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Checklist for
2.6 – Detailed Implementation Planning
	#
	Step
	Description
	Who Does This?
	Deliverable

	1
	Create the implementation project plan
	Create the implementation project plan to outline how the organization plans to execute the implementation, and share with the OLIS initiative lead for approval. 
	Adopter Project Manager
	 Implementation project plan created and approved by OLIS 

	2
	Create the implementation project schedule
	Use the OLIS Implementation Project Schedule template to outline tasks and milestones for implementation. Share the schedule with the OLIS initiative lead to ensure alignment. 
	Adopter Project Manager
	Implementation project schedule developed and shared with OLIS

	3
	Create a  communications plan
	Use the OLIS Communications Plan Template to define the audience, their communication needs and how the organization will communicate with them about the OLIS implementation project. 
	Adopter Project Manager
	Communications plan developed 

	4
	Assign key project resources
	Based on the needs identified in the implementation project plan and schedule, assign key resources.
	Adopter Project Manager
	

	5
	Ensure all planning project deliverables and milestones have been completed or met
	The adopter project manager and OLIS initiative lead must work together to ensure that all deliverables and milestones for the planning project phase have been completed or met.

Note: Refer to the planning transfer payment agreement for a list of deliverables.
	Adopter Project Manager 

OLIS Initiative Lead
	

	6
	Customize the OLIS Planning Project Close-Out Report 
	The OLIS initiative lead will create the OLIS Planning Project Close-Out Report based on the deliverables from the transfer payment agreement and send to the adopter project manager for signature by the organization’s OLIS executive. 
	OLIS Initiative Lead
	OLIS Planning Project Close-Out Report emailed to adopter project manager for signoff

	7
	Obtain signature from adopter organization OLIS executive 
	The adopter project manager must have their OLIS executive sign the OLIS Planning Project Close-Out Report. The signed report must be scanned and emailed to the OLIS initiative lead. 
	Adopter Project Manager


	Signed OLIS Planning Project Close-Out Report emailed to OLIS initiative lead

	8
	Obtain signature from OLIS program director 
	The OLIS initiative lead will obtain the OLIS program director’s signature, scan the report and email a copy to the adopter project manager.
	OLIS Initiative Lead
	Signed OLIS Planning Project Close-Out Report emailed to adopter project manager

	9
	File the signed report on the OLIS shared drive
	The OLIS initiative lead must store the signed report on the shared drive.
	OLIS Initiative Lead
	Signed and scanned OLIS Planning Project Close-Out Report stored on shared drive

	10
	Process final 
payment
	Upon receipt of a signed copy of the OLIS Planning Project Close-Out Report, the OLIS initiative lead will prepare and submit the final payment, as per the terms in the planning transfer payment agreement.
	OLIS Initiative Lead
	Payment memo completed and submitted

	11
	Receive final payment for the OLIS planning project
	Within six to eight weeks, the adopter organization will receive the final payment for the OLIS planning project. 
	Adopter Organization
	Final payment received 


