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Creating the Placement Project

Effective placements are projects that increase the placement partner’s organizational capacity and innovation.  Each government organization is eligible to receive two Fellows to complete the project. The project deliverables should require approximately 380 hours of work to complete. The fellows are available to placement partners during standard business hours from Monday through Thursday.  Fellows may be available for occasional evening and weekend commitments, depending on the placement needs.  

Please consider the questions in the chart below, which may help you as you develop a successful Request for Placement (RFP).  
	Project Development
	Project Support

	· What strategic information does my organization need to be successful in the next 3-5 years?


· How are other organizations in my industry or sector addressing opportunities and challenges similar to what we face?


· What organizational processes do we need assistance to improve?


· How can we improve communications with our stakeholders?
	· What resources such as desk space or a computer are available to support the placement?


· Who can the Fellow meet with to gather information vital to the placement’s success?


· Who in my organization can be the primary point of contact to answer questions and support the placement?


· What is our timeline for completion? 


Please consider that the goal of the fellows’ placements is to provide professional deliverables to placement partners and cultivate fellows who are ethical and effective leaders.  The most successful RFP’s lead to deliverables that strengthen the organization while providing fellows with a greater understanding of how an organization operates, relates to other sectors and interfaces with various constituencies.  

Becoming a Placement Partner

Placement partner are asked to submit a Request for Placement (RFP) to Misti McKeehen, Director of Recruitment, at least four weeks before the start of the placement.  The placement schedule is as follows: 

	Government Placements
	RFP due July 28, 2009
	Placement Dates: Aug. 24 – Oct. 2

	Sample Placement Topics Include: City, County, and National Government; Local Authorities and Commissions; Government-Sponsored Education (School Districts)

*Please note that fellows normally work in pairs during the government placement.  



	Non – Profit Placements
	RFP due Sept. 21, 2009
	Placement Dates: Oct. 19 – Dec. 4

	Sample Non-Profit Placement Topics Include: Neighborhood Development; Health Services; Education; Economic Development; Foundations and Grantmakers; Social Justice Advocacy; Faith Based Initiatives



	Business Placements
	RFP due Dec.1, 2009
	Placement Dates: Jan. 6 – Feb. 18, 2010

	Sample Business Placement Topics Include: Diversity in Business, Minority Owned Businesses; Consulting Firms; International Corporations; Financial Services; Marketing and PR; Chambers of Commerce; and Real Estate Developers


	Multi-Sector Individual Placements 
	February 2010
	Placement Dates: March – April 2010

	As a curriculum component, Fellows are responsible for securing their final placement opportunity.  Organizations may submit projects in advance to be shared, however are not guaranteed the opportunity to work with Fellows.


Confirmation of the RFP’s receipt will be immediately sent to the contact person listed on the RFP.  Two weeks before the placement begins, placement partners will receive notification that they have been selected and the organization’s decision-maker will be required to sign the final Placement Commitment form.   
During the Placement Partnership

The first week of the placement is dedicated to gathering information needed to create project deliverables.  On the first day of the placement, the fellow will need at least thirty minutes to interview the primary contact person at the placement.  During this interview, the fellow will ask questions to gain knowledge about the organization, the deliverables, and important elements of the project plan.  On Thursday of the first week of the placement, the Fellow will submit a memo presenting the results of his or her information-gathering and the plan of action for completing the required deliverables.  

The remaining five weeks of the placement are dedicated to analysis and implementation.  The fellow will take the steps needed to create the deliverables requested in the RFP.  
	Request for Placement - Government


Thank you for submitting to this request to host a fellow.  Please fax or email this form to Misti McKeehen at 412.201.0672 or mmckeehen@coropittsburgh.org no later than July 28, 2009.  Since many community members have expressed interest in hosting a fellow, your submission of this form does not guarantee that a Fellow will be placed with your agency.  
	Contact Person: 
	Title: 

	Organization: 
	Department:

	City:
	State:
	Zip:

	Phone:
	Email:
	Fax:


Coro requests a $1000 contribution per Fellow, to support the Fellows Program in Public Affairs.   This contribution is tax deductible.
 FORMCHECKBOX 
Yes, our agency will contribute $1000 toward the Fellows Program in Public Affairs. 

 FORMCHECKBOX 
 Our office space is wheel chair accessible.

     If not, please note any issues related to accessibility: 

A. Project Title

	


B. Partner Organization Description: Briefly describe the organization’s mission, vision, values, as well as other pertinent historical, industry, or sector information.  


C. Project Background: State how this project will benefit the organization

	


D. Project Deliverables: Describe the final documents, presentations, or other materials that the organization will receive at the end of the placement. Please include relevant information about audience and scope.  

	


E. Required Action Steps: Describe any meetings, interviews or other activities the Fellow must complete in order to create the deliverables.

	


F.  Resources Available: Describe any resources such as office space, access to organizational leaders and key contacts, computers, or other assets that will be provided to support the Fellow’s work. 

	


G. Skills Required: Summarize the skills or knowledge that is needed to successfully complete the project. 
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