SMB mutual action plan
Use it when one or two people decide, there is no formal procurement, and the deal should close in two to four weeks.

	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 goal
	Agree on the one problem to solve and a signature date
	Account Executive
	Champion
	2027-01-08
	21
	Not started
	
	Goal and date written at the top of this plan
	

	Agree on the goal
	Confirm who signs and whether anyone else needs to say yes
	Account Executive
	Champion
	2027-01-09
	20
	Not started
	
	Signer named in this plan
	

	Try it on real work
	Set up a trial workspace with the buyer's own data
	Sales Engineer
	Champion
	2027-01-11
	18
	Not started
	Agree on the one problem to solve and a signature date
	Trial workspace live
	

	Try it on real work
	Use the product on one live piece of work
	Sales Engineer
	End Users
	2027-01-17
	12
	Not started
	Set up a trial workspace with the buyer's own data
	One real task completed in the trial
	

	Try it on real work
	Review what worked and what is missing on a 20-minute call
	Account Executive
	Champion
	2027-01-19
	10
	Not started
	Use the product on one live piece of work
	Open questions listed and answered
	

	Confirm price and budget
	Send a quote with the plan, seats and start date
	Account Executive
	Economic Buyer
	2027-01-21
	8
	Not started
	
	Quote received
	

	Confirm price and budget
	Confirm the spend is approved
	Account Executive
	Economic Buyer
	2027-01-24
	5
	Not started
	Send a quote with the plan, seats and start date
	Approval by email or chat
	

	Approve and sign
	Review the standard terms and raise any blockers
	Account Executive
	Economic Buyer
	2027-01-26
	3
	Not started
	
	No open questions on the terms
	Most small deals sign on standard terms. If a blocker appears here, add a Legal row with a date.

	Approve and sign
	Sign the order form or check out online
	Account Executive
	Economic Buyer
	2027-01-29
	0
	Not started
	Confirm the spend is approved
	Signed order or receipt
	

	Get started
	Invite the first users
	Customer Success Manager
	Champion
	2027-01-29
	0
	Not started
	
	First users signed in
	

	Get started
	Book a 30-minute onboarding call for the first week
	Customer Success Manager
	Champion
	2027-01-29
	0
	Not started
	
	Onboarding call on the calendar
	


