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Investee Reporting Timeline

	Report
	Due Date
	Responsible Parties
	Description

	First Year Only

	Organizational Capacity Assessment Tool 
(Excel spreadsheet)
	May 16, 2011
	Lead Partners, ED, Key Staff, Board Chair
	Pre-Assessment: Evaluates organizational capacity in Strategy, Finance, Board, Fundraising, Marketing, IT, HR.

	Every Year

	Annual Plan 

(Standard form)
	Current Investees:

July 18, 2011 
	Lead Partners & ED; Lead Partners present at July (current) and Sept (new) PWG meeting
	Identifies program and capacity building milestones and outcomes

	
	New Investees:

August 30, 2011
	
	

	Mid Year Report (Standard form)


	Jan 16, 2012
	PWG Liaison meets with Lead Partners & ED and writes report; Liaison presents at Jan PWG meeting 
	Tracks progress of annual plan 

	Reinvestment Review 

(Standard form)


	May 14, 2012
	PWG Liaison meets with Lead Partners & ED and writes report; Liaison presents at May PWG meeting 
	Reviews capacity building and annual plan results 

	Investee Satisfaction Survey (Online survey)


	June 30, 2011
	Executive Director
	Evaluates Investee satisfaction and value provided by SDSVP.

	Article for SDSVP Annual Report


	June 30, 2011
	Executive Director
	150 word article, Quote from ED and organization pictures

	Financial Statements (P&L and Balance Sheet)

	Monthly
	Executive Director
	SDSVP will provide feedback and offer help when needed

	Final Year Only

	Organizational Capacity Assessment Tool 
(Excel spreadsheet)
	June 30, 2011
	Lead Partners, ED, Key Staff, Board Chair
	Post-Assessment:  Evaluates organizational capacity in Strategy, Finance, Board, Fundraising, Marketing, IT, HR.

	Exit Report

(Written report)
	Sept 19, 2011
	PWG member interviews Lead Partners, other engaged Partners, ED & staff. Presents at Nov PWG meeting.
	Records the impact of SDSVP on the Investee and lessons learned by SDSVP that can be applied to future efforts. 


