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OPERATIONS AUDIT
Client Questionnaire
Please complete and return at least 24 hours before your interview.
Thank you for booking.
These questions let us use your interview for judgement and examples rather than basic figures. They should take about 15 minutes.
1. Estimates are fine. For each figure, please say whether it comes from your records or is your estimate.
1. Leave a question blank or tick "Don't know" if you are unsure. That is a useful answer.
1. Please do not include personal data about individual employees. Roles are enough.

	How to answer
Type your answer in the shaded box beside each question. For tick boxes, replace ☐ with an X. Where a figure is asked for, tick whether it comes from your records or is an estimate.
Return the completed form by email to mark@siteoptixuk.com.



	Confidentiality
Your answers are confidential and used only to prepare your Operations Audit Report. They are seen only by SiteOptix UK and the software we use to analyse them, including AI tools. Names and other identifying details are removed before any AI tool is used. Your answers are deleted 30 days after your report is delivered. A non-disclosure agreement can be signed on request. Full details are in our privacy policy at www.siteoptixuk.com.




Part 1: About you and your portfolio
A. About you
	1
	Full name
	

	2
	Job title
	

	3
	Company name
	

	4
	Email address you used to book
	

	5
	Which roles are involved in variations, invoicing or compliance admin?
Roles only, for example contracts manager, finance, supervisor. Optional.
	


B. Your portfolio
	6
	Number of sites
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	7
	Number of contracts
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	8
	Services delivered
Tick all that apply.
	☐ Cleaning      ☐ Security
☐ Hard services      ☐ Grounds
☐ Other (Please specify) __________________

	9
	Contract types
Tick all that apply.
	☐ Fixed price      ☐ Schedule of rates
☐ Open book      
☐ Other (Please specify) __________________

	10
	Approximate annual turnover (optional)
Tick one.
	☐ Under £1m      ☐ £1m to £3m
☐ £3m to £5m      ☐ £5m to £10m
☐ Over £10m


Part 2: Variations, invoicing and suppliers
C. Variations and out-of-scope work
	11
	Approximate number of out-of-scope jobs per month across the portfolio
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	12
	Of those, approximately what percentage are invoiced to the client?
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	13
	Average value of a variation (£)
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	14
	Is out-of-scope work approved by the client before it starts?
Tick one.
	☐ Always      ☐ Usually
☐ Sometimes      ☐ Rarely

	15
	How is out-of-scope work recorded?
Tick all that apply.
	☐ Paper      ☐ WhatsApp
☐ Email      ☐ Phone call
☐ Verbal only      ☐ Job system
☐ Spreadsheet      
☐ Other (Please specify) __________________

	16
	Do you have an agreed rate card?
Tick one.
	☐ Yes      ☐ Partly      ☐ No

	17
	Typical time between work done and invoice raised
Tick one.
	☐ Within 7 days      ☐ 8 to 30 days
☐ 31 to 60 days      ☐ Over 60 days
☐ Varies widely

	18
	Do any contracts set a time limit for claiming variations?
Tick one.
	☐ Yes      ☐ No      ☐ Not sure


D. Invoicing and billing
	19
	Who prepares invoices?
Role only.
	

	20
	Approximate hours per month spent preparing and checking invoices
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	21
	Billing cycle
Tick one.
	☐ Weekly      ☐ Monthly
☐ Per job      ☐ Mixed

	22
	Do clients require purchase order numbers?
Tick one.
	☐ Yes      ☐ Some      ☐ No

	23
	Approximate number of invoice disputes or rejections per month
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know


E. Subcontractors and suppliers
	24
	Approximate annual subcontractor and supplier spend (£)
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	25
	Are supplier invoices checked against job logs or agreed rates before payment?
Tick one.
	☐ Always      ☐ Sometimes
☐ Rarely      ☐ Never

	26
	Who approves supplier payments?
Role only.
	


Part 3: Compliance, systems and paperwork
F. Compliance administration
	27
	Which documents do you track?
Tick all that apply.
	☐ DBS      ☐ Insurance
☐ SIA licences      ☐ Training certificates
☐ Right to work      ☐ Subcontractor insurance
☐ Other (Please specify) __________________

	28
	Approximate number of individual items tracked
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	29
	Where are they tracked?
Tick one.
	☐ Spreadsheet      ☐ HR system
☐ Compliance software      ☐ Paper
☐ Other (Please specify) __________________

	30
	Approximate hours per month spent chasing renewals
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know

	31
	Number of items that lapsed in the last 12 months
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know


G. Systems and field teams
	32
	Which systems do you use for jobs, scheduling, invoicing and reporting?
For example Joblogic, BigChange, Sage, Xero, QuickBooks, spreadsheets.
	

	33
	Do supervisors and operatives use smartphones for work?
Tick one.
	☐ Both      ☐ Supervisors only
☐ Neither      ☐ Varies by site


H. Site paperwork
	34
	Approximate hours per month spent producing RAMS or method statements
	
Basis:   ☐ Our records    ☐ Our estimate    ☐ Don't know


Part 4: Documents and closing
I. Documents you could share
	35
	Which of these could you provide, in anonymised form where they contain personal data? Nothing needs to be sent yet; we will agree what to share on the call.
Tick all that apply.
	☐ List of sites and contracts
☐ Schedule of rates or rate card
☐ Variation log, or the last 10 variations
☐ Sales ledger extract, last 3 months
☐ Sample supplier invoices with matching job logs
☐ Compliance tracker
☐ Complaint log, last 12 months
☐ Variation clause from a typical contract
☐ None at this stage


J. Closing
	36
	What is the one process you would most like to fix?
	



	37
	Is there anything you would like us to look at that is not covered above?
	





	Thank you
Please save this form and email it to mark@siteoptixuk.com at least 24 hours before your interview. Your Operations Audit Report follows within 72 hours of the interview.
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