
Telephone System Checklist 
Before you talk to a telephone system  

provider, it’s important to gather some basic 

information about your current situation.  

The following checklist is intended help with 

your planning. 

1. How many employees are in your organisation? 

2. How many locations do you have that need  

service? 

3. How many remote or mobile users do you have 

that will not have a local office? 

4. What are your current broadband connection 

details - bandwidth, type, lines and so on?  

Make sure to have as much information avail-

able as possible, including current supplier and 

level of service. 

5. What is your current network load and available 

unused bandwidth? Your provider may want to 

test your network to determine this information 

for themselves, and if you don’t have enough 

you may need a network or broadband upgrade. 

6. What type of servers does your system run on? 

Your service provider may need the manufac-

turer name, model number and most importantly,  

operating system details. 

7. What are your existing phone system details? 

Manufacturer number of lines, connections and 

so on. 

8. Do you have any need or desire to keep existing 

lines? 

9. Will you only be upgrading part of your  

organisation? 

10. What is your budget? Your total project cost lim-

its and target cost per month per user? 

11. What is your mix of calling? Average amount of 

internal, local, long-distance and international 

calls per month. If you don’t know, have a few 

months of recent phone bills handy. 

12. What is your percentage of inbound versus out-

bound calls? 

13. Do you need an incoming 800 number? 

14. Do you have a receptionist/phone operator or do 

you want an auto-attendant? 

15. Do you need to be able to make conference 

calls? How large, how many and across how 

many locations? 

16. Do you need a call centre? 

17. Do you need integrated voice response (voice 

menus)? 

18. Do you have someone available to manage the 

system for your employees or are they going to 

have to do it themselves? 

19. Do you need to integrate with Outlook or other 

office systems? 

20. How fast are you going to need to grow the sys-

tem and how frequently? 

21. What level of service and SLAs (service level 

agreements) do you need? 

 

For advice on any of these questions please 

call the experienced team at Opus Business 

Systems who will be happy to assist you. 

Solution Guide Helping simplify communications... 

0800 316 7566 

For more information about Opus Business Systems  

and how we can support you visit our website  

www.opus-telecom.co.uk 


