CLOUDEK   /   OPSPILOT
Email review preparation sheet
Use this sheet to prepare for a scoped Email Authentication & Delivery Review. It helps us agree what to examine; filling it in does not authorize testing or configuration changes. We start only after both sides accept the same written scope, fee and delivery date.
Your organization and domain
Organization: [ ]
Technical contact and role: [ ]
Email address for the agreed report recipient: [ ]
Domain you own or are authorized to review: [ ]
Your role or authorization to request this review: [ ]
Sending services
List up to three services that you know send email for this domain. This review does not discover every possible sender.
	#
	Service or provider
	Type of email sent
	Sender or envelope domain, if known
	Select for the one message test

	1
	[ ]
	[ ]
	[ ]
	[ ]

	2
	[ ]
	[ ]
	[ ]
	Inventory only

	3
	[ ]
	[ ]
	[ ]
	Inventory only



One controlled message test
Service selected for the test: [service number]
Recipient mailbox you control: [ ]
Planned send date and local time, including timezone: [ ]
If delivered, record the send time in UTC: [ ]
Unique test subject: [ ]
Message content: one short, nonsensitive sentence; do not attach files.
Send only after we confirm the agreed scope and start date. Use the selected service's normal sending path and a mailbox you control. Keep the sent and received copies until we agree the test is complete. If the message is not delivered, tell us; a missing message cannot be assessed from headers, and delivery troubleshooting may need separate scope.
Evidence and privacy
We will agree a secure channel before you share evidence. Do not send passwords, MFA codes, app passwords, access tokens, mailbox exports, full raw headers, message bodies, attachments or full DNS exports by ordinary email. Do not give us mailbox credentials or mailbox-wide access for this manual review. The review examines public DNS observations and the minimum necessary evidence from one message you selected; other listed senders are inventory only.
What happens next
We will confirm the domain, sender list, selected test, report recipients, evidence-transfer method, deletion date, fee, report format and delivery date in a written quote. This preparation sheet is not approval to collect evidence. Work starts only after you and Cloudek accept the same written quote and scope. No DNS, Microsoft 365 or sender settings are changed in this review; implementation requires a separate written scope and your explicit approval.
Prepared by: [ ]
Date: [ ]
Questions or scope notes: [ ]
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