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Thank you for choosing to work with Lucas Freire Architecture,
we are excited to have you on board and start making your
dreams a reality! 

Starting a renovation is an exciting commitment but can feel
like a daunting task! After all you likely have never been
through something like this before. That is where we come in,
to help guide you through this process!

In this brief pack you will find important information relating to
your project, to make this journey as smooth for you as
possible. This includes: 

 An introduction to your dedicated team 1.
 How we work2.
 The services included in your project3.
 The next steps4.
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Sam WEBB
Junior Architect

sam@lucasfreire.be

Pedro is the founder of the company and is responsible
for the general overview of the company. 

Pedro LUCAS FREIRE
Principal Architect - 16 years experience

Pedro@lucasfreire.be

Dima KHOUKAZ
Junior Architect & Media & Communication

Dima started as an intern and was hired thereafter. She is
originally from Syria.

dima@lucasfreire.be

Lauana recently joined the team and is originally from
Brazil. 

Lauana GOMES
Junior Architect

lauana@lucasfreire.be

Ezgi is our newest intern, she is from Turkey.

Ezgi ÇIRPANLI
Intern Architect

ezgi@lucasfreire.be

MEET THE TEAM
Brussels team

Sam is your main point of contact. He will be the one
responsible for the design, drawings and day-to-day
management of your file. He’s been in the company since 2022
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Veysi ÖZKORKMAZ
Architect

Şamil Yeşilyurt
Architect

Hilal is also from Türkiye and works remotely from there.
She's been in the company for 3 years.

Misagh has been working with us for three years on high-
quality, realistic renderings for clients who need them.

Hilal SEVIM
Architect

Misagh HOSSEINZADE
3D Artist-Designer 

sevim@lucasfreire.be

misagh@lucasfreire.be

Şamil joined the team a year ago and also works remotely
from Turkey.

veysi@lucasfreire.be

sam@lucasfreire.be

MEET THE TEAM
Remote team

Veysi is responsible for the submission of your file for the
permit application. He’s been in the company since 2019
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Communication is via email. For ease of communication and to ensure
that your project runs as efficiently as possible, we prefer to have
everything in writing.  As we work on site and managing multiple projects
time is dedicated to each project, so if you do not receive an instant reply,
do not worrry you request is being handled.

Email

Our operating hours are 9am-6pm Monday - Friday. 

For the same reason, we will also provide you with a brief summary of the
notes of the items discussed at our office to ensure that we have
everything noted down. This also ensure that we are all on the same page
and nothing gets forgotten!

Office Meetings

Reports are created on site alongside the meeting itself. This is then
reviewed back at our office, along with images of the works discussed. A
PDF of the final report will then be emailed to you during the week.

Site Reports

01

02

03

CONTACT
Renovation is an exciting process and we know you will likely have lots of questions,
thoughts and ideas during the design phase. This is great! We love to help you create
the perfect vision for your home!

That being said, we also know that we need to streamline this process, to make it as
efficient and peaceful for you. We therefore ask that all ideas are collected together
into one email. All emails are checked regularly and you will receive a reply within 3
business days. 
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At our initial
meeting we can
discuss precisly
what it is .

(1h free initial
consultation)

01
Initial

Meeting

PROJECT TIMELINE
02

Measurement

Next we will come to
the property to
measure to make sure
that the last known
drawing are accurate
to the existing
situation. 

(1h/ floor on average,
depending on the
complexity of the
building)

03
Existing 
Situation 

We will draw the
existing situation
based off the
measurements that
we took.

(1-2 weeks depending
on workload)

We start working on
the initial  proposal for
the new situation. This
will be sent to you via
email to review. We
will then arrange a
meeting at our office
to go though any
points you may have.

(1-2 weeks depending on
workload) 

Concept
+ Design

Revisions Submission Tender Execution

The revisions are
made and the
modified files are sent
back to you for you to
review. Up to 2
rounds of revisions
are permitted before
being charged at an
hourly rate.

(1-2 weeks depending
on workload)

Once you are happy
with the results. We
will finalise your file
and submit your
project to the
commune. They have
3 months to review
your file and give their
decision. 

(1-2 weeks + 3 months)

While the permit is
being approved we
can already start with
contractors to give
prices for the work
that can be done
without a permit. In
order to not lose
time.

(2-4 weeks )

Once the bulding has
gone into
construction we will
follow up on the
works. 

(until completion)
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1

Lucasfreire.be

WEEKS
PROCESS

Measurements and
implementation

Preliminary study

Building application

Declared complete and
admissible (at the municipality)

Decision

Comission de concertation ( if
neccessary - subject to any
deviations)

Start building works
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If there are not many changes to the plans, if your feedback on our emails does not take too long and if the urban
development department follows their own deadlines, this is the expected timeline:

Public inquiry

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
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  •   Execution plans
  •   Project management (PEB, engineer, contractor, etc if necessary)
  •   Bill of quantaties
  •   Specifications
  •   Presentation of Contractors
•   Site monitoring
•   Provisional acceptance

03 CONSTRUCTION

WHAT’S INCLUDED

 •  Site visit and measurement (surveyor fees not included)
•   Photos of the current state and design proposal in consultation with the client
•   Request for old plans from the municipal archives (plan fees not included)
•   Advice on materials and structural solutions
•   CAD drawings / 3D diagram. Files of the authorized, existing and new situation
•   Plans, sections, facade drawings, land profile, site plan, location plan and urban
planning context
•   Obtain information from the Urban Planning Department (if necessary)
•   Presentation of PEB Agents (if necessary)
•   Urban Planning Permit Application Form
•   Building Permit Statistics Form
•   Photographic report
•   Explanatory Note
•   Ventilation plans (ventilation system report not included)
•   Drainage plans
•   Submission of all documentation to the Urban Planning Department
•   Certificate - Order of Architects
•   Submission of the planning permission application

02 BUILDING APPLICATION REQUEST

Site visit and measurement 
Photos of existing situation and consultation with the client
Concept design
CAD drawings. Files of the existing and new situation
Advice on materials and structural solutions
Demolition plans
3D visualizations (if necessary)
Request archive plans from the municipal archive (costs of plans not included)

01 CONCEPTION
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VISUALISATIONS
We use BIM software to accuarately draw your project. Front this we can cut plans and section to
get a accurate drawings of you project. 

The advantage of this is that a 3D model is also created in the construction of the drawings so the
base for the 3D visualisations are made simultaniously with the 2D drawings. This allows us the
ability to provide base 3D models at various points of the project. 

We understand that for our clients it is not
easy to understand how a 2D plan will look in
3D and therefore are happy to show you the
3D images to give you a better uderstanding
of how the space will look.

A simple white render (right) is constructed
alongside the drawings as we make them.
Therfore it is relatively easy for us to provide
you with visualisations like this.

Once the project has progressed and if you
would like us to help with the interior design
of your space, then we are also able to start
developing more detailed 3Ds. This allows us
to create more realistic visulisations of your
space (left).

These take a lot longer to create as we have to
assign each texture, add the finer details to
the model and set all of the lighting
parameters. 
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All documents from the Urban
Permit list

Urban Permit Regularisation
The documents needed for an
urban permit:

(if applicable)

Permit application form

Application form (appendix 1)

Significant photos
Situation plan 1.1000
Implementation plan 1.200
Plans (existing and new) 1.50

Warning to co(owners) (appendix 2)
Opinion SIAMU - fire department
Fire safety plans (1 per floor) 1.50
Fire safety section 1.50

Copy of the latest planning
permission

Descriptive note of the project
Proof of payment
EPB proposal
Title deeds 
Significant photos

Situation  plan 1.1000

Situation plan 1.1000

Existing situation

Administration

New situation

Location plan 1.500

Location plan 1.500

Implantation plan 1.200

Implantation plan 1.200

Terrain profile

Terrain profile 1.200

Front facade 1.50

Front facade 1.50

Plan (1 per floor) 1.50 

Plan (1 per floor) 1.50 

Back facade 1.50

Back facade 1.50

Section 1.50

Section 1.50

Legend

Legend

PROCEDURES
Often there is a miscommunication that ‘just a plan’ is required. This diminishes the perspective of

how much work is required in order to submit the application. We have outlined the minimum
requirements in order to submit each application type below.

The regularisation follows the same
proceedure as the urban permit, as if the
works had not yet been completed.
Therfore the existing situation would
become the legal situation and the new
situation becomes the fractual situation

Additional Documents

Change of use
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From our experience it can be easier for you to get the EPB report. This is
a mandatory requirement for all permit applications. Stability and ground
study may also be required depending on the needs of the project.

EPB Report

For the Formulaire 1 we need to fill out your personal details including: 
Full Legal Name
Current Address

National Identity Number

Personal Details

We require that all of the drawings that we submit are signed by the client
for approval. We will only send the plans once they are approved by you,
Once you  are happy with the plans, please send us a scan of your
signature so we can digitally add it to the drawings.

Signature

01

02

03

WHAT WE NEED FROM YOU
For the submission of the file there are a few things that we need to fill out all of

the admin parts of your file. This includes the following : 

But we can put you in touch with the service providers.

We need the title deeds of the property. This can be requested by
emailing the following address: 

rzsj.bureau.bruxelles1@minfin.fed.be (Etterbeek, St-Josse-Ten-Noode,
1000 Bxl Pentagone)
rzsj.bureau.bruxelles2@minfin.fed.be (Anderlecht, Forest, Uccle, St.
Gilles, Watermael-Boitsfort)
rzsj.bureau.bruxelles3@minfin.fed.be (1000 Bxl-13e division (canal
area), Laeken, Neder-Over-Heembeek, Haren, Evere, Koekelberg,
Ganshoren, Berchem St. Agathe, Jette, Schaerbeek)
rzsj.bureau.bruxelles5@minfin.fed.be (Auderghem, Ixelles,
Molenbeek, Woluwe St. Pierre, Woluwe St. Lambert)

Title Deeds 04
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Have you received the contractor's ten-year civil liability insurance?
(You cannot start work without this document)

Have you checked that the contractor is registered in all NACE
codes? You cannot start work without this document)

Have you checked the tax returns for the last two years?

All visits and reports drawn up protect you and guarantee that the work carried out by the
contractor is validated and that the invoices can be paid - or that payment of the invoice is
suspended until the reported defects are corrected.

While we prefer to work with contractors that we have previously worked with, as we then
know their capabilities and how they work, you are, of course, free to chose any
contractor that you wish to work with. 

However, if this is the case we advise that you check the following before starting on your
project to ensure yourself: 

CONTRACTORS
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You are hiring an architect because you want us to organise the project. You want us to take the
responsibility off your shoulders and trust us to deliver a beautiful project to you. You want us to make
weekly site visits to check the full details of the project and ensure everything runs smoothly once you have
signed off on the design. You are okay to invest a premium for the peace of mind of not running the
project.

3 meeting review session before permit submission.

Package:
Fully inclusive. Set price per sqm

PREMIUM

CLIENT PACKAGES

You have a rough idea what you like and don't like, but need our help to bring it to reality. You know when
you see it if its right or not but can't imagine it beforehand. You are okay with taking some of the
responsibility of the project organisation, but would like us to be there to help guide you.

Package:
Helping hand - more inclusive package. Again options to add additional items if they would like, but more
of a set price.3D renders included to visualise the space.

2 meeting review session before permit submission.

Add ons are priced slightly higher as an additional service, if multiple adds ons are foreseen it might be
best to give for the premium option - where everything is included in our most premium package.

STANDARD

You are someone that likes to organise their own time and the workers around them. You have lots of ideas
already and just want us to help advise you on the best options. You just need us really for the technical
side of submitting. You are working with a limited budget and are happy to organise alot of the things
yourself, but would like us to be there if necessary. You can read plans and have some knowledge of
construction.

Package:
Flexibility - Offering an basic package of our responsibilities with add on options. Eg if they actually do want
a metre it can be added on from the additional options list.

1 meeting review session before permit submission.

BASIC
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ASBE S TOS EXPER T I S E S

COLLABORATION 
A selection of the partners we have enjoyed working with on previous

projects.
We do not receive any commission from the partnerships

CONTRAC TORS EPB

PR IMES

ENG INEER S

SURVEYOR
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AWARDS

Adaptative Reuse &
Renovation 2024

Interior Transformation
2024

Adaptative Reuse &
Renovation 2024

 Space Transformation
2024

Guesthouse Rupelmonde by Lucas Freire
Architecture  International Residential Architecture

Awards 2020

Apartment Brussels by Lucas Freire Architecture
International Residential Architecture Awards 2020

Paradiso Eco-Resort by Lucas Freire Architecture
International Residential Architecture Awards

2020
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CLIENTS
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 PUBLICATIONS
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NOTES

www.lucasfreire.be

Thank you
!
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