| Thisisasample documentusing fictionalbusiness data.

Inquiry pilot: operating notes

Foran example service business with one website form,oneinquiry trackerand anamedreviewer. The
handoveridentifies the deployed workflow,account owners and operatorcontrols.

1. How it runs

Awebsiteinquiry arrives with arequestID.

The workflow checks required fields and looks foran earlierdelivery of the same request.
Avalidrequestbecomes onetrackerrecord. Missing details and failures stay visible.
Areply draftis prepared forthe reviewer.Editing a draftresets approval.

Thereviewerchooses the nextaction.Sending and financial actions require the permissions agreedin
scope.

Keep secret values out of operating notes.

2. Daily checks

e Comparenew intakerequests with trackerrecords. Investigate a missing orrepeatedrequestID.
¢ Reviewrequests with missing fields and drafts waiting forapproval.
e Checkfailedrunsandinterrupted attempts beforereplaying anything.

e Confirm who owns eachunresolved exception.Donotassumean alertmeans someone acted.

3. Weekly checks

e Reviewrepeatedfailures,duplicates and time spentresolving exceptions.
e Checkproviderquotasandusage againstthe agreed workload.
e Checkthataccountpermissions stillmatch the workflow scope.

e Useanagreedcontrolledrequestto checkintake, review andrecovery aftera providerorworkflow
change.

e Applythe agreedretention and deletion schedule.

4.Read thelogs

Athandover,record where an authorized operatorcan seerun historyand how longitis kept.

RequestID
Connects theintake,trackerrecord andrun history. Example:INQ-EXAMPLE-OOT.



Stage andstatus
Shows whethervalidation,record creation orreview preparation completed, failed orneeds attention.

Timestamp and attempt

Helps distinguish an original delivery from a laterretry.

Safe failurereason

Names the failed stage and whetherrecoveryis possible without exposing credentials orcopying a full
inquiry into diagnosticlogs.

Asuccessfulrecord saveis different from a delivered email ora completed downstream action.Check the
result forthe specific stage.

5. Recognize a failure and recover

Amissing required field needs correction. An expired credential needs authorized access repair. A quota or
destination outage mayneed alaterretry. A savedrecord with an uncertain lateraction needs reconciliation
beforereplay.

FindtherequestID andlastconfirmed successful stage.

Checkwhetherthe destination already has therecord oraction.
Resolvethe cause orasktheaccountownerforhelp.

Usethe agreedretry controlonly afterchecking duplicate protection.
Confirm the destination and review queue, thenrecord the resolution.

Do notrepeatedlyresubmitarequestwhen thelastoutcomeisuncertain.

6. Pause the workflow

Usethe agreed disable controlfortheintake trigger. Then checkanyin-flightrun and queued work before
resuming.Preserve therequestreferences needed forrecovery.

Askthenamed operatorbefore changing a live workflow if you do notknow the pause and recovery
controls.

7.Rotate akey

Have the clientaccount ownercreate areplacement with only the required permissions.

Update the credential through the agreed secret store orplatform control.Do not pasteitinto source,logs
orthesenotes.

Checka controlledrequest andits destination.
Revoke the old key andverifyitisnolongerused.
Recordwho changeditand when,withoutrecording the value.

If akeyis exposed, pause affectedworkand have theaccountownerrevokeit.



8. Ownership and contacts

Theclientowns the business accounts and APIkeys. Project permissions areremoved athandover.

Fora question aboutthe agreed BuildZnimplementation,contact buildznofficial@gmail.com.Include the
requestID, failed stage and aredacted observation.Do not send credentials orfull confidential records.
Aninquiry addressis notan ongoing monitoring service.

9. Outside these notes

New channels, additionalintegrations, historic migration, bulk outreach,unattended sending, new features
and ongoing monitoring require a separate scope.Anew providerlimitorchanged APlcanrequire
investigationratherthan aroutineretry.

Readthe scopeandacceptancedocumentorreturn to the pilot offer.



mailto:buildznofficial@gmail.com
https://www.buildzn.com/samples/inquiry-pilot-scope
https://www.buildzn.com/pricing#inquiry-pilot
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