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FORMAL AGREEMENTS 

(FUNDING AGENCY, PARTNERSHIPS, CONTRACTS)

Responsibility: Project Lead

Consultation: IDEAWORKS, Finance, Facilities, Legal, IT

Approval: see Routing Sheet

ESTABLISH PROJECT PLAN/RESOURCES/BUDGET

Responsibility: Project Lead

Work with:  Finance, IT, IR, Facilities, HR, OPS Manager, REB approval (if 
required)

Approval: Sponsor/Manager, Ops Manager

-

PROJECT MONITORING

CLAIMS

- ACTIVITY/FINANCIAL REPORTS

- PROGRESS MONITORING

-METRICS

- RELATIONSHIPS WITH AGENCY, PARTNERS

- DELIVERABLES

Responsibility: Project Lead

Approval: Sponsor/Manager, Ops Manager, Finance

Copy: IDEAWORKS

PROJECT COMPLETION/CLOSEOUT

- METRICS

- BACKUPS

- FINAL REPORTS/CLAIMS

- BUDGETS

- DELIVERABLES

Responsibility: Project Lead

Approval: Sponsor/Manager, Ops Manager, Finance

Copy: IDEAWORKS

DISSEMINATION/COMMUNICATION  

Publications/Outcomes/ Highlights/Presentations 
 

Responsibility: Project Lead 

Approval: Partners, Funding Agency, Marketing 
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