Onboarding handoff plan
Use it when the contract is signed and you want the buyer to reach first value without repeating everything they told sales.

	Deal
	

	Signature date
	2027-01-29

	Seller
	

	Buyer
	

	Seller owner
	

	Buyer owner
	



How to use
1. Every due date counts from the 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

	Hand off from sales to delivery
	Brief the implementation team on goals, risks and promises made
	Account Executive
	Champion
	2027-01-29
	0
	Not started
	
	Handoff notes shared with the implementation team
	Include the success criteria from the sales plan word for word. Delivery should never have to ask the buyer twice.

	Hand off from sales to delivery
	Name the project lead, admins and an executive contact
	Implementation Lead
	Champion
	2027-02-01
	-3
	Not started
	
	Project team listed in this plan
	

	Kickoff
	Hold the kickoff and confirm the go-live date
	Implementation Lead
	Champion
	2027-02-05
	-7
	Not started
	Name the project lead, admins and an executive contact
	Go-live date agreed and written into this plan
	

	Kickoff
	Confirm the success criteria with the Executive Sponsor
	Customer Success Manager
	Executive Sponsor
	2027-02-08
	-10
	Not started
	Hold the kickoff and confirm the go-live date
	Sponsor approves the criteria for the first value review
	

	Configure and integrate
	Set up SSO and invite the admins
	Implementation Lead
	IT
	2027-02-12
	-14
	Not started
	Hold the kickoff and confirm the go-live date
	Admins signed in through SSO
	

	Configure and integrate
	Connect the systems agreed in the integration plan
	Implementation Lead
	IT
	2027-02-22
	-24
	Not started
	Set up SSO and invite the admins
	Integrations live and data syncing
	

	Configure and integrate
	Test the setup against the success criteria
	Implementation Lead
	Technical Evaluator
	2027-02-28
	-30
	Not started
	Connect the systems agreed in the integration plan
	Acceptance checklist signed off
	

	Train the users
	Train the admins to run the product without help
	Implementation Lead
	IT
	2027-03-02
	-32
	Not started
	
	Admins complete the training checklist
	

	Train the users
	Run training sessions for every team going live
	Customer Success Manager
	End Users
	2027-03-10
	-40
	Not started
	Train the admins to run the product without help
	Attendance list for each session
	

	Go live
	Announce the launch to every user from the Executive Sponsor
	Customer Success Manager
	Executive Sponsor
	2027-03-14
	-44
	Not started
	Run training sessions for every team going live
	Launch message sent
	A note from the sponsor drives adoption more than any training session.

	Go live
	Go live and retire the old process
	Implementation Lead
	Champion
	2027-03-15
	-45
	Not started
	Test the setup against the success criteria
	Old tool or spreadsheet switched off
	

	First value review
	Report adoption and usage for the first 30 days
	Customer Success Manager
	Champion
	2027-04-14
	-75
	Not started
	Go live and retire the old process
	Adoption report shared
	

	First value review
	Review results against the success criteria with the sponsor
	Customer Success Manager
	Executive Sponsor
	2027-04-29
	-90
	Not started
	Report adoption and usage for the first 30 days
	Value review notes with next goals
	


