity of activities
communications/transport
joods
beople
nformation
orggnizational connections
B.7.4  Schedule of items to be housed B.7.4: The client should provide detailed information
about items of specialist equipment, fupnishings
and plant.
B.7.5  Specidl inputs B.7.5: Quantities and capacities should be stated.
raw|materials
enefgy/gas/electricity
water
infotmatientechrology
B.7.6  By-products B.7.6 The opportunity for the recovery of by-products
waste material and and the necessary precautions should be stated.
B.7.7:
heat
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Checklist and examples Notes
B.7.7  Safety and health risks
accident
stability
vibration/noise
fire/explosion
contamination
radiation
B.8 fintended-effectsof-theproject
B.8.1 Effects on the client's enterprise B.8: This section concerns quality-and sfrategic matters
financial of project priorities and value, for mgney. Ultimately
) the building project will be judged jn terms of the
social effects it produces on'the client's|enterprise, the
cultural occupancy and the public. Therefore the statement
litical of the required effects that any future building is
poliic required to have-must constitute the aims of the
image project.
continuity of operations When specifying the intended effedts, the degrees
B.82 [Effects on users/the public of precision appropriate or possiblg will vary from
) item “to item. The general nature|of the effects
convenience of spaces may make specification difficult in some cases,
convenience of systems par‘[icularly as many of the de’iired levels of
mmunications required effects (or acceptable linits of adverse
communi effects) can only be stated in qualithtive, non-tech-
security nical terms. Nevertheless, every effort should be
maintenance made to be explicit as this will help [the designer to
understand client and user expectations and thus
escape help to avoid abortive work, frustrdtion, delay and
levels of beneficial effects disappointment with the final result
comfort
cleanliness
health
safety
aesthetic
appearance
atmosphere
B.8.3 |Effects on the/&nvironment
ecology.
B.8.4 |Control"6f*undesirable effects B.8.4: The extent to which undesirable effects must be
distirbances reduced by the design should be st3ted.
puisances
pollution
B.8.5  Priorities B.8.5: Conflicts may arise, for example between image

value for money
time

cost

quality

and security or among the interests of the client,
user and the public, or on matters of cost, time
and quality. Hence there is a need to consider here
the overall project priorities as distinct from those
under individual sections. In some cases, it may be
difficult or even impossible to agree on these in
the early stages without having a design proposal
to hand. However, stating the conflicts explicitly
helps to make the designer aware and helps to

resolve the issues.
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Annex C
(informative)

Briefing checklist C: Design and performance requirements

©1SO

This annex transforms the content of the previous annexes into individual design decisions on the physical aspects

of the site and building(s).

Decisions in anex-C-shoutd-notbeconfused-withrthe u'co;gll Processas thcy arermeace Tt |u'ividua“y Clalemis
whereas the sybsequent process of designing invoives the understanding of the totality simultaneously with its
parts and forms|the latter into an indivisible whole.

isolation,

These individual decisions may be left to the designer, but even the inexperienced client may have ideas gbout the

design means of meeting his requirements.

As far as possiple, the decisions in annex C should be stated in performance terms~The decisions sh
account of relgvant matters such as cost of energy and materials, technical and\ofganizational mat
constraints, forms of construction, and the adaptability and durability of the design.

uld take
ers, site

g¢mergency vehicles
dgoods vehijeles
public transport

ains

Checklist and examples Notes
C.1 Sites gnd surroundings
C11 Specia| relationships C.1: Maost projects involve work outside the site
surrqundings boundaries and this may be extensive and vital in
hel buildingsis) undeveloped areas.
e buildings(s . . . )
ot ) g This section will start to resolve any fonflicts
othef site features revealed in B.5 and further assist in selpcting a
C12  Protection suitable site.
flooding
weather
eros|on
C.1.3 Acces C.1.3: For each category of access, the special feeds of
peddstrians visitors, handicapped persons, users agnd em-
) ployees should be considered and resolved.
bicyg¢les
vehig¢les

buses
aircraft
waterborne

parking

road layouts
through traffic
traffic calming
accidents

10
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Checklist and examples

Notes

C14
C15b
C16

C1.7

C18
C1.9

Security
Site zoning

Environmental control
landscape
visual barriers
wind shelter
planting

C1.4:

Security from unauthorized entry and absence of

unsupervised or unlit areas should be considered.

—Fecontouring

works of art
signposting
furniture
Utilities
source/distribution

\Waste disposal

Maintenance

C1.7
and
C.1.8:

The need for and the(capacity and|method of dis-
tribution should be stated for each utility service,
together with any_necessary emergency supply in

the event of failure.

C.2

The building as a whole

C21

C22

C23

C24

Physical characteristics
dimensions
volumes
number of storeys
building phasing
loading
energy
flexibility for future uses

Circulation/access
vertical/horizontal
pedestrian/mechanized
goods/people

handicappedpeople
signposting

Safety
structural
construction

fite

C.2:

Decisions generally applicable to the building as a
whole should be made first, leaving exceptions
which call for local variation to be fonsidered and

dealt with later.

This section can usefully answer thie requirements

listed in B.8

safety in use

Environmental
hygrothermal
sunlight
air movement
visual/acoustic/tactile
vibration
ventilation

1
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Checklist and examples

Notes

C.25  Communications
telephone
staff call
video/computer

C.2.6  Security
access control/barriers
personal security
alarms

C.27 Appearlance
buildlng forms/symbolic/functional
propgrtions
matgrial colours
finishes

C.2.8 Works[of art
murdls
sculdture

C.2.9 Operatfon
clearjing
repaif
maintenance

C3 Building fabric performance

C.3.1 Structdre
founglations
carcgss

C3.2 External envelope
envelope below ground
envejope above ground

C.3.3  Spatialldividers outside the_envelope

extelnal vertical dividers
alustrades
rilles
extefnal horizantal dividers
Icony floors

ternal staircases

€.3:

This subsection uses the headingy
ISO 6241:1984, table 3. Reference to th
national Standard will provide further exan
the components and assemblies include
each heading. Other authoritative lists e
may be substituted for this list if more app
More detailed performance advice will be

on aspects of the building fabric by referrin
documents listed in annex D.

from
it Inter-
hples of
i under
ist and
opriate.
vailable
g to the

C.3.4  Spatial dividers within the envelope
internal vertical dividers
partitions
internal horizontal dividers
floors
internal staircases

12
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Checklist and examples

Notes

C35

Services
water distribution and disposal
heating and ventilation
gas distribution
electrical
telecommunications/computing
mechanical/electro-mechanical
transport

pneumatic and gravity transport
safety

lightning

fire protection

alarms

C4

Grouping of spaces

C41

C4.2
C43

Zoning
security
acoustic
sterile

Spatial relationships

Physical characteristics

C5

Spaces in detail

C5.1
C5b.2
C53
C54

Physical characteristics
Related activities
Relationship to other spaces

Building services

C.6

Plant, equipment and furnishings

C6.1

C6.2

C6.3

c64

Items listed by category
sanitary appliances
storage

Location/area of use
room
zone

outdoors

C.6:

This subsection should schedule 4§
items not fully specified by the clien

Il the required
t under B.7.4.

Installation
fixed/loose/mobile
service connections
assembly

Appearance
materials
colours

13
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Checklist and examples

Notes

C.6.5 Maintenance
life-span
cleaning
maintenance control
handbook

14
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