Core mutual action plan
Use it when you want one clean plan to adapt to any B2B deal of 30 to 90 days.

	Deal
	

	Target signature date
	2027-01-29

	Seller
	

	Buyer
	

	Seller owner
	

	Buyer owner
	



How to use
1. Every due date counts from the target signature date above. The Excel version re-dates the whole plan from one cell.
2. Mark each row Not started, In progress or Completed as the deal moves.
3. Put a name next to every role, so each row has one owner on each side.
4. Send the plan to your buyer before the planning call and ask them to correct the approvers and lead times.
5. Update the status on every call and note the evidence when a row is completed.

Start a live plan in demoshake
Source: demoshake.com/guides/mutual-action-plan-template
Plan
	Milestone
	Action Item
	Seller owner
	Buyer owner
	Due date
	Days before signature
	Status
	Dependency
	Evidence of completion
	Notes

	Agree on the problem and the date
	Hold a mutual planning call and agree on a target signature date
	Account Executive
	Champion
	2026-11-30
	60
	Not started
	
	Target signature date written at the top of this plan
	

	Agree on the problem and the date
	Write down the three outcomes this purchase must deliver
	Account Executive
	Champion
	2026-12-04
	56
	Not started
	Hold a mutual planning call and agree on a target signature date
	Success criteria agreed by the Champion in writing
	

	Agree on the problem and the date
	List everyone who must approve the purchase, with their role
	Account Executive
	Champion
	2026-12-06
	54
	Not started
	
	Buying group list with names, roles and sign-off order
	

	Evaluate the solution
	Run a demo built around the agreed success criteria
	Sales Engineer
	Technical Evaluator
	2026-12-15
	45
	Not started
	Write down the three outcomes this purchase must deliver
	Demo recording and follow-up questions shared
	

	Evaluate the solution
	Test the product against each success criterion
	Sales Engineer
	Technical Evaluator
	2026-12-25
	35
	Not started
	Run a demo built around the agreed success criteria
	Scorecard with a pass or fail per criterion
	

	Evaluate the solution
	Share the evaluation results with the buying group
	Account Executive
	Champion
	2026-12-30
	30
	Not started
	Test the product against each success criterion
	Evaluation summary sent to every approver
	

	Build the business case
	Draft the business case with cost, savings and payback period
	Account Executive
	Champion
	2027-01-01
	28
	Not started
	Share the evaluation results with the buying group
	Business case document reviewed by the Champion
	

	Build the business case
	Confirm budget is approved for this purchase
	Account Executive
	Economic Buyer
	2027-01-05
	24
	Not started
	
	Budget line or approval email from the Economic Buyer
	

	Build the business case
	Present the business case to the Economic Buyer
	Account Executive
	Champion
	2027-01-08
	21
	Not started
	Draft the business case with cost, savings and payback period
	Economic Buyer agrees to move to contract
	

	Pass the security review
	Send the security questionnaire to the seller
	Seller Security
	Security
	2026-12-28
	32
	Not started
	
	Questionnaire received by the seller
	

	Pass the security review
	Return the completed questionnaire with the SOC 2 report
	Seller Security
	Security
	2027-01-04
	25
	Not started
	Send the security questionnaire to the seller
	Completed questionnaire and report delivered
	

	Pass the security review
	Approve the security review or list the open findings
	Seller Security
	Security
	2027-01-11
	18
	Not started
	Return the completed questionnaire with the SOC 2 report
	Written security approval
	

	Agree the contract
	Register the seller as a vendor
	Deal Desk
	Procurement
	2027-01-08
	21
	Not started
	
	Vendor ID issued
	

	Agree the contract
	Send the order form and master agreement
	Deal Desk
	Procurement
	2027-01-09
	20
	Not started
	
	Contract package received by Procurement
	

	Agree the contract
	Return contract redlines
	Seller Legal
	Legal
	2027-01-15
	14
	Not started
	Send the order form and master agreement
	Redlined agreement sent back
	

	Agree the contract
	Agree final terms and pricing
	Account Executive
	Procurement
	2027-01-22
	7
	Not started
	Return contract redlines
	Clean agreement with no open redlines
	

	Sign and kick off
	Route the contract for signature
	Deal Desk
	Procurement
	2027-01-26
	3
	Not started
	Agree final terms and pricing
	Signature request sent to the signer
	

	Sign and kick off
	Sign the contract
	Account Executive
	Economic Buyer
	2027-01-29
	0
	Not started
	Route the contract for signature
	Countersigned contract
	

	Sign and kick off
	Book the kickoff call with the implementation team
	Implementation Lead
	Champion
	2027-01-29
	0
	Not started
	
	Kickoff invite accepted
	


