Service Engagement Form 


Background:
The Service Engagement Form is an internal tool designed to track and document upcoming service opportunities, enabling informed and strategic decision making. It ensures all relevant information is collected, reviewed, and clearly presented prior to pursuing any service bids. This process will enable the Contracts and Program Management teams to assess potential risks, assist with develop appropriate mitigation strategies, and confirm compliance and feasibility before committing to a deal. The ultimate goal is to minimize risk, enhance transparency, consistency, and accountability, and create efficiencies throughout the deal flow.

Instructions:
Please complete all sections of this form thoroughly and accurately. Once finalized, submit the completed form to the Contracts Team at contracts@fourinc.com. The Contracts Team will review the submission for completeness and may engage the Program Management team, as necessary, to address any identified risks. Upon approval, please save a copy of the form your designated deal folder.

Note: This form is not required for service opportunities involving training credits, support embedded in software products, or SaaS offerings.

Questions:
For any questions or clarifications while completing this form, please contact the Contracts Team at contracts@fourinc.com.  


Section 1 	Basics
Prior to bidding on a services RFP, please make sure this form is completed and in the deal file. Add any relevant documents (RFQ/SOW/PWS/etc.) to the deal file so PMO/contracts have what is needed to review. 

Date				mm/dd/yyyy
Four Inc Rep			 Sales Rep Name
Deal Name			Deal Name
Deal Flow			[Customer]→[ Prime]→[Partner (if applicable)]→[Disti]→[Service Provider]
Proposal Urgency/Deadline	Required Response Date

Section 2 	Requirement Contextualization 
We need to make sure the entire deal flow is on the same page pertaining to the services being rendered for each opportunity. This is crucial to ensure we are not committing ourselves to delivering work that can’t/won’t be done. 

1. Have the partners seen the PWS/SOW and confirmed they accept/can meet all requirements and perform all work as stated?
a. Request confirmation from Service Provider

2. Can this (#1) be confirmed in writing? Are there any exceptions and/or assumptions?
a. E.g.: Is all the software approved at the appropriate FedRAMP or IL level? Does it have its ATO (for contracts where those are applicable)?
b. E.g.: Will the professional services be delivered remotely? Did the customer specify location?
c. Request information from Service Provider and may include additional Four Inc. exceptions and assumptions

3. Does the SOW or RFP stipulate when resources need to be ready to work, or start the services?
a. This answer can be determined internally --> Read the requirement


Section 3 	Invoicing/Labor Alignment 
Understanding invoicing and the effort needed for each opportunity will reduce bumps in the road later and help set expectations. This section can be answered by coordinating with the customer and vendor and reading the RFP. Our quote should reflect proper payment terms and billing cadence.

4. What type of services contract?	Firm Fixed Price ☐     Labor Hour☐     Other ☐

5. How are the services billed by our subcontractor?    Arrears ☐     Upfront☐

6. How are we are billing our customer?	Arrears ☐     Upfront☐

7. If billing upfront, is it noted in our quote confirmed/accepted by the customer?	Yes ☐     No ☐

8. What are the expected service CLINs? 
If labor hours, how many time/hours are expected from a labor hour perspective? 
If FFP, what is the overall expected deliverable and timeframe?
a. This answer can be determined internally --> Read the requirement and/or VQ

Section 4 	Product/Service Coordination 
In addition to basic performance questions, some awards require Four Inc. to track materials and/or progress of objectives. These answers can be found from reviewing the RFP, involving our PMO team, then asking the customer.

1. Place of Performance?  On-Site ☐     Remote ☐

2. (If on-site work is planned) Are there any travel requirements?                Yes ☐     No ☐
a. Please provide additional context, if possible, to what travel is required

3. Any Government Furnished Equipment (GFE)? CAC/Laptops/etc.             Yes ☐     No ☐

4. Any monthly/weekly status reports (MSR/WSR)?                                         Yes ☐     No ☐
a. What cadence?


Section 5 	Security Specifications – if applicable 
This is best handled before submitting a proposal to ensure we’re compliant with all security requirements by the time we receive an award. These answers can be found from reviewing the RFP and involving our PMO team.

5. Does the requirement stipulate any security requirements (e.g. DD254, Visit Requests, etc.)
6. Which parties in the deal flow have an active Facility Clearance (only applicable for cleared contracts/with DD254 forms attached)
a. Request information through the channel
7. Do the partners have people who are cleared and ready to do work on this project? (for cleared contracts)
a. Request information through the channel


Section 6 	Acknowledgements 
To be completed by Contracts and PMO after reviewing as necessary.

Contract Approval:
Contracts Rep			Contract Rep Name
Date				mm/dd/yyyy
Initial Determination		1. Approved w/o PMO Input Required ☐
				2. Approved w/ PMO Input Required ☐

PMO Approval (If Option 2 Selected Above):
PMO Rep			PMO Rep Name
Date				mm/dd/yyyy
Final Recommendation          	1. Approved w/o SubK flow downs ☐
2. Approved w/ SubK flow downs ☐
3. Need Further Discussion Before Accepting ☐

