
Month/Date activity Responsible suppoRt MateRials

PreParation Work 
Goal: SeamleSS

tranSition
timeframe: (occurS 

SimultaneouS 
to inveStment 

committee ProceSS)

select anD confiRM leaD 
paRtneR(s)

Staff, in consultation with 
Investment Chair and Board 
President

• LP Job Roles and
Responsibilities Document,
attention to Skills and
Experience Needed

tRain leaD paRtneR(s) Former LPs, SVP Staff • Lead Partner Binder

investMent coMMittee 
hanD-off

Investment Committee Chair • Investment Committee
Final Selection Report
Circulated to: SVP
Board, Lead Partner(s),
Assessment Team

on-Board/kick-off 
Goal: Set 

exPectationS and 
celeBrate neW 

inveStee 
timeframe: 1 month 

(uP to 2)

initial Meeting–svp anD 
investee
A heart to heart meeting that 
reviews the road map for 3 
years, coordinates calendars, 
positions OCAT, plans for 
next 3 months, and sets 
expectations.

Lead Partner(s), SVP Staff, 
Investee Reps (Minimum - ED, 
Board Chair)

• SVP Grant Contract
• Overview of Engagement
• OCAT Assessment

Overview
• Roles and Responsibilities
Documents for:
• Lead Partner
• Advisory Team Member

foRM assessMent teaM SVP Staff, in consultation with 
Lead Partner(s)

• Roles and Responsibilities
Documents for Assessment
Team

intRoDuce investee to 
paRtneRship

Investment Committee Chair, 
Lead Partner(s), SVP Staff

• Event Invitations

pRess Release SVP Staff • Press Release Template

Investee Process overvIew
Guiding Investees from SELECTION TO SUCCESS

March/ April 

March/ April 

April 

May 

May 

May 

May 



aSSeSSment 
Goal: Gain 
thorouGh 

underStandinG of 
inveStee needS 

timeframe: 1 month

conDuct assessMent Investee
SVP Staff administers 
electronically

• OCAT Assessment Tool

Review assessMent 
Results/ cReate investee 
ocat executive suMMaRy
*Partner Communication
Point

Assessment Team, Lead 
Partner(s), Staff

• Assessment Team
Guidelines

investee assessMent 
Meeting

Lead Partner(s), SVP Staff, 
Investee Reps (Minimum - ED, 
Board Chair)

• Investee OCAT Executive
Summary

establish investee Data 
points

SVP Staff • Investee Data Spreadsheet

Develop vision, anD 
long teRM goals anD 
outcoMes

Lead  Partner(s), Investee • Investee Vision, Goals and
Outcomes Template

create Work Plan 
Goal: client-driven, 
hiGh-involvement 

from inveStee 
timeframe: 1 month

builD woRk plan Lead Partner(s), SVP Staff, 
Investee Reps

• Work Plan Template
• Partner Skill Matrix

RecRuit aDvisoRy teaM 
(pRe-RecRuitMent foR 
aDvisoRy teaM pRioR)

lead partner(s), SVP staff • “Help Needed”
Announcement

• Roles and Responsibilities
Documents for Lead
Partner, Advisory Team

convene anD oRient 
aDvisoRy teaM

Lead Partner(s), advisory 
Team, SVP Staff

• Roles and Responsibilities
Document for Advisory
Team

• Meeting Schedule
• Investee OCAT Executive

Summary
• Work Plan Template
• SVP Connect Training

Instructions

May 

May 

May/ June

June 

June/ 
July 

August/ 
September

August - 
October 

October 



(continued) launch woRk plan!
Appreciate and acknowledge 
the work you have 
accomplished so far!

Lead Partner(s), Advisory 
Team, SVP Staff

• Announcement to Partners
• “Help Needed”

Announcement (repeat if
needed)

Build caPacity and 
monitor ProGreSS
Goal: Go SloW to 
Go Smart – “it’S a 
marathon, not a 

SPrint” 
timeframe: onGoinG,  

27-30 monthS

capacity builDing 
pRojects

Lead Partner, Advisory Team • Training Materials
• Internal Reporting Structure

December, 
Year 1

MiD-yeaR poRtfolio 
Review
LP preps Investee for process
*Partner Communication
Point

svp: Portfolio Review Chair, 
Portfolio Review Committee, 
Lead Partner(s), Advisory 
Team, Staff
investee: ED, Board Chair 
and/or other key staff and 
board

• Mid-Year PR Forms &
Reports

• Updated Work Plan

May, End of 
Year 1

yeaR-enD poRtfolio 
Review
LP preps Investee for process
*Partner Communication
Point

svp: Portfolio Review Chair, 
Portfolio Review Committee, 
Lead Partner, Advisory Team, 
Staff
investee: ED, Key Staff, Board 
Chair, Key Board Members

• PR Forms & Refunding
Recommendation

• Updated Work Plan
• Data Worksheet, Update

with Year 1 Metrics

December, 
Year 2

MiD-yeaR poRtfolio 
Review anD ocat 
pRogRess upDate 
*Partner Communication
Point

svp: Portfolio Review Chair, 
Portfolio Review Committee, 
Lead Partner(s), Advisory 
Team, Staff
investee: ED, Board Chair 
and/or other key staff and 
board

• Mid-Year PR Form
• Updated Work Plan
• OCAT Progress Tracking

Tool

yeaR-enD poRtfolio 
Review
LP preps Investee for process
*Partner Communication
Point

svp: Portfolio Review Chair, 
Portfolio Review Committee, 
Lead Partner, Advisory Team, 
Staff
investee: ED, Key Staff, Board 
Chair, Key Board Members

• PR Forms & Refunding
Recommendation

• Updated Work Plan
• Data Worksheet, Update

with Year 2 Metrics

October 

Ongoing 

May, End of 
Year 2



(continued) December, 
Year 3

MiD-yeaR poRtfolio 
Review
*Partner Communication
Point

svp: Portfolio Review Chair, 
Portfolio Review Committee, 
Lead Partner(s), Advisory 
Team, Staff
investee: ED, Board Chair 
and/or other key staff and 
board

• Mid-Year PR Form
• Updated Work Plan

May, End of 
Year 3

yeaR-enD poRtfolio 
Review
LP preps Investee for process
*Partner Communication
Point

svp: Portfolio Review Chair, 
Portfolio Review Committee, 
Lead Partner, Advisory Team, 
Staff
investee: ED, Key Staff, Board 
Chair, Key Board Members

• PR Form, Final
• Data Worksheet, Update

with Year 3 Metrics

exit and connect
Goal: Plan for 

future and 
celeBrate SucceSS 

timeframe: 3- 6 
monthS

6 months 
prior to end 
of contract

wRap up planning 
Meeting

Lead Partner(s), SVP Staff, 
Investee

• Work Plan
• Exit Planning Worksheet

conDuct final ocat
assessMent

Investee and SVP Staff • OCAT Progress Tracking
Tool

Review assessMent 
Results anD Date/ 
cReate final investee 
iMpact RepoRt

Lead Partner(s), Staff • Data Worksheet
(completed)

• OCAT Progress Tracking
(completed)

Develop plan foR enD of 
funDing anD suppoRt

Lead Partner, Advisory Team, 
SVP Staff

• Work Plan

establish ongoing 
coMMunication

SVP Staff • Add to Communication
Lists

honoR anD celebRate All • Press Release
• Communications to

Partners
• Event Invitation

wRite case stuDy Lead Partner(s) • Sample Case Studies

Feb- March, 
Year 3 

March  - May, 
Year 3

Jan - March, 
Year 3

May, Year 3 

April - May, 
Year 3 

May - June, 
Year 3 



SvP aSSeSSment 
Goal: ProceSS 

refinement
timeframe: 1 month

timeframe: 3- 6 
monthS

exit inteRview anD/oR 
feeDback suRvey

Staff • Exit Interview
• Feedback Survey

evaluation/ 
RecoMMenDations foR 
svp pRocess RefineMent

Staff, Lead Partner(s), Board 
Chair

• Recommendations for SVP
Process Refinement

June- July, 
after Year 3

June - July, 
after Year 3 




