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Checklist for
1.1 – Initial Engagement
	#
	Step
	Description
	Who Does This?
	Deliverable

	1
	Pre-Engagement: 

Call and email the adopter with an introduction to OLIS
	An OLIS team member will contact the adopter and introduce the OLIS project. 

 
	OLIS Relationship Manager
	Initial communication established

	2
	Pre-Engagement: 

Discuss OLIS adoption within the organization 
	The adopter will discuss OLIS adoption with others from within their organization.
	Adopter
	OLIS adoption discussed  

	3
	Pre-Engagement: 

Communicate decision 
to proceed with OLIS 
	The adopter must email the OLIS team member stating their decision to proceed with the OLIS planning project. The OLIS team will notify the adopter of next steps. 
	Adopter 
	Decision to proceed with OLIS planning project 

	4
	Engagement: 

Develop the joint steering committee terms of reference 
	Working with the adopter, the OLIS team member will create the joint steering committee terms of reference (governance plan).  
	Adopter

OLIS Initiative Lead
	Joint steering committee terms of reference completed 

	5
	Engagement: 

Obtain approval on joint steering committee terms of reference  and email to OLIS initiative lead
	The adopter must obtain the signature of the adopter’s CIO on the terms of reference, scan the document and email to the OLIS initiative lead. 
	Adopter
	Joint steering committee terms of reference signed by adopter and emailed to OLIS

	6
	Engagement: 

Obtain approval on joint steering committee terms of reference  and email to adopter
	The OLIS initiative lead must obtain the signature of the OLIS program director, scan the document, email a copy to the adopter, and save the filed on the shared directory. 
	OLIS Initiative Lead
	Joint steering committee terms of reference signed by OLIS and emailed to adopter

	7
	Engagement: 

Establish joint steering committee and set meeting dates
	The adopter and OLIS initiative lead must determine the joint steering committee dates, and ensure that respective members are duly informed and invited. 
	Adopter

OLIS Initiative Lead
	Joint steering committee established 

	8
	Engagement: 

Assign key planning project resources
	Notify key project resources required for the planning phase of their involvement in the OLIS planning project.
	Adopter
	Project resources assigned 


