
YOUR INVITATION TO A
30 DAY FREE T R I A L
AT A S P E C I A L
I N T R O D U C TO RY P R I C E. . . 

A
Completely New
s e l f - s t u d y
p ro g r a m
with one-on-one
guidance fro m
your personal
i n s t ru c t o r /
p a r t n e r. . .

• Develop your practice management
skills a n d p re p a re for a key 
segment of the NCIDQ exam,

• F rom interviewing prospective 
clients to collecting timely 
p a y m e n t s ,

• A complete home study p rogram, with 
an 800 number for your questions and
help from your personal instru c t o r / p a r t n e r
whenever needed.



H O W THE COURSE WORKS
When you enroll, you’ll receive yo u r
“Successful Interior Design Pra c t i c e
M a n a g e m e n t ” loose-leaf binder and
course materi a l s. Each of your eight
course units includes the fo l l ow i n g :
• S p e c i f i c, to the point discussion of an

area of practice management,
• Examples which show you how to

apply the principles yo u ’ ve learned, and
• A ser ies of Skil l Deve l o p m e n t

E xe r c i s e s, realistic simulated situations
in which you’ll practice your new l y -
l e a rned skills.

You’ ll send your completed Skil l
D evelopment Exercises to your personal
i n s t ru c t o r / p a rt n e r. T h ey will be returned to
you with appropriate comments and rec-
o m m e n d a t i o n s.

WHO SHOULD TA K E
THIS COURSE?
If yo u ’re currently invo l ved in managing all
or a part of an interior design pra c t i c e, or
if yo u ’re consider ing doing so in the
f u t u r e, this course is for yo u . It will prov i d e
you with the skills, know l e d g e, and spe-
cial fo rms you need to achieve success
as well as help prepare you for the pri n c i-
ples and practices portion of the New
NCIDQ ex a m .

W H AT QUALIFICATIONS DO
YOU NEED?
All you need is a basic understanding of
i n t e rior design practice and term i n o l o g y.
The course will do the rest.

BETTER PRACTICE MANAGEMENT
WITH LESS MANAGING TIME
If yo u ’re like most designers, you prefe r
designing to managing, doing to ove r s e e-
i n g . N ow you can spend more time
designing and less time managing while
still developing a successful ex p a n d i n g
p ra c t i c e. With the specific step-by - s t e p
p ractice management skills and the spe-
cial practice management fo rms which
this course prov i d e s, you’ll be able to
manage your own professional pra c t i c e
more efficiently and in less time than yo u
ever thought possibl e.

LET ASID HELP YOU MAKE
YOUR PRACTICE MORE
S U C C E S S F U L
Are you currently managing an interi o r
design practice? Do you plan on start i n g
such a practice in the future? Do yo u
intend to prepare for the principles and
p ractice portion of the NCIDQ ex a m ?
If your answer to any of these questions
is “ ye s,” ASID can help you develop and
enhance your personal practice man-
agement skills and understanding with
our totally new learning-at-home ex p e ri-
e n c e,

“ S t a rting and Managing Your Own
Successful Interior Design Practice”.

The program is conducted entirely by
c o r r e s p o n d e n c e. On your own time and
at your own pace, it offers you the
o p p o rtunity and the guidance to deve l o p
the essential skills needed to manage a
successful interior design pra c t i c e. H e r e
are just a few of the vital techniques and
concepts you’ll explore in this unique,
p ractical, learning activity:

• H ow to define your specific area of
i n t e rior design,

• H ow to identify your client base,
• H ow to decide what fees you should

c h a r g e,
• H ow to conduct a client interv i ew,
• H ow to prepare a Letter of Agr e e m e n t

for a prospective client,
• H ow to set up and maintain an accu-

rate record keeping system,
• H ow to prepare detailed job estimates,
• H ow to determine your specific com-

puter hardware and software needs,
and much more.

SPECIAL FORMS TO HELP YOU
MANAGE A SUCCESSFUL INTE-
RIOR DESIGN PRACTICE
An important feature of this course are
the special Pract ice Management
Fo rm s, ranging from the New Project
I n t e rv i ew Fo rm to the Financial Record
Keeping Fo rms and the all import a n t
Client Filing System. All have been care-
fully designed to make the management
of your particular practice as efficient
and effe c t i ve as possibl e.

HOW LONG (OR SHORT )
IT TA K E S
You can complete “ S t a r ting and
Managing Your Own Successful Interi o r
Design Pra c t i c e ” in about 25 spare-time
h o u r s.

FOR CURRENT
AND FUTURE

I N T E R I O R
D E S I G N

P R A C T I C E
M A N A G E R S

D E V E L O P
Y O U R

P R A C T I C E
M A N A G E M E N T

SKILLS AND
E X P E RT I S E

U S E
T H E

S P E C I A L
F O R M S

P R O V I D E D



LET A RECOGNIZED EXPERT
HELP YOU DEVELOP YOUR
INTERIOR DESIGN PRACTICE
MANAGEMENT SKILLS
Diane B. Wo rth, ASID, is president of
The Carleton Group LLC, Phoenix, AZ,
and was an adjunct
faculty member at
A ri zona State Uni-
ve r s i t y. Her 35 ye a r s
ex p e r ience in the
i n t e rior design and
business manage-
ment fields includes
managing her ow n
residential and commercial design firm ,
and serving as director of space plan-
ning and interior design for a large archi-
t e c t u ral firm in Phoenix, AZ.

With a part n e r, she created a financial
management software system for interi-
or designers. She is the first woman, as
well as the first interior designer, to
r e c e i ve the Distinguished Service Medal
from the Ari zona State Unive r s i t y
College of Architecture.

This course is based on the ASID-
accredited CEU seminar, “ B u s i n e s s
Systems for the Designer,” which she
conducts for ASID.

WHEN YOU FINISH . . .CEU CREDIT
When you complete the course, yo u ’ l l
h ave earned 1.0 Continuing Education
Units (CEUs) and you’ll receive a signed
C e rtificate of Completion, suitable fo r
f ra m i n g .

Most important of all, though, you will
h ave developed your know l e d g e, skills,
and understanding how to successfully
manage your interior design practice to
a really superior leve l . And you’ll have
ava i l a ble the special fo rms and proce-
dures to help you do so.

COURSE OUTLINE
UNIT 1: H ow to Determine the
S e rvices You Will Offer and the Fees
You Will Charge
• L e a rn to decide exactly what your par-

ticular business should be,
• L e a rn to identify your unique client

b a s e,
• L e a rn to determine the fees yo u

should charge.
UNIT 2: H ow to Interv i ew a
P rospective Client and Prepare a
Letter of Agreement
• L e a rn how to classify your clients,
• L e a rn how to interv i ew your clients

and carefully evaluate their real needs,
• L e a rn how to prepare a Letter of

A greement for a prospective client.
UNIT 3: H ow to Set Up and Maintain
Accurate Financial Record s
• L e a rn to prepare and maintain the

basic financial records for your firm ,
• L e a rn to better manage cash flow fo r

your firm ,
• L e a rn to use specific management fo r-

mulas to determine your firm ’s opera t-
ing results.

UNIT 4: H ow to Prepare Successful
Client Estimates and Pro p o s a l s
• L e a rn to prepare detailed job estimat-

ing fo rm s,
• L e a rn how to prepare an effe c t i ve

client proposal.
UNIT 5: H ow to Org a n i ze for a
S m o o t h ly Running Office
• L e a rn to set up accurate client, pur-

c h a s e, and wo rk order files,
• L e a rn to effe c t i vely tra ck merchandise

i nve n t o ry,
• L e a rn how to effe c t i vely monitor client

i nvoices and pay m e n t s.
UNIT 6: Using Computers in Yo u r
Design Firm
• Complete an Applications Sizing

Wo rksheet to determine your specific
h a r d wa r e / s o f t ware needs,

• List the questions to ask when consid-
e r ing the purchase of design (not
CAD) softwa r e.

UNIT 7: Using Sources of Info r m a t i o n
and Pro fessional Support Serv i c e s
• L e a rn the sources of info rmation fo r

assessing the potential viability of yo u r
design pra c t i c e,

• L e a rn to define the support serv i c e s
which your design practice needs, as
well as the specific functions of each.

UNIT 8: Guidelines for Starting a
P r a c t i c e
• D e s c ribe typical business stru c t u r e s

s u i t a ble to use for a design firm ,
• Explain the “ 4 C s ” of credit,
• D e s c ribe sources of capitol ava i l a bl e

to the designer,
• Explain the importance of job descri p-

tions for the principal and staff of the
design firm .

A L L
I N
Y O U R
O W N
OFFICE 
O R
HOME . . 

AT
Y O U R
O W N
PACE . . .

W I T H
Y O U R
P E R S O N A L
I N S T R U C T O R /
PA RT N E R
TO 
HELP YOU

ENROLLMENT INFORMAT I O N
Detailed info rmation on enrolling in
“ S t a r ting and Managing Your Own
I n t e rior Design Pra c t i c e ” is located on
the back page of this brochure.

BEGIN NOW TO DEVELOP
YOUR PERSONAL PRAC T I C E
M A N AGEMENT SKILLS—ENRO L L
IN THIS V I TAL NEW COURSE TO DAY !



OUR GUARANTEE TO YOU
A ve ry simple one, really. Send us yo u r
order with your payment or credit card
charge info rm a t i o n . We’ll send you yo u r
course material by return mail. R ev i ew
the course at your leisure for 30 full
d ay s.
If it’s not exactly what you want, simply
r e t u rn the material to us, unused, and
we’ll immediately send you a full refund
or credit to your charge card account.

CONTINUING EDUCATION FOR
DESIGN PROFESSIONALS
This course was developed and is con-
ducted for ASID by the MGI
Management Institute, White Plains,
N ew Yo rk . The company provides pra c t i-
cal up-to-the-minu t e, independent study
ex p e riences for thousands of profe s s i o n-
als in an ever widening range of sub-
j e c t s.

SPECIAL DISCOUNT PRICE—
S AVE $45
The list price for the complete “ S t a rt i n g
and Managing Your Own Successful
I n t e rior Design Pra c t i c e ” course is only
$ 2 8 4 * . H oweve r, ASID is pleased to offe r
you a $45 discount for prepayment so
that your special discount price for this
unique course is only $239 (non-member
$264) plus a small postage and handling
c h a r g e.
That includes your loose-leaf bound
course manual, rev i ew and detailed
comments on all your Skill Deve l o p m e n t
E xe r c i s e s, and personal response to
eve ry question you send in. And remem-
b e r, that’s all it costs . . . no time away
from wo rk, no travel, no other costs of
a ny kind.

SEND FOR YOUR
FREE TRIAL TODAY
Use the Enrollment Fo rm or write to:
ASID Professional Reference Progra m s,
Suite 100, 244 Westchester Ave nu e,
White Plains, NY 10604

NEW! TOLL FREE
TELEPHONE ENROLLMENT
Just call 1-800-932-0191
Or use our fax number 914-428-0773.

❑ Y E S , I want to develop my know l-
edge and skills in managing an interi o r
design pra c t i c e. Please enroll me in
“ S t a r ting and Managing Your Own
Successful Interior Design Pra c t i c e ” a n d
send all materials at once. My pay m e n t
(or credit card charge) is enclosed as
s h own at ri g h t .

I understand this includes all course
m a t e rial, processing of all my Skill
D evelopment Exe r c i s e s, and personal
response to all questions I send in.
I understand further that if I’m not com-
pletely satisfied with the material, I may
r e t u rn it, unused, within 30 days for a full
and immediate refund.
*Purchase orders without accompanying prepay m e n t
will be billed at list pri c e.

T O L L - F R E E
TELEPHONE ORDER
Just call 1-800-932-0191
Fax 914-428-0773

N a m e _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

T i t l e_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

F i rm_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

A d d r e s s_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

C i t y _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

State _______________________________Zip _ _ _ _ _ _ _ _

PAYMENT INFORMAT I O N

Course Pri c e $ _ _ _ _ _ _

Postage & H a n d l i n g $    8.95

Total Pri c e $ _ _ _ _ _ _

❑ C h e ck enclosed (paya ble to ASID)

❑ Purchase order enclosed*

❑ Charge the above amount to my credit
card as shown below :

❑ M a s t e r C a r d ❑ V I S A ❑ A M E X

A c c t .N o. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

E x p i ration Date _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

S i g n a t u r e _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

FREE TRIAL ENROLLMENT FORM
To : A S I D P r o fessional Reference Progra m s

Suite 100, 244 Westchester Ave nu e, White Plains, New Yo rk 10604

Upon completion of this
course, you’ll have earned
1.0 Continuing Education
Units (CEUs) and you’ll
receive a two-color
Certificate of Completion,
suitable for framing.

C o pyright  ©  2002 by
The MGI M a n agement Institute, I n c .

Air Pa rcel Post Charge s
Alaska, Hawaii, Puerto Rico, 

and Canada                 $15 U. S. a d d i t i o n a l
All other countries                   $55 U. S. a d d i t i o n a l


