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Checklist for
2.1 – Planning Kickoff
	#
	Step
	Description
	Who Does This?
	Deliverable

	1
	Resources: 

Secure resources required for OLIS planning 
	The adopter must secure resources required for the planning phase. This could mean assigning existing staff, hiring new staff, and/or contracting external resources. 
	Adopter 
	

	2
	Materials: 

Distribute OLIS planning kickoff materials
	The adopter project manager should distribute the OLIS gap analysis questionnaire, OLIS interface specification, and conformance testing scenarios to appropriate resources in the organization at least two weeks in advance of the planning kickoff meeting.
	Adopter project manager
	

	3
	Materials: 

Review OLIS planning kickoff materials 
	Adopter resources should review the planning kickoff materials and be prepared with any questions.
	Adopter 
	

	4
	Materials: 

If completed, email completed gap analysis questionnaire 
	If the adopter has completed the gap analysis questionnaire in advance of the planning kickoff meeting, they should email the questionnaire to the OLIS initiative lead who will review the document with the CPIS. 
	Adopter 
	Gap analysis questionnaire completed

	5
	Meeting: 

Arrange planning kickoff meeting 
	The OLIS initiative lead will work with the adopter project manager to arrange the planning kickoff meeting. 
	OLIS Initiative Lead

Adopter Project Manager
	

	6
	Meeting: 

Attend planning kickoff meeting
	Staff from the adopter organization and eHealth Ontario must attend the planning kickoff meeting The OLIS initiative lead will prepare the presentation and facilitate the meeting.
	Adopter team

OLIS team
	

	7
	Collaboration Portal: 

Request access to the collaboration portal
	The adopter project manager should provide a list of names and emails of individuals who require access to the OLIS collaboration portal to the community (servicedesk@ehealthontario.on.ca).
	Adopter Project Manager
	Request for access to collaboration portal emailed to community manager

	8
	Collaboration Portal: 

Complete online registration
	Staff at the adopter organization will receive an invitation for online registration that must be completed. 
	Adopter 
Staff
	

	9
	Governance: 

Arrange recurring weekly or bi-weekly meeting status meeting 
	A weekly or bi-weekly status meeting must take place between the adopter project manager and OLIS initiative lead
	Adopter Project Manager

OLIS Initiative Lead
	

	10
	Governance: 

Arrange monthly joint steering committee meeting
	The OLIS initiative lead will work with the adopter project manager to schedule a recurring monthly joint steering committee meeting. 
	Adopter Project Manager

OLIS Initiative Lead
	

	11
	Reporting: 

Initiate project reporting
	The last step in the planning kickoff is to implement project reporting. Reporting consists of a weekly (or bi-weekly) project status report and monthly and quarterly financial status reports. 
	Adopter Project Manager

OLIS Initiative Lead
	


