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Your project. A clearer starting
point.
Capture the priorities, existing arrangements and questions behind your enquiry. Complete on screen or print,
then email the worksheet to info@syrex.uk.

Company Contact name

Email Telephone

Site or building Programme or start date

01 / WHAT DO YOU NEED TO ACHIEVE?

Your objectives, priorities and the work you have in mind

Existing equipment, service arrangements or information available
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Plan the conversation.
02 / INFORMATION TO GATHER

Included areas and operating times

Task and frequency schedule

Routine and additional work

Materials and access responsibilities

Quality-check criteria

Service change and review process

03 / THE PRACTICAL DETAIL

Access, occupancy, working hours and other constraints

Questions, dependencies and decisions you want to discuss

The next step you would like to arrange

Please include business and project information relevant to the enquiry. Do not include passwords or sensitive access credentials.
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