
 
1 MOU Email Notifications for Application Process 

MOU:  

Notifications that Partner Applicants and Partners Receive in Application Process  

1. Partner applicant completes the MOU Application Form. When they click “Submit” the Program 

Head will receive the following email: 

 
2. The Program Head can click on the link provided in the email to review the application, set up 

and interview the applicant, and if approved, update the Partner Application Smartsheet: add 

the date, select their name in the “Approved by Program Head” and click the box “Approved as 

WI Partner. 
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3. When the Program Head clicks “Save” on the Smartsheet, the following email is sent to the 

applicant at that time (it may take up to 10 minutes to receive).  

 

 

4. The applicant will need to copy the link provided in their browser to get to the form. When they 

complete the form and click submit, the Program Head will receive the following email: 
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5. The Program Head will then review the Acceptance form content on the MOU Acceptance 

Smartsheet and click on MOU Accepted, MOU Signature Date, MOU Expiration Date, Report 

Required Report Link, Background, MOU Partnership Type 

 
 

6. No more notifications go to the Partner, but when the Program Head clicks on Save, the 

Executive Team, Program Heads and Development will all be notified that we have signed 

another MOU.  

 

(I am working with Wendy to get this specific notification working. All of the other notifications 

are good in this document. I will let you know when notification #6 is working too). 


