@arkdox CLIENT ONBOARDING

ARK-CO-01 — SECTION A - INQUIRY AND QUALIFICATION

Client Inquiry and Lead Capture Form

Editable client onboarding template

«

Project reference [PROJECT CODE] Document number [Doc NO.]
Project title [PROJECT TITLE] Revision [REV 00]
Client [CLIENT NAME] Date [DD MMM YYYY]

Records a new inquiry consistently and preserves its source, urgency, and next action.

I Inquiry details

Date and time received

Inquiry source and campaign reference

Contact name and organization

Telephone, email, and preferred contact method
Project type and location

Referral source or introducer

I Initial project snapshot

Requested service
Approximate area or scale
Indicative budget and currency

Desired start date and completion date
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Current project stage

Existing consultants or contractor
I Immediate checks
Consent to retain and use inquiry information recorded

Confidential material flagged

O

U

L1 Potential conflict identified

[1 Service and location appear within practice capability
O

Urgent statutory or site issue noted

I Follow-up
Action Owner Due Status
Acknowledge inquiry [NAME] [DATE] Open
Arrange discovery call [NAME] [DATE] Open
Request initial documents [NAME] [DATE] Open

I Template completion notes

= Replace all bracketed placeholders and delete unused options.

= Cross-reference the signed appointment, scope, fee, and project information rather than
creating inconsistent terms.

= Record unavailable or unverified information expressly; do not leave critical fields
ambiguous.

= Obtain jurisdiction-specific professional review where the template creates rights,
obligations, permissions, or reliance.

I Arkdox template disclaimer

These templates are provided for general informational, administrative, and professional-documentation purposes. They are
customizable starting points and are not legal, tax, accounting, regulatory, engineering, or other professional advice. Laws,
professional regulations, building regulations, contractual requirements, taxation requirements, consumer-protection
requirements, privacy requirements, licensing requirements, and professional standards vary by jurisdiction and may change
over time. Users are responsible for adapting each template to the specific project, contractual arrangement, applicable law,
authority requirements, and professional regulations, and for obtaining advice from appropriately qualified legal, tax,
accounting, technical, or other advisors where necessary. Arkdox does not become a party, consultant, architect, designer,
contractor, lawyer, engineer, or advisor to a project merely because a template is used. To the maximum extent permitted by
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applicable law, Arkdox is not responsible for losses, claims, disputes, omissions, regulatory non-compliance, or damages
arising from use, modification, interpretation of, or reliance on these templates. Nothing in this notice excludes or limits liability
where such exclusion or limitation is prohibited by applicable law.

¢
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