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  Partner of Record Change Process

Dear ShoreTel Customer:

The following document is the ShoreTel Partner of Record Change request for your review and completion.

ShoreTel sells through value added partners.  Each end user customer is associated with a partner.  
Before you formally transition to a new ShoreTel partner, please be sure that you have considered the following:

· Your current partner has a wealth of knowledge and expertise relating directly to your infrastructure, ShoreTel deployment, and configuration.  If you are experiencing a customer satisfaction issue, your ShoreTel Area Manager may be able to assist you in addressing and resolving your issues or questions with your current partner.

· If you have a current service agreement with your existing ShoreTel partner, that service agreement is not transferable from one partner to another.

· If you currently have an outstanding balance with your existing ShoreTel partner, this must be resolved prior to ShoreTel approving the transition.
Should you have any questions, please feel free to contact your ShoreTel Area Manager, or our ShoreTel Installed Base Business Manager, Christine Graham, cgraham@shoretel.com.

Date:      
To: ShoreTel, Inc.

From: Enter Customer Name
Subject: ShoreTel Partner of Record Change Request
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Please change my partner of record from Old Partner Company Name (prior partner) and please designate New Partner Company Name (new partner) as my ShoreTel Partner of Record.

Reason for request: Please describe your reasons for requesting your transition to a new partner.
Are you covered under a current service agreement:   FORMDROPDOWN 

Do you have an outstanding balance with your partner:   FORMDROPDOWN 

I understand that my old partner will be notified by ShoreTel of my intent to transition to new partner.

I also authorize ShoreTel to release any and all information that they have available relating to my organization’s contacts, contract, licensing and configuration.
The effective date of the transition will be 2 weeks after the confirmation of the receipt by ShoreTel.
Customer Company Name: Customer Company Name Here
Customer Authorized Contact: Customer Contact Here
Authorized Contact Signature: 








This document should be printed on customers corporate letterhead, signed, and either scanned and emailed to shorecare_admin@shoretel.com or faxed to (408) 331-3538.
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