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Google Business Profile setup and audit checklist
For UK building and installation businesses. Work through the decisions before changing a live profile. Google determines eligibility, verification and display; this resource does not guarantee rankings or enquiries.
Business name: ___________________________________________
Profile link if one exists: ___________________________________________
Reviewer: ___________________________________________
Review date: ___________________________________________
Profile owner / contact: ___________________________________________
Next review date: ___________________________________________
Existing profile and access
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Search for the real business before adding a profile. Record an existing listing and check the appropriate claim or access process.
Existing URL / current access / action needed: ___________________________________________
Business identity
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Use the name represented in the real world. Put descriptive services and locations in the relevant fields, not an invented keyword-stuffed name.
Confirmed name and source used to check it: ___________________________________________
Customer visits or service-area work
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Establish whether customers actually visit your location or the business travels to them. Review Google guidance before displaying an address.
Business model / address visibility decision: ___________________________________________
Service area
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Select places actually served using supported areas. Do not invent branches or treat every customer property as your business location.
Actual areas / boundary to confirm: ___________________________________________
Category
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Choose the primary category that best describes the core business from Google’s available choices. Add only relevant further categories.
Primary / other relevant categories: ___________________________________________
Phone and website
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Check that the phone reaches your business and the website opens the correct page. Test the route as a potential customer.
Checked phone / website URL / test result: ___________________________________________
Description and services
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Explain actual work types and useful scope. Check description restrictions; avoid links, misleading claims and promotions in that field.
Description draft / service list / gaps: ___________________________________________
Verification
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Follow the methods Google offers. Record the current status and any next step without sharing verification codes or login credentials.
Status / method offered / responsible person: ___________________________________________
Hours and availability
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Review the business hours and special hours applicable to your profile and working model. Keep public expectations accurate.
Current hours / exception dates / action: ___________________________________________
Photos and reviews
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Select relevant project imagery without exposing private information. Request genuine reviews; avoid incentives and selective positive-only requests.
Photo selections / permissions / review process: ___________________________________________
Public-view check
☐ Checked   ☐ Action needed   ☐ Not applicable   ☐ Still to establish
Inspect the visible profile and website route. An edit submission is not proof that the change is live.
What is visible / outstanding review / check date: ___________________________________________


Description planning sheet
Draft using actual work, service area and relevant business detail. Check Google’s current description rules before publishing. Do not copy claims you cannot substantiate.
Core type of work:
________________________________________________________________________
Actual service locations:
________________________________________________________________________
Project types you take on:
________________________________________________________________________
Supported experience / qualifications if relevant:
________________________________________________________________________
Draft description:
________________________________________________________________________
Details deliberately omitted / reason:
________________________________________________________________________
Action log
Record an actionable correction, its owner and a date to check the public result. Keep account passwords and verification codes out of this document.
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Example audit finding
Finding: the public website link opens an old page with an out-of-date telephone number. Action: owner to confirm and update the website route, then test the public view after Google review. Evidence: record the tested URL and date. This illustrates a process, not a real business result.
Official guidance
Business representation: https://support.google.com/business/answer/3038177
Service areas: https://support.google.com/business/answer/9157481
Add or claim a profile: https://support.google.com/business/answer/2911778
Verification: https://support.google.com/business/answer/7107242
Local ranking: https://support.google.com/business/answer/7091
Reviews: https://support.google.com/business/answer/3474122
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