Security review sub-plan
Use it when the buyer's security team runs a formal vendor risk review and you need it finished before legal signs off.

	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

	Scope the security review
	Submit the seller to the vendor risk intake
	Account Executive
	Champion
	2026-12-10
	50
	Not started
	
	Intake ticket number
	The Champion usually has to file this. Ask on the first call, not after the pilot.

	Scope the security review
	Confirm the risk tier and the documents the review needs
	Seller Security
	Security
	2026-12-14
	46
	Not started
	Submit the seller to the vendor risk intake
	Risk tier and document list in writing
	

	Scope the security review
	Describe exactly what data the product will store and process
	Sales Engineer
	Security
	2026-12-16
	44
	Not started
	Submit the seller to the vendor risk intake
	Data flow summary shared
	

	Share security evidence
	Sign an NDA so restricted reports can be shared
	Seller Legal
	Legal
	2026-12-17
	43
	Not started
	
	Signed NDA
	

	Share security evidence
	Send the SOC 2 Type II report, pen test summary and policies
	Seller Security
	Security
	2026-12-20
	40
	Not started
	Sign an NDA so restricted reports can be shared
	Reports delivered
	

	Share security evidence
	Complete the security questionnaire
	Seller Security
	Security
	2026-12-26
	34
	Not started
	Confirm the risk tier and the documents the review needs
	Completed questionnaire returned
	Reuse answers from a trust center or a recent questionnaire. Aim for under a week.

	Resolve findings
	Send the list of findings and follow-up questions
	Seller Security
	Security
	2027-01-01
	28
	Not started
	Complete the security questionnaire
	Findings log shared
	

	Resolve findings
	Hold a call between both security teams to close open questions
	Seller Security
	Security
	2027-01-05
	24
	Not started
	Send the list of findings and follow-up questions
	Call notes with an owner per finding
	

	Resolve findings
	Confirm SSO, user provisioning and network requirements
	Sales Engineer
	IT
	2027-01-07
	22
	Not started
	
	IT requirements confirmed
	

	Resolve findings
	Agree a fix or a contract commitment for every finding
	Seller Security
	Security
	2027-01-11
	18
	Not started
	Hold a call between both security teams to close open questions
	Every finding marked accepted, fixed or committed
	

	Security decision
	Sign off the vendor risk review
	Seller Security
	Security
	2027-01-15
	14
	Not started
	Agree a fix or a contract commitment for every finding
	Signed risk approval
	

	Security decision
	Pass the security commitments to Legal for the contract
	Seller Legal
	Legal
	2027-01-17
	12
	Not started
	Sign off the vendor risk review
	Security terms included in the draft agreement
	


