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	Requirement
	Timeline
	Lead
	Communications Assessment
Required
	Accessible Template
Available
	Lead for Posting
	Location for 
Proactive Publication

	On behalf of the Minister’s Office
	1
	Briefing packages prepared by the institution for new or incoming Ministers (s.74(a))
	Within 120 calendar days after appointment

	
	
	
	
	Departmental Pages

	
	2
	Titles and tracking numbers of briefing notes prepared by the institution for the minister (s.74(b))
	Within 30 days after the end of the month in which they were received by the Minister’s office
	
	
	In dev.
(Open Canada)
	
	In transition – Open Canada

	
	3
	Question Period notes in use on the last sitting day of June and December (s.74(c))
	Within 30 calendar days after the last sitting day of the House of Commons in June and December (or no later than July 31 or January 31 if the House of Commons is not sitting in June or December)
	
	
	e-binder
	
	Departmental Pages

	
	4
	Binders for Ministers’ Parliamentary Committee appearances (s.74(d))
	Within 120 calendar days after appearance

	
	
	e-binder
	
	Departmental Pages

	
	5
	Travel and hospitality expenses of Ministers, ministerial staff, and ministerial advisers (s.75 and s.76)

	Within 30 calendar days after the end of the month in which expenses are reimbursed
· Receipts to be made available within 5 business days upon request (to be required by policy)
	
	
	

	
	Open Canada

	
	6
	Contracts over $10,000, including contract amendments (s.77)

	Within 30 days after the end of the quarter

	
	
	
	
	Open Canada

	
	7
	Annual report of all expenses incurred by a Minister’s office (s.78)

	Within 120 days after the end of the fiscal year

	
	
	
	
	Open Canada




	Departments

	8
	Reports tabled in Parliament pursuant to a statutory requirement (s.84)

	Within 30 calendar days after tabling

	
	
	
	
	Departmental Pages

	
	9
	Briefing packages for new or changing deputy heads (s.88(a))

	Within 120 calendar days after appointment

	
	
	
	
	Departmental Pages

	
	10
	Titles and tracking numbers of briefing notes to deputy heads (s.88(b))

	Within 30 calendar days after the end of the month in which they were received by his or her office

	
	
	In dev.
(Open Canada)
	
	In transition – Open Canada

	
	11
	Binders for Parliamentary Committee appearances prepared for the deputy head or equivalent for the purpose of the appearance (s.88(c))

	Within 120 calendar days after appearance

	
	
	
	
	Departmental Pages

	
	12
	Travel and hospitality expenses of senior officials (s.82 and s.83)
	Within 30 calendar days after the end of the month in which expenses are reimbursed
· Receipts to be made available within 5 business days upon request (to be required by policy)
	
	
	
	
	Open Canada

	
	13
	Contracts over $10,000, including contract amendments (s.86)

	Within 30 calendar days after the end of the quarter for Q1-3, and within 60 calendar days after the end of Q4

	
	
	
	
	Open Canada

	
	14
	Grants and Contributions over $25,000, including amendments (s.87)

	Within 30 calendar days after the end of the quarter in which an agreement or arrangement is entered into, or amended

	
	
	
	
	
	Open Canada

	
	15
	Reclassification of positions (s. 85)*

	Within 30 calendar days after the end of the quarter in which there is a reclassification

	
	
	
	
	Open Canada


*requirement for institutions for which Treasury Board is the employer
1

