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CMC-Canada Management Advisory Service (MAS)

OVERVIEW OF MAS ENGAGEMENT
The Process:

· IRAP ITA interviews the company – often a long term client

· ITA completes a MAS Client Profile and forwards it to CMC-Canada
· CMC-Canada invoices the company for the processing fee

· CMC-Canada provides the company with the names of 3 suitable CMCs based on expertise and location

· The 3 CMCs are advised they have been put forward for an MAS project.

· The CMCs must use the interview to ask questions and present themselves to the company (set expectations of what you will do and deliver, explain the client’s responsibilities

· The company interviews all 3 CMCS and selects the CMC with whom they wish to work.

· The assignment proceeds

Typical Project Steps:

Setting Expectations – Scope

· Ensure key decision makers are available

· Agree on the assignment process, agenda and deliverables

· Aim for 3-5 meetings over 4-8 weeks

· Keep engagement moving, avoid distractions and creep

· Work of advisory nature with total number of hours 40 or less

Prep for First Meeting (2hrs)

· Ask client to e-mail background info

· Review client web site

· Familiarize yourself with the sector

The First Meeting (4hrs + 2 hrs post-meeting documentation)

· Introduction to Key Players

· Explain the process to all involved

· GET MAS Client agreement signed by Principal

· Listen to their story: history, experience, focus, markets, competition, vision and problems

· Agree on what is going to be done, when and by whom, and confirm in writing (email).

· Present a Letter of Understanding document, if you feel one is appropriate

Prep for Second Meeting (4 hrs)

· Selective search of industry/sector

· Acquaint yourself with related issues

· Have planning templates ready to guide them

The Second Meeting (4 hrs + 2hrs post-meeting documentation))

· Review what they’ve done

· Help them focus on issues in the key areas

· Agree on a summary of issues and priorities

· Set deliverables/timeframes

Prep for Third Meeting (2 hrs)

· Review results of second meeting

· Assess progress

· Look for remaining gaps

· Consider how to add most value in time remaining
Third and Subsequent Meetings (4 hrs + 2hrs post-meeting documentation)

· Review their near-finished material, making recommendations as suitable

· Provide objective, even if critical, comments

· Make any suggestions you feel are pertinent

· Agree on actions to address high priority issues

· Offer additional advice if you so desire

After the Final Meeting (4 hrs)

· Write final report letter (1-2 pages), prepare invoice and complete Engagement Summary

· Email or fax final report letter and invoice to client

· Instruct client to sign and fax invoice to CMC-Canada
· Email letter, invoice, summary and agreement to CMC-Canada
· Follow-up with CMC-Canada to ensure that the signed invoice from client was received
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3-5 Day Assignment





CMC conducts assignment and prepares deliverable


CMC prepares project invoice and engagement summary for client authorization


Authorized invoice, engagement summary and agreement forwarded to CMC-Canada for processing





Post Assignment Processing





CMC-Canada forwards copy of engagement summary to IRAP regional office


CMC-Canada forwards copy of engagement summary to referring Advisor and INA where applicable.


CMC-Canada sends request to complete an online satisfaction survey to client company 








Client Selects a CMC


CMC contacts CMC-Canada for Client Profile


CMC and client establish mandate definition; sign engagement agreement


CMC confirms engagement with CMC-Canada





CMCs do not meet client’s expectations





CMC-Canada generates new list of CMCs for client review





Search Process for MAS Assignment


CMC-Canada issues $150 administrative invoice to Client Company and searches for 3 qualified CMCs.


When payment is received, CMC-Canada sends the referrals directly to Client Company, with a copy to the Advisor. 


Client Company reviews the list and interviews the CMCs. 


Client has 90 days to complete the project.



































       ITA Referral





ITA determines that the candidate company is a suitable candidate.


ITA Completes:


-	Client Profile Form


-	Consultant Search Criteria Form MAS/CMC-Canada Fax Cover Sheet


ITA forwards request form (email or fax) to CMC-Canada and inputs on IRAP Sonar System
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