
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 




