Procedure for Client Quotation Request Form from Surveyor
Background;

The reason for producing and implementing this form/procedure has arisen from marketing the company by placing an advert in the yellow pages February 2004.  Due to the interest this has brought in by way of potential clients calling the office base of Kingspan, requesting quotes to be undertaken for works they wish to be carried out, has raised the issue of how best we are able to record the information and pass the details on to the company surveyor who’s office base is independent to the main office as effectively and as efficiently as possible.  Due to no current system being in place for recording that type of details form CQRF002 has been produced.
The format of the form;

The form has been kept to a very simple format to record the basic information required to pass onto the surveyor for further consultation with the client.
For all personnel completing the form it is essential to obtain all necessary details as listed below;

· Date
This section is to record the date that Kingspan received the initial phone call/request from the potential client.

· Name

This section is to record the name of the contact person who the        company surveyor will need to contact in order to make an appointment with to price up the works that wish to be carried out. This may not necessarily be the person making the initial phone call.  If this is a different contact name record both 
1.  The name of the person making the request, and 
2.  The name of the relevant person who needs to be contacted, to make the appointment with.  This will help for future reference.

· Address
In this section you will need to record the address of the property      which is required a visit from the company surveyor.  If there is a different address for correspondence to be sent to then this will need to be recorded on the form also in the space provided clearly marked ‘Address for correspondence’.
· Post Code
In this section it is essential that the property post code is obtained and recorded, to allow the company surveyor to locate exact directions to the property via the Internet RAC site.

· Telephone Number
In this section it is essential to obtain the clients relevant contact telephone number.  There may be a number of telephone numbers to record e.g. 
· Land line/home telephone number, 
· Mobile contact telephone number,

· Office/works telephone contact number. 
· Take all numbers as issued so that the company surveyor is able to make contact outside of office/working hours.  
· Details

This section is to be completed with the relevant information detailing the outline of the works to be quoted for. E.g. flood damage to lounge ceiling, areas affected are to be repaired as necessary and the works are covered by insurance company.  A brief outline of the works is all that is required. 

· F.A.O /Passed to 
This section is to be completed once the contact details have been passed on, either to the company surveyor or relevant staff member who will need the client details verbally or the completed form to make an appointment  for the surveyor to view the property in order to carry out  a thorough investigation as to what works are required.
· Action Required

This section is to be completed by the company surveyor once a visit has been arranged to carry out a full survey of the works to be carried out.  All details of these works to be recorded in this section and a letter compiled on company letter headed paper listing all works and prices as necessary copies of which are to be kept with this form for future reference. 
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