SOP Template: Preparation and Approval of
Landscaping Design Plans

This SOP details the process for the preparation and approval of landscaping design plans, covering initial
consultation, site analysis, concept development, design drafting, internal review, client presentation, revisions, and final
approval. The goal is to ensure that all landscaping designs meet client needs, comply with regulations, and uphold
aesthetic and functional standards through a structured and collaborative approach.

1. Purpose

To provide a standardized process for the preparation, review, and approval of landscaping design plans, ensuring
quality, compliance, and client satisfaction.

2. Scope

This SOP applies to all landscaping design projects managed by the [Company/Department Name], from initial
consultation through final client approval.

3. Roles and Responsibilities

Role Responsibility

Landscape Designer | Develops concepts and drafts design plans.

Project Manager Coordinates the process, ensures timelines are met, and communicates with stakeholders.
Internal Review Team | Evaluates design drafts for compliance, aesthetics, and feasibility.

Client Reviews and provides feedback on design plans for approval.

4. Procedure

1. Initial Consultation
Meet with the client to determine project objectives, requirements, preferences, and budget. Document key points and
establish the project scope.

2. Site Analysis
Conduct a site visit to assess existing conditions, measure dimensions, identify environmental factors, local
regulations, and take photographs as reference.

3. Concept Development
Prepare preliminary concepts considering client needs, site analysis findings, and creative ideas. Present initial
concepts to the internal team for input.

4. Design Drafting
Develop detailed design plans including layout, planting schemes, materials, renderings, and specifications as
required.

5. Internal Review
Submit the draft design to the internal review team to ensure compliance with standards, regulations, functionality, and
aesthetics. Apply feedback as appropriate.

6. Client Presentation
Present the revised design plan to the client, highlighting key features, justifications, and how the plan addresses their
requirements.

7. Revisions
Collect client feedback and address any concerns through further revisions. Repeat internal review as needed.

8. Final Approval
Obtain formal approval from the client (e.g., signed confirmation). Archive final plans and related documents for
recordkeeping.

5. Documentation

Client Brief & Meeting Minutes

Site Analysis Reports & Photos
Concept Drawings & Design Drafts
Internal Review Checklists



e Client Feedback Forms
¢ Approval Sign-Off Sheets

6. References

e [Company Design Standards Manual]
¢ [Relevant Local Codes & Regulations]
¢ [Project-Specific Requirements]
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