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Process Map Template
Briefing packages for new or incoming Ministers and deputy heads

COORDINATING LEAD IN OUR ORGANIZATION: [To be identified by institution]

In accordance with subsections 74(a) and 88(a) of the Act, the package of briefing materials prepared by the institution for new or incoming Ministers and deputy heads for the purpose of enabling them to assume the powers, duties and functions of their office must be published within 120 calendar days after the appointment.


Prior to 
Day 1


Day __ 
to __


REVIEW AND APPROVAL


Day __ 
to 120


Day __ 
to __


Day __ 
to __


WEB CODING


PRODUCTION


Day 1


Package of briefing materials is delivered to institution's Coordinating Lead for the proactive publication of briefing packages


OPI approval authority provides written confirmation that the package is:


DAY OF APPOINTMENT OF NEW MINISTER OR DEPUTY HEAD


The Coordinating Lead reviews the package in collaboration with key stakeholders, such as ATIP offices, Communications, Security, Official Languages, as required


Office of Primary Interest (OPI) prepares a package of briefing materials for the Minister or deputy head for the purpose of enabling them to assume the powers, duties, and functions of their office


If changes are required to the package (e.g. changes to proposed redactions or accessible formatting) the Coordinating Lead obtains any necessary secondary approvals from OPI approval authority


NOTIFICATIONS


Notification of upcoming publication to:


Communications (for the development of media lines) 


Senior management


Approved content is sent to [identify institution's area of responsiblity for web coding/posting]


Web coding lead designs and develops web content


Bilingual


Accessible


Pre-reviewed to identify confidential, privileged and personal information that may be subject to valid exceptions to publication (i.e. should be protected)


 Proactive publication of package of briefing materials within 120 calendar days after the date of appointment.


PUBLICATION DEADLINE


