Partner Instructions for SOW and POE Service Agreement Verification Forms

M365 Rapid Adoption Program
**Detach this page from the template below**

Document Preparation and Voucher Redemption
· Ensure your customer has provided you with a copy of their Voucher email.
· Use the correct templates for Statement of Work (SOW) and Proof of Execution (POE) documentation. Do not modify the templates. Detach this Instructions page before signing with your customer.
· Voucher expiration date is the deadline by which the customer project should be completed, and POE approved.
· Work performed prior to approval of your SOW is not eligible for incentives.
· Do not submit your POE until your SOW has been approved. POE must match approved SOW.
· Refer to the SOW template for eligible workloads.
· Upload completed SOW and POE templates here when submitting Voucher Redemption Requests.

Partner and Customer Contacts and Signature Requirements
· Provide complete info requested, including primary Customer Tenant ID on which work is to be performed.
· Contact details provided must match document signatory.
· SOW and POE documents must be signed and dated by Partner and Customer. Optionally, digital signatures may be used.
· [bookmark: _Int_XCUy7upN]If using digital signatures, an audit trail must be provided and be included with the signed SOW or POE. Electronic signatures without an audit trail will not be accepted. 
· Copy/paste physical signatures will not be accepted.

SOW Preparation Guidance and Example
· Complete document in English. Add machine translation for Section 3 when needed.
· For each workload selected in Section 2, provide a brief, high-level, bullet list of activities to be performed.
· QTM will review your SOW for compliance prior to customer signing. Send to ftspincentiveclaims@microsoft.com 
· Follow this example format when completing your SOW:

	[bookmark: _Hlk166155431]Section 3: (Required) Scope of Work Details Describe in a bulleted point list the M365 deployment activities to be performed for each of the workload areas selected in Section 2. Indicate in US dollars (USD) the total cost of deployment services to be delivered for M365 Deployment. 

	Microsoft Endpoint Management | Microsoft Intune
· Enroll all devices to Endpoint Manager / Intune
· Create device policies
· Application configuration
SharePoint Online
· Create SharePoint sites
· Configure site settings, permissions, and workflows
· Conduct user awareness training



[bookmark: Resources]Program Resources: Modern Work & Security Deployment Offer
· SOW template - https://aka.ms/RAPSOW 
· POE Template - https://aka.ms/RAPPOE
· M365 Rapid Adoption Program Terms and Conditions - https://aka.ms/FastTrackPartnerCommunityTerms
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Services Agreement Verification Form – Proof of Execution
 
 
 
 
 
 
M365 Rapid Adoption Program

Template Updated December 16, 2024
Services Agreement Verification Form – Proof of Execution

	Section 1 (Required): Identify Voucher ID #, Value, and Expiration Date being redeemed.
You will need the Voucher email from the Customer to complete this correctly.

	Voucher ID:
	Voucher Value: (US dollars)

	Voucher Program Year: (From voucher email)            ⃣  FY25

	Voucher Expiration Date: (From voucher email) 

	Voucher Type: M365 Rapid Adoption Program   
   

	Section 2 (Required): Select the workload(s) deployed. For each workload selected, enter the number of seats deployed. Only select the workload(s) indicated on your SOW. A minimum of 500 seats must have been deployed across eligible workloads.

	
M365 Rapid Adoption Program Voucher Workloads 


	Workload(s)
	Number of seats to be deployed

	☐ Teams 
	

	☐ Microsoft Intune 
	

	☐ Microsoft Entra ID
	

	☐ Exchange Online
	

	☐ SharePoint Online
	



	Section 3: (Required) Scope of Work Details Describe in a bulleted point list the M365 deployment activities performed for each of the workload areas selected in Section 2. Indicate in US dollars (USD) the total cost of deployment services delivered for M365 Deployment.

	





	Total cost of deployment services provided:

US$______________________





	Section 4 (Required): Partner and Customer Contact Information 

	Partner Company Name
	

	Partner Signatory Name
	

	Partner Signatory Role
	

	Partner Signatory Email
	

	

	Customer Tenant ID
	

	Customer Company Name
	

	Customer Signatory Name
	

	Customer Signatory Role
	

	Customer Signatory Email
	




	Section 4.1 (Required) Partner and Customer Acknowledgement 

	By signing below, Partner represents, understands, and agrees that:
· The foregoing is a true and accurate description of the deployment activities provided to the Customer.
· Any contact information or usage information collected for this offer will not be used for marketing purposes unless explicitly agreed to by the Customer.



	

	Partner Signature
	Date Signed

	

____________________________________________________________________________________________________________________

	Customer Signature
	Date Signed
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