| Thisisasample documentusing fictionalbusiness data.

Inquiry pilot: scope andacceptance

Preparedforan example service business. Version 1.The written scope defines dates,accountaccess and
commercialterms before work starts.

1. Purpose and boundaries

Captureanincomingservicerequestonce,checktherequiredinformation, create arecord and prepare an
editable firstreply foranamed person to review.

The pilotcovers oneintake source,one agreed destination and one human review step.ltdoesnotsenda
reply withoutapproval.

2. Input map and required fields

Source andtrigger

Onewebsiteinquiry form.Avalid submission starts the workflow.

Requiredinput

AuniquerequestID,contactname,valid email, requested taskandtoolsinvolved. The agreed source
suppliestherequestID.

Optionalinput

Company and expectedrequestvolume. Otherfields require an agreed reason andretentionrule.

Destination

Oneinquiry trackerwith an agreed field map and access owner.

Output

Onetraceablerecordwith inputreference, required details,owner, status, timestamps, missinginformation
and areply draft.

Fictionalacceptanceinput:requestINQ-EXAMPLE-0OT1; contact Example Contact; email
contact@example.invalid; task “Route website inquiries to a reviewer”; tools “Website form and inquiry
tracker”.

Credentials,confidential records and sensitive personalinformation are not part of the testinput.

3. Owners and approval points

e Theclientnamesanintake owner,areviewerand a backup reviewer.
e |implementthe agreed workflow and provide the acceptancerecord and handovernotes.

e Thereviewerchecks therecord and edits thereply before approval. An editrequires anotherreview.



e Sending,accountchanges andfinancialactions need separately agreed permissions. This starting
scopedoesnotincludeunattended sending.

4. Deliverables

¢ Aninputmap showingrequired fields, field ownership andreview points.

¢ Oneintake-to-record workflow with validation, duplicate handling and a visible failure state.
¢ Aneditablereplydraftwith an explicithuman approval step.

e Resultsfortheacceptance checks below,including failures and recovery.

e Sourceorworkflow access,operating notes and a handoverwalkthrough.

5. Exclusions and dependencies

Bulk outreach, extraintake channels orintegrations, historic data migration, OCR,ongoing monitoring, tool
subscriptions and performance guarantees are outside this starting scope.

Theclientsupplies authorized access, representative redacted inputs,an accountable reviewerand the
required providerplans.ProviderAPlaccess and quotas are checked before workis committed.

6. Acceptancetests

Completerequest

SubmitINQ-EXAMPLE-OOTwith every required field. Exactly onerecord contains the agreed mapped
values.Areply draftis available forreview. No reply is sentautomatically.

Incomplete request

Removethe email orrequested task. The missing fieldis visible to the operator. The workflow does not
silently treattherequestas complete orsendareply.

Duplicate request

Deliverthe samerequest D twice.The destination has onerecord and the second deliveryisidentifiable. A
safereplay does notproduce a secondreply draftforsending.

Failedrequest

Simulate destination unavailability. The operatorcanidentify the failed request and stage without exposing
credentials. Afterrecovery,an approved retry completes once without a duplicate.

Approvalreset

Approve a draft,then editit. The revised contentrequires review again.

The clientreviewerchecks the evidence againstthese agreed cases.New requirements arerecorded as
changesratherthan addedsilently to acceptance.

7. Milestones

Confirm theinput map, access, reviewers and acceptance examples.



Review theimplemented workflow and failure paths.
Runthe agreed acceptance checks andrecord corrections.

Accepttheagreed scopeandcompletethehandover.

8. Fees, costs and payment

Finalfees dependonthe agreed scope.Agree the fee, currency and paymentterms in writing before work
starts.

Hosting,modelusage, databases,automation subscriptions,emailand otherprovidercosts arelisted
separately.

9. Changes and handover

Record arequested change,itsreason andits effecton scope,acceptance checks,dates and price.lagree
those effectsin writing beforeimplementing work outside the approved scope.

Athandover, the clientowns the business accounts and APlkeys.Record source orworkflow access, the
operating notes,acceptanceresults and the removal of project permissions.

Readthe operating notes orreturn to the pilot offer.



https://www.buildzn.com/samples/inquiry-pilot-operating-notes
https://www.buildzn.com/pricing#inquiry-pilot
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