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PRT Process Checklist for Client CEOs and Point Persons
October 2025

Action items are in rough chronological order, with specific timing triggers identified to the right.
Unless otherwise noted, CEO (or designee, typically one of the point persons) takes actions listed.
See the Typical Process document for more details.
	
	Action
	Timing

	
	Submit LOI, which identifies Areas of Focus (AoFs) for technical assistance
	Rolling basis; cycle deadlines vary

	Prior to Visit 1

	
	Schedule initial phone meeting with IEPI Project Director (Peggy Lomas)
	Upon email request from Peggy

	
	Review Peggy’s email for meeting topics, along with attached documents
	For phone meeting with Peggy

	
	Identify 3+ date options for Visit 1; identify 3+ date options for Visit 2
	For phone meeting with Peggy

	
	Identify additional Areas of Focus not included in Letter of Interest, if any
	For phone meeting with Peggy

	
	Designate a substantive Point Person and logistical Point Person (PPs)
	For phone meeting with Peggy

	
	Conduct initial phone meeting with Peggy
	As scheduled

	
	Share any concerns about potential PRT members with Peggy
	After receiving list of PRT members

	
	Review request for more detailed Commentary on AoFs
	Upon receiving request email

	
	PPs review information request email from Peggy and start gathering info
	Upon receiving request email

	
	Designate Drafting Group(s), which will begin drafting Innovation & Effectiveness Plan (I&EP) during Visit 2
	Before preparing draft Visit 1 schedule

	
	Develop list of Visit 1 participants (names, titles, committee affiliations) and draft schedule for the day and send both to Peggy
	By requested deadline

	
	PPs send PRT accommodations, parking, and other logistics info to Peggy
	By requested deadline

	
	PPs send crucial documents/links to Peggy
	By requested deadline

	
	Prepare 2-page Commentary on AoFs in consultation with Academic Senate President and send to Peggy
	By requested deadline

	
	PPs share LOI and final AoF Treatment with Visit 1 participants
	Before Visit 1

	
	CEO and/or PPs inform visit participants and wider college community about nature and purpose of PRT visits
	Before Visit 1

	
	Phone meeting with Lead to discuss Visit 1 purpose and expectations
	Before Visit 1

	
	PPs send additional information to PRT, if requested
	Upon request

	During Visit 1

	
	PPs monitor visit logistics to ensure visit proceeds smoothly
	During Visit 1

	
	Meet with PRT or PRT Lead as scheduled
	Beginning and end of Visit 1

	
	CEO and PPs participate in other meetings as appropriate
	As scheduled

	
	Set Visit 2 date with PRT Lead (if not already set)
	During the day/via email afterwards

	After Visit 1 / Before Visit 2

	
	CEO, PPs, and others significantly involved in visit respond to PRT process online evaluation
	Within 1 week of Visit 1

	
	PPs send invoice for cost of any PRT meals to Catherine Crossland, IEPI Program Specialist
	After Visit 1

	
	Review and distribute SIV as appropriate
	Upon receipt of SIV

	
	PPs send draft schedule for visit and list of I&EP Drafting Group members to Lead
	Two weeks before Visit 2

	
	Review MOO, suggest any tweaks to the Lead, and distribute the final MOO to I&EP Drafting Group
	Upon receipt of MOO

	
	I&EP Drafting Group members reflect on and discuss MOO to prepare for Visit 2
	During week before Visit 2

	
	Phone meeting with Lead to discuss Visit 2
	Before Visit 2

	
	Confirm structure and schedule of Visit 2 with Lead
	Before Visit 2

	
	PPs send additional information to PRT, if requested
	Upon request

	
	PPs check with Lead to finalize visit preparations as needed
	Before Visit 2

	During Visit 2

	
	PPs monitor visit logistics to ensure visit proceeds smoothly
	During Visit 2

	
	Meet with PRT or PRT Lead as scheduled
	Beginning and/or end of Visit 2

	
	I&EP Drafting Group meets with PRT to discuss MOO and begin drafting I&EP 
	As scheduled

	
	CEO and/or PPs participate in Drafting Group meeting if needed
	As scheduled

	After Visit 2 / Before Visit 3

	
	CEO, PPs, and others significantly involved in visit respond to PRT process online evaluation
	Within 1 week of Visit 2

	
	PPs send invoice for cost of any PRT meals to Catherine, IEPI Program Specialist
	After Visit 2

	
	Read the “Next Steps in the PRT Process” email from Peggy
	Upon receipt of email

	
	Ensure I&EP Drafting Group completes the I&EP draft
	By requested deadline

	
	Send I&EP draft to Peggy and PRT Lead for feedback
	About 1 week after Visit 2

	
	Review and incorporate feedback into final I&EP; Academic Senate President(s) sign(s) the I&EP (signifying that collegial consultation with the Senate or its President has occurred); CEO signs it and emails it to Peggy and Lead
	Within 1 week after receiving feedback

	
	Begin implementing aspects of I&EP that do not require Seed Grant funding
	After submitting final I&EP

	
	Complete Seed Grant forms, sign, and email to Santa Clarita CCD, with copy to Peggy
	1 week after receipt of forms

	
	PPs send Peggy and PRT Lead three potential Visit 3 date options
	Upon request, after submitting final I&EP and Seed Grant forms

	
	Institution commences implementation of entire I&EP 
	Upon receiving Grant check

	
	Initiate preparation of implementation status report upon receipt of email request
	4 weeks before Visit 3

	
	Invite individuals and/or groups who are in the best position to report on progress or wish to request implementation guidance from the PRT to participate in Visit 3
	Before Visit 3

	
	PPs send draft schedule for visit and list of participants to Lead
	One week before Visit 3

	
	Phone meeting with Lead to discuss Visit 3; request end-of-visit meeting with PRT if desired; agree on final agenda and list of participants; send final agenda and list to Peggy and Lead
	Before Visit 3

	
	PPs send status report on I&EP implementation to Peggy
	2 weeks before Visit 3

	
	PPs check with Lead to finalize visit preparations as needed
	Before Visit 3

	During Visit 3

	
	PPs monitor visit logistics to ensure visit proceeds smoothly
	During Visit 3

	
	Meet with PRT or PRT Lead
	Beginning of Visit 3

	
	Institutional personnel meet with PRT to discuss progress, request advice on I&EP implementation and sustaining progress, discuss whether additional visit(s) would be helpful to the institution, and (unless further visits are requested) come to closure on the visit’s component of the PRT process
	During Visit 3

	
	If desired, meet with PRT or PRT Lead
	End of Visit 3

	After Visit 3

	
	CEO, PPs, and others significantly involved in visit respond to PRT process online evaluation
	Within 1 week of Visit 3

	
	PPs send invoice for cost of any PRT meals to IEPI Program Specialist
	After Visit 3

	
	Review PRT Process Summary Report
	Upon receipt of report

	
	Provide information on institutional improvements related to PRT process
	Upon request from Peggy

	
	Participate in initial evaluation of longer-term effects of PRT process
	10-12 months after Visit 3

	
	Participate in later evaluations of longer-term effects of PRT process
	Annually thereafter




IEPI Contacts
Peggy Lomas., IEPI Project Director: peggy.lomas@canyons.edu
Catherine Crossland, IEPI Program Specialist II: catherine.crossland@canyons.edu
Diane Rausch, IEPI Administrative Coordinator: diane.rausch@canyons.edu
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