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Checklist for
3.2 – Project Reporting and Financials
	#
	Step
	Description
	Who Does This?
	Deliverable

	1
	Project Status Report: 

Complete the project status report monthly
	The completed status report must be emailed to the OLIS initiative lead. 
	Adopter Project Manager
	Monthly project status report completed 

	2
	Financial Report: 

Complete the financial report on a monthly and quarterly basis
	The adopter project manager must complete and email the monthly or quarterly financial report to the OLIS initiative lead. 
	Adopter Project Manager 
	Monthly or quarterly financial report completed

	3
	Financial Report: 

Review the financial report on a monthly and quarterly basis
	The OLIS initiative lead and OLIS finance lead will review the financial status report. 
	OLIS Initiative Lead
	

	4
	Financial Report: 

Discuss issues, if required
	Any issues will be discussed between the OLIS initiative lead and adopter project manager. Appropriate action will be pursued depending on the situation. 
	Adopter Project Manager

OLIS Initiative Lead
	

	5
	Payment Memo: 

Draft payment memo 
	The payment memo is drafted by the OLIS initiative lead. The frequency of payment memos is determined by the agreed upon terms of the transfer payment agreements. The OLIS coordinator will coordinate the review and sign off of the payment memo. 
	OLIS initiative lead (or other OLIS program resource)
	Draft payment memo completed

	6
	Payment Memo: 

Review by OLIS program manager and OLIS finance lead
	The OLIS program manager and OLIS finance lead must review the payment memo for accuracy. Any required changes must be made by the OLIS initiative lead or coordinator. 
	OLIS program manager
	

	7
	Payment Memo: 

Review by eHealth Ontario Finance
	The OLIS coordinator should provide a copy of the payment memo to eHealth Ontario Finance for review. Any required changes must be made by the OLIS initiative lead or coordinator.
	eHealth Ontario Finance
	

	8
	Payment Memo: 

Obtain signatures from eHealth Ontario leadership
	The OLIS coordinator must then obtain signatures from the OLIS director, followed by the VP of CIS, followed by the SVP of development & delivery, followed by the CFO, and lastly from the COO. 
	OLIS coordinator
	Signatures obtained

	9
	Payment Memo: 

File a copy of the signed payment memo on the OLIS shared drive 
	The OLIS coordinator must make a copy of the payment memo and upload onto SharePoint. 
	OLIS coordinator
	

	10
	Payment Memo: 

Provide payment memo to eHealth Ontario Finance
	The OLIS coordinator must mail the original completed payment memo with signatures to eHealth Ontario finance.
	OLIS coordinator
	

	11
	Payment Memo: 

Review and mail the payment memo to Accounts Payable
	eHealth Ontario Finance will conduct a final review the payment memo and provide the payment memo to eHealth Ontario accounts payable.
	eHealth Ontario Finance
	

	12
	Payment Memo: 

Mail cheque or electronically transfer funds to adopter
	eHealth Ontario accounts payable will mail the cheque or electronically transfer funds to the adopter.
	eHealth Ontario Accounts Payable
	Payment issued to adopter


