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Checklist for
3.4 – Legal Agreements and Schedules
	#
	Step
	Description
	Who Does This?
	Deliverable

	1
	Services Agreement and Schedules:

Email the services agreement, PKI service schedule and ONE ID direct service schedule to adopter project manager
	The OLIS initiative lead will email the services agreement, PKI service schedule and ONE ID direct service schedule to the adopter project manager for review.
	OLIS Initiative 
Lead
	Services agreement and schedules emailed to adopter project manager

	2
	Services Agreement and Schedules:

Receive and review the services agreement and schedules 
	The adopter project manager will review the documents with appropriate resources within the adopter organization.
	Adopter Project Manager
	

	3
	Services Agreement and Schedules:

Obtain required signatures for the services agreement and schedules 
	The adopter project manager must obtain the signature of a representative within the adopter organization with signing authority on two copies of each document (services agreement, PKI service schedule, and the ONE ID direct service schedule).  The adopter project manager must mail both copies of the services agreement, and one copy each of the schedules (keeping one copy of the schedules for their records) to the OLIS initiative lead.
	Adopter Project Manager
	Two hard copies of the signed services agreement and one copy of schedules sent to OLIS initiative lead

	4
	Services Agreement and Schedules: 

Scan schedules
	Upon receipt, the OLIS initiative lead will scan each copy of the schedules and store on the OLIS shared drive.  
	OLIS Initiative 
Lead
	Scanned copy of signed schedules stored on shared drive

	5
	Services Agreement and Schedules: 

Send all documents to the eHealth Ontario legal office for signature
	The OLIS initiative lead will then forward the two copies of the services agreement and one copy each of the schedules to eHealth Ontario legal services.  
	OLIS Initiative 
Lead
	Signed services agreements and schedules received by the eHealth Ontario legal office

	6
	Services Agreement and Schedules:

Sign the services agreement send to the OLIS initiative lead
	eHealth Ontario legal services will sign both copies of the services agreement, retain one copy for their files, and forward one copy to the OLIS initiative lead. 
	eHealth Ontario Legal Services
	Signed services agreement received by the OLIS initiative lead

	7
	Services Agreement and Schedules:

Scan agreement and mail to adopter 
	After receiving the signed copy of the services agreement from eHealth Ontario legal services, the OLIS initiative lead will mail the document to the adopter for their records.
	OLIS Initiative Lead
	Signed services agreement received by adopter  

	8
	Data Disclosure Agreement:

Provide the MOHLTC with the adopter’s contact information for the data disclosure agreement
	The OLIS initiative lead must provide the MOHLTC eHealth liaison branch with the adopter organization name, adopter project manager contact information and estimated timeline for organization go-live. 


	OLIS Initiative 
Lead 
	Contact information provided to MOHLTC eHealth liaison branch

	9
	Data Disclosure Agreement:

Receive and review the OLIS hospital lab data disclosure agreement
	The MOHLTC will provide the data disclosure agreement to the adopter project manager. 

If necessary, the OLIS initiative lead can follow up periodically with the adopter and MOHLTC to ensure timely completion of the agreement. 
	Adopter Project Manager
	

	10
	Data Disclosure Agreement:

Obtain required signature for data disclosure agreement
	The adopter project manager must obtain the signature of a representative within their organization with signing authority, and then mail the signed agreement to the MOHLTC. 
	Adopter Project Manager 
	Signed data disclosure agreement by the adopter

	11
	Data Disclosure Agreement:

Receive the data disclosure agreement with signature from the MOHLTC
	The MOHLTC will sign and mail a final copy of the signed data disclosure agreement to the adopter project manager. 
	Adopter Project Manager 
	Signed data disclosure agreement sent to adopter project manager


