Renewal and expansion plan
Use it when a renewal is four months out and you want it signed early, with any expansion decided on proven results.

	Deal
	

	Renewal date
	2027-01-29

	Seller
	

	Buyer
	

	Seller owner
	

	Buyer owner
	



How to use
1. Every due date counts from the renewal 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

	Prove the value delivered
	Compile results against the original success criteria
	Customer Success Manager
	Champion
	2026-10-01
	120
	Not started
	
	Value report with numbers per criterion
	

	Prove the value delivered
	Confirm the results match what the team sees
	Customer Success Manager
	Champion
	2026-10-11
	110
	Not started
	Compile results against the original success criteria
	Champion signs off the value report
	

	Prove the value delivered
	Hold an executive business review with the sponsor
	Account Executive
	Executive Sponsor
	2026-10-21
	100
	Not started
	Confirm the results match what the team sees
	Review held and priorities for next year recorded
	

	Plan the expansion
	List the teams or use cases that should come on next
	Account Executive
	Champion
	2026-10-26
	95
	Not started
	Hold an executive business review with the sponsor
	Expansion list with a named owner per team
	

	Plan the expansion
	Run a short trial with the next team
	Sales Engineer
	End Users
	2026-11-15
	75
	Not started
	List the teams or use cases that should come on next
	Trial results shared
	

	Renewal business case
	Draft the renewal and expansion proposal
	Account Executive
	Champion
	2026-11-25
	65
	Not started
	Run a short trial with the next team
	Proposal with seats, price and term
	

	Renewal business case
	Confirm next year's budget covers the renewal and expansion
	Account Executive
	Economic Buyer
	2026-12-05
	55
	Not started
	Draft the renewal and expansion proposal
	Budget approved for the new amount
	

	Commercial and procurement
	Review the renewal terms and any changes to the agreement
	Deal Desk
	Procurement
	2026-12-20
	40
	Not started
	Confirm next year's budget covers the renewal and expansion
	Comments returned on the renewal order form
	

	Commercial and procurement
	Refresh the annual security review if the policy needs it
	Seller Security
	Security
	2026-12-25
	35
	Not started
	
	Security review refreshed or waived in writing
	

	Commercial and procurement
	Agree final renewal pricing and term
	Account Executive
	Procurement
	2027-01-09
	20
	Not started
	Review the renewal terms and any changes to the agreement
	Final renewal order form
	

	Sign the renewal
	Sign the renewal before the current term ends
	Account Executive
	Economic Buyer
	2027-01-29
	0
	Not started
	Agree final renewal pricing and term
	Countersigned renewal
	

	Sign the renewal
	Open a new onboarding plan for the expansion teams
	Customer Success Manager
	Champion
	2027-01-29
	0
	Not started
	List the teams or use cases that should come on next
	Onboarding plan shared with the new teams
	


