	Teams Meeting Rooms Program
Proof of Execution Form (POE) 



Updated: July 14, 2026

Microsoft Teams Meeting Rooms Program
Proof of Execution Form – Confirmation of Services Provided

· The document must be dated and signed (physically or electronically) by the Teams Meeting Rooms Program Partner. 
· Consult the program Terms and Conditions and/or knowledge article for details on this program.
· [bookmark: _Hlk145323914]Upload this completed template here when submitting your Proof of Execution.
Important! Do not modify the template.

	Section 1 (Required): Provide the 5-digit Registration ID. Then select the marketing activity performed and answer all related questions.  Only select one activity per POE claim form/Registration ID.


	Provide the Registration ID for the activity being claimed. This can be found in the initial activity approval email from ftspincentiveclaims@microsoft.com or on your Registrations page in the Partner portal.

Registration ID: ______________________ 


	Select the marketing tactic performed and answer all related questions. Select only one activity per POE claim. 


	Choose an item.


	Section 1.1 (Required): Proof of Execution Details
In a bulleted list, briefly describe the activities performed for the marketing tactics area selected in Section 1. 

	· 
· 


	Section 1.2 (Required): DRA Investment
For the activity selected in Section 1, enter the DRA investment amount.

	
(US Dollar Amount): $ ________________________


	Section 1.3 (Required): What were the planned completion dates and the actual completion dates for the activity selected above? Include complete dates in this format, 30 November 2027.

	
Planned Completion Date: _______________________              Actual Completion Date: ______________________




	Section 2 (Required): KPI Results. From the list in this KB article, select the relevant KPIs for the activity selected in Section 1

	Target
	Actual

	
	

	
	



	Section 3 (Required): Marketing Tactic Learnings

	Highlights
	Lowlights

	
	

	
	



	Section 4 (Required): Partner Organization Contact Information 

	Partner Company Name
	

	Partner Signatory Name
	

	Partner Signatory Role
	

	Partner Signatory Email
	



	Section 4.1 (Required) Partner Organization Acknowledgement 

	By signing below, Partner represents, understands, and agrees that:
· The above is a true and accurate description of the activities performed.

	
____________________________________________________________________________________________________________________

	Partner Signature
	Date Signed

	

	
	




	Section 5 (Required): Supporting Documentation
For the activity selected in Section 1 above, select from the list below the type of artifact(s) being provided as Proof of Execution. These documents must clarify the What, When, and Where of the tactic. 

	☐ Communication Materials 
☐ Third-Party Invoice 
☐ CSR
☐ Execution Report
☐ Itemized receipts (T&E)
☐ Work-scope addendum
☐ End-customer Written Attestation
☐ Results Documentation
☐ Sales Out Report


	Section 5.1 (Required) Support Documentation Upload 
Include images/screenshots here of the artifact(s) selected in Section 5 showing all three POE elements: What, When, and Where.
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