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Customer Discovery and Meeting Record
Use this record to capture the customer’s priorities, building scope and next decision. Complete it during the discussion and confirm the agreed actions with the customer.
Meeting details
Customer organization  ____________________________
Building or portfolio  ____________________________
Meeting date  ____________________________
Participants and roles  ____________________________
G4U meeting lead  ____________________________
Business priority
Customer description of the main problem  ____________________________
Business outcome the customer wants  ____________________________
Current cost or performance measures available  ____________________________
Reason for acting now  ____________________________
Planned equipment work or refurbishment  ____________________________
Initial boundary
Owner controlled systems and common areas  ____________________________
Operator and operating authority  ____________________________
Tenant areas or other exclusions  ____________________________
Building age and operating pattern  ____________________________
Relevant service direction
[ ] AI energy management    [ ] Retrofit engineering
[ ] Managed performance    [ ] Optional connected building services
Requested optional services  ____________________________


Technical and Commercial Discovery
Record what is known, what needs review and who can provide the missing information.
Data and systems
	Item
	Available or needs review
	Responsible person

	Utility and cooling bills
	_____________________
	______________

	Meters and submeter hierarchy
	_____________________
	______________

	BMS trends and point information
	_____________________
	______________

	Equipment list and system drawings
	_____________________
	______________

	Maintenance and fault history
	_____________________
	______________

	Indoor environment and complaints
	_____________________
	______________



Operating and deployment constraints
Critical equipment and occupied spaces  ____________________________
Access restrictions and work windows  ____________________________
Approval process for operating changes  ____________________________
IT requirements and deployment preference  ____________________________
Data ownership and retention requirements  ____________________________
Buying and funding process
Business sponsor and decision maker  ____________________________
Procurement route and required approvals  ____________________________
Budget discussion or funding preference  ____________________________
Target decision date  ____________________________


Agreed Actions and Qualification
Agree the next step, assign owners and preserve questions that require technical or commercial review.
Opportunity readiness
[ ] Business priority is clear.
[ ] Sponsor or decision maker is identified.
[ ] Owner controlled scope can be defined.
[ ] Site operator and access route are identified.
[ ] Useful data exists or a collection plan can be agreed.
[ ] Commercial decision route is understood.
Recommended next step
[ ] Scope the 90 Day Building Performance Assessment.
[ ] Hold a technical data and deployment review.
[ ] Review a planned engineering improvement.
[ ] Select a first building from a portfolio.
[ ] Arrange a discussion with the responsible sponsor.
Customer agreed next step  ____________________________
Action record
	Action or information
	Owner
	Due date

	________________________
	_______________
	_______

	________________________
	_______________
	_______

	________________________
	_______________
	_______

	________________________
	_______________
	_______



Open questions
Technical questions to resolve  ____________________________
Commercial questions to resolve  ____________________________
Next meeting date and participants  ____________________________
Customer recap
Priority and agreed boundary  ____________________________
Attachments or materials to send  ____________________________
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