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CONFIDENCE OF THE QUEEN’S PRIVY COUNCIL

MC Critical Path - [TITLE OF MC] 
(Cabinet Committee – [Date])
Cabinet Affairs Analyst: 



 Main Program Contact:

T-Minus timeline indicates working back from the submission deadline

Day = business day 

Week = 5 business days
Legend:              Cabinet Affairs Responsibility
	Step
	Key Step
	Expected Timing
	Expected Date
	Date

Completed

	1.0 LAUNCH OF MC

	1.1
	Initial Meeting with Cabinet Affairs to discuss roles and responsibilities, timelines, requirements and to establish working group contacts
	More than 11 weeks prior to the PCO Delivery Date
	
	

	1.2
	Kick-off meeting with key departmental contacts and key OGD contacts
	
	
	

	2.0 DEVELOPMENT OF INITIAL DRAFT

	2.1
	Drafting MC
	As early as possible
	
	

	
	Presentation at Deputy Minister Policy Committee (when required)
	
	
	

	
	Ministerial briefing(s) 
	
	
	

	
	Informal Central Agencies check in 
	
	
	

	
	Consultation with key departmental contacts and/or implicated OGDs 
	
	
	

	
	Share early draft of MC with Deputy Minister’s Office
	
	
	

	2.2
	Quality Control of draft MC by Cabinet Affairs
	T - Day 52
	
	

	2.3
	Submit draft MC (including annexes) and draft Due Diligence Tool to PCO 
	T - Day 51
	
	

	
	Circulation of draft MC internally by Cabinet Affairs.  

(MINO, DMO, CFOB, Legal Services, PASRB, Parliamentary Affairs) 
	
	
	

	2.4
	Lead Branch to incorporate any comments
	T - Day 50-43
	
	

	2.5
	Translation of MC (Arranged by Lead Branch)
	
	
	

	3.0 FINALIZATION OF MC

	3.1
	Quality control of revised draft by Cabinet Affairs    
	T - Day 42-41
	
	

	3.2
	Lead Branch to seek ADM approval of revised draft MC and circulate to Central Agencies (PCO, TBS, Finance)
	T - Day 41
	
	

	3.3
	Submit draft MC to Central Agencies (PCO, TBS, Finance) (copy to DMO)
	T - Day 40
	
	

	3.4
	Circulation of draft MC internally by Cabinet Affairs.  

(MINO, DMO, CFOB, Legal Services) 
	
	
	

	3.5
	Central Agencies Meeting
	T – Day 35
	
	

	3.6
	Revisions to draft MC and due diligence tool
	T - Day 34-33
	
	

	3.7
	Interdepartmental Meeting (Organized by Cabinet Affairs, chaired by Lead Branch)
	T - Day 32
	
	

	3.8
	Final approval in writing of Communications Strategy and Parliamentary Strategy
	T- Day 31
	
	

	4.0 FINAL APPROVALS completed by Cabinet Affairs 

** For each approval stage, any ensuing changes to the MC will require quality assurance of the format by Cabinet Affairs.  

	4.1
	Lead Branch delivers Final MC (paper & electronic version) to Cabinet Affairs.
	T-Day 28
	
	

	4.2
	Final Revisions to MC + Quality Control by Cabinet Affairs
	T-Day 27
	
	

	4.3
	Final MC Package to Lead DG and Lead ADM for approval (prepared by Cabinet Affairs)
	T - Day 26-24
	
	

	4.4
	Final MC Package to CFOB and Legal Services for final attestation.
	T - Day 23
	
	

	4.5
	Final MC Package to the COO and/or supporting DM for approval (when required)
	T- Day 20
	
	

	4.6
	Final MC Package to the Deputy Minister for approval.
	T - Day 15
	
	

	4.7
	Final MC Package to the responsible Minister for approval.
	T - Day 10
	
	

	4.8
	Ministerial Signature
	T- Day 1
	
	

	5.0 DELIVERY TO PCO BY CABINET AFFAIRS

	5.1
	Submission of Final Bilingual Documents to PCO by 10AM.

Exactly 9 full business days prior to the Committee Date.
	T - 0


	
	


Reminder: 

Lead Branch will be required to prepare briefing materials, including speaking points and Q&As to support the Minister’s presentation at Cabinet Committee. The Lead Branch will route these briefing materials in a separate docket for approval by ADM, DM, and Minister.
