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Building enquiry qualification checklist
Use this worksheet to choose whether a request needs clarification, a purposeful visit, deliberate waiting or a clear decline. The questions support a business decision; there is no automatic customer score.
Enquiry / Customer: _________________________________________
Work location: _________________________________________
Date / person reviewing: _________________________________________
Original request or message reference: _________________________________________
Work type and result
What does the customer want completed, and does it match the work your team takes on?
Known: ______________________________________________
Still to establish: _______________________________________
Location and access
Where is the work, and what affects travel or access for assessment?
Known: ______________________________________________
Still to establish: _______________________________________
Scope information
What description, drawing, measurements or specification is available? Which decision is still missing?
Known: ______________________________________________
Still to establish: _______________________________________
Timing
Is the date a preference or a fixed constraint? What needs to happen before work can start?
Known: ______________________________________________
Still to establish: _______________________________________
Budget discussion
What information can the customer share about expectations? Do not confuse an early budget with a supported price or acceptance.
Known: ______________________________________________
Still to establish: _______________________________________
Decision process
Who reviews the offer and what information do they need? A contact is not automatically an approver.
Known: ______________________________________________
Still to establish: _______________________________________
Your readiness
Can your business assess and price this work appropriately, and what capacity information needs checking?
Known: ______________________________________________
Still to establish: _______________________________________
Decision and next step
	Choice
	Reason / information needed
	Next action / owner / timing

	Clarify before visit
	[Record the actual reason]
	[Specific action, owner and timing]

	Arrange purposeful visit
	[Record the actual reason]
	[Specific action, owner and timing]

	Wait for a defined input
	[Record the actual reason]
	[Specific action, owner and timing]

	Decline unsuitable request
	[Record the actual reason]
	[Specific action, owner and timing]


Questions to prepare for a visit
What will the visit establish that the current information cannot?
_________________________________________________
Who needs to be present to answer the scope questions?
_________________________________________________
Which measurements, areas or decisions need reviewing?
_________________________________________________
What follow-on information may still be needed before offering?
_________________________________________________
Three decision examples
Scope unclear: the customer asks for “kitchen work” but has not described the result. Ask what they want changed before selecting a survey purpose.
Timing unclear: the customer prefers November but says moving dates are not settled. Establish which timing matters and choose a review point rather than promise a start.
Work outside your offer: the request requires a service your business does not provide. Explain that plainly instead of arranging a visit without a suitable purpose.
Further reading: https://www.fmb.org.uk/resource/how-to-qualify-job-leads-and-win-better-building-projects.html
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