
1. MOU 
Partner 
Application 
Form 
(Potential partner 
completes form)

Program Head 
notified of Applicant 
submission, PH 
contact to set up 

interview

4. MOU  
Acceptance 
(Partner completes 

form)

Applicant receives 
receipt of submission, 

and notification that MOU 
Representative 
will contact them

3. MOU
    Partner
    Application
    Form 
     Program Head
     Approves, Dates,
    "Signs" Smartsheet

2. PH Interviews
    Candidate

Applicant receives 
approval notice and 

link to MOU 
Acceptance Form

Program Head 
notified of Partner 

submission

Partner receives 
confirmation of 

submission

5. DD,BS,LR 
meet partner)

6. PH sends 
MOU to 

Partner for 
signature

(Partner signs and 
returns MOU)

ACTION by PH
PH drafts 

appropriate MOU 
for partner

7. DD Signs 
MOU 

(PH sends final 
signed MOU back to 
Partner and places in 

shared dropbox 
folder 

8. MOU 
Acceptance 
(PH marks Partner 
Accepted on form, 

entering dates, 
partnership type, and 

report required)

9. Update 
Partner Info 

in CRM 
(see "Final Step: 
Virtuous Entry" 

below)

Notification Legend

Program 
Head 

Applicant 
/ Partner

ACTION by PH 
PH Check MOU Accepted, attaches 
signed MOU to Smartsheet, enter 
Approved Date, Expiration Date, 

Partnership Type, and type of 
Report reqiured in Smartsheet

PHs, Exec team, 
Marketing notified new 

Partner accepted as an 
MOU Partner (incl. 
Background Data)

How Does WI's MOU "Program Head"  Establish an MOU with a Partner
From application to signed MOU

Partner Application Smartsheet MOU Acceptance Form

FINAL STEP: VIRTUOUS ENTRY
Upon Final Acceptance (completion of #8), enter data into 
CRM (step #9)
1. Go to Virtuous, look of Partner Org or Contact Name
2. List Date "MOU Partner Accepted" in field provided
3. Click on MOU Partner for Accepted Program
4. Select "Active" in the "MOU Status" Field
5. Attach signed MOU agreement to Partner file in CRM

Note: Steplist to be provided when Virtuous complete

MOU Partner Application
MOU Acceptance Form

ACTION by PH 
Interviews (and talk 

about why MOU desired) 
Approves, dates, and 

"Signs" Smartsheet 
Partner Application 

form

ACTION by PH 

ACTION by PH 
PH reviews info and 
contacts partner for 

additional information (if 
necessary) and sets up 

meeting with Dr. 
Davis/Lorna 

ACTION by PH 
PH creates Dropbox 

folder for Partner, and 
places requisite MOU files 

(signed MOU, Summary 
MOU) in dropbox along 
with agreed upon files
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