Deal Registration Form
[Company name] Partner Program
Use this form to register an opportunity you are working with a prospective customer. An approved registration protects your commission, margin or discount on the deal for the protection period set out in the policy summary at the end of this form.
Fields marked Required must be completed or the registration will be returned. Fields marked Optional help us approve your registration faster. Send the completed form to [partners@company.com] or submit the same details through [the partner portal at URL].

1. Partner details
	Field
	Required
	Your entry

	Partner company name
	Required
	[Partner company name]

	Partner ID or account number
	Optional
	[Partner ID]

	Partner program level
	Optional
	[Registered / Silver / Gold]

	Partner rep name
	Required
	[Full name]

	Partner rep title
	Optional
	[Title]

	Partner rep email
	Required
	[name@partner.com]

	Partner rep phone
	Optional
	[Phone]

	Partner manager at [Company name]
	Optional
	[Name, if known]

	Date submitted
	Required
	[Month day, year]



2. Customer and opportunity details
	Field
	Required
	Your entry

	Customer legal company name
	Required
	[Company name]

	Company website or email domain
	Required
	[company.com]

	Headquarters city, state and country
	Required
	[City, State, Country]

	Industry
	Optional
	[Industry]

	Number of employees
	Optional
	[1 to 50 / 51 to 200 / 201 to 1,000 / more than 1,000]

	Primary contact name
	Required
	[Full name]

	Primary contact title
	Required
	[Title]

	Primary contact email
	Required
	[name@customer.com]

	Primary contact phone
	Optional
	[Phone]

	Economic buyer or decision maker, if different
	Optional
	[Name and title]

	Is this company an existing customer of [Company name]?
	Required
	[Yes / No / Not sure]

	Is the customer aware of [Company name] and expecting to be contacted?
	Required
	[Yes / No]



3. Deal details
	Field
	Required
	Your entry

	Opportunity name
	Optional
	[Customer name, product, year]

	Products or plan of interest
	Required
	[Product / plan]

	Estimated number of users, seats or units
	Optional
	[Number]

	Estimated annual contract value (USD)
	Required
	[$0]

	Contract length
	Optional
	[12 months / 24 months / 36 months]

	Expected close date
	Required
	[Month day, year]

	Current stage
	Required
	[Qualified / Demo held / Evaluation / Proposal / Negotiation]

	Customer's business problem or use case
	Required
	[Two or three sentences]

	Budget confirmed
	Optional
	[Yes / No / Unknown]

	Competitors or alternatives being considered
	Optional
	[Names or "none known"]

	Discount or special pricing requested
	Optional
	[None / percentage and reason]

	Next scheduled step and date
	Required
	[For example: demo on Month day, year]

	Related services the partner will deliver
	Optional
	[Implementation, training, managed services]



4. Partner role in the deal
Check every box that applies.
☐  Referral. We introduced the customer and will hand the sale to [Company name].
☐  Co-sell. We will sell alongside the [Company name] sales team through to close.
☐  Resale. We will sell and invoice the customer directly under our reseller agreement.
☐  Implementation or services. We will deliver implementation, integration or training.
☐  Influence only. We are supporting a deal [Company name] is already working.
How did you identify this opportunity? (Optional)
[Existing client relationship / Event / Outbound by partner / Inbound to partner / Other]
Describe your relationship with the customer and what you have done on this deal so far. (Required)
[Three or four sentences: how long you have known them, meetings held, what they have seen]
5. Partner attestation
By submitting this form, the partner confirms that:
☐  The information above is accurate and complete to the best of our knowledge.
☐  We are actively working this opportunity and have had direct contact with the customer in the last [30] days.
☐  The customer is aware of our involvement and has agreed to be contacted by [Company name].
☐  We have not offered the customer any price, discount or commitment on behalf of [Company name] without written approval.
☐  We will update the deal stage at least every [30] days and tell [Company name] promptly if the opportunity is lost or delayed.
☐  This registration is governed by our partner agreement dated [Agreement date] and the deal registration policy summarized below.
Partner rep signature: ____________________
Name: [Full name]
Title: [Title]
Date: [Date]

6. Vendor use only: review and approval
To be completed by [Company name]. Return a decision to the partner within [2] business days of receipt.
	Check
	Result
	Notes

	Date and time received
	[Month day, year, time]
	

	All required fields complete
	[Yes / No]
	[Missing fields]

	Existing customer in CRM
	[Yes / No]
	[CRM account link or ID]

	Open opportunity in CRM created before this registration
	[Yes / No]
	[Opportunity owner and created date]

	Already registered by another partner
	[Yes / No]
	[Partner name and registration date]

	On direct sales named-account list
	[Yes / No]
	

	Fits target customer profile
	[Yes / No]
	



Decision
☐  Approved
☐  Approved as influence only
☐  Returned for more information
☐  Rejected
	Approval detail
	Entry

	Reason, if rejected or returned
	[Existing customer / Already registered / Open opportunity / Missing information / Outside target profile / Other]

	Attribution type
	[Partner-sourced / Partner-influenced]

	Protection period start
	[Month day, year]

	Protection period end
	[Month day, year, normally 90 days after start]

	Extension granted
	[No / Yes, to Month day, year]

	Partner compensation
	[Referral fee percentage / Reseller discount percentage / Influence payment amount]

	CRM opportunity ID
	[ID]

	Assigned [Company name] sales rep
	[Name]

	Assigned partner manager
	[Name]

	Approved by
	[Name and title]

	Date of decision
	[Month day, year]




Deal registration policy summary
These rules apply to every registration submitted under the [Company name] Partner Program. The full terms are in your partner agreement. If this summary and the agreement differ, the agreement applies.
Who can register
· Partners that have signed a current partner agreement with [Company name].
· Registrations must be submitted by a named partner rep who is working the deal.
What can be registered
· New customers only. A company is not eligible if it is an existing [Company name] customer or has an open opportunity in our CRM created before your submission, unless the agreement says expansions are eligible.
· One registration per customer and product. Separate business units of the same company may be registered separately if they buy separately.
· Accounts on our direct sales named-account list, if shared with you, are not eligible.
Approval and response time
· We will approve, reject or return each registration within [2] business days.
· Every rejection includes a reason.
· Registrations with missing required fields are returned, not rejected, and keep their original submission time if completed within [5] business days.
Protection period
· An approved registration is protected for [90] days from approval.
· During protection, no other partner can register the same opportunity and our sales team will not compete for it.
· You may request one extension of [30 to 60] days, with evidence of progress such as a scheduled demo, a proposal or a confirmed budget.
· A registration that expires without an extension is released, and the account can be registered again by any partner.
Conflicts
· If two partners register the same opportunity, the first complete registration we approve wins.
· If our sales team had an open opportunity created before your registration, our team keeps the deal. You may be offered an influence role.
· Disputes are decided by [Head of Partnerships] within [3] business days using the submission records and our CRM.
Compensation
· Approved registrations that close as won earn the referral fee, margin or discount set out in your partner agreement.
· Fees are calculated on [net revenue collected] and paid [quarterly].
· Deals that close after the protection period ends, without an approved extension, are not eligible.
Your responsibilities
· Keep the deal stage up to date at least every [30] days.
· Tell us promptly if the opportunity is lost, paused or changes significantly.
· Do not quote prices or make commitments on behalf of [Company name] without written approval.
Changes to this policy
[Company name] may update this policy with [30] days' written notice. Changes apply only to registrations submitted after the change takes effect.
