
ID Task Name
1 Project Management

2 Finalize MOU with PTS

3 Finalize MGT Ctte Structure-Mandate

4 Strategy Development/Critical Path

5 Finalize Project Management Plan/Milestones

6 Establish Budget

7 Administer Budget

8 Select Communications Spokeperson(s)

9 Establish Committees

10 Select Advisory Group Membership-Mandate

11 Project Plan maintenance and adjustments

12 Develop code of ethics/conduct (Staff & Volunteers)

13 Project MGT Meetings

81 Task Force Meetings

88

89 Communications

90 Secure Capital Xtra's Sponsorship for ads, inserts, etc.

91 Secure ROC Communications Support (News Wire)

92 Mailing Lists structure and maintenance

93 Create/Coordinate WEB site

94 Prepare Communication Plan Action plan

95 Prepare Communication Product Plans ($ to be determined)

96 Bilingual five-panel, three-fold flyer (background, objectives, etc.)

97 Bilingual flyer advertising workshop and survey

98 Bilingual poster advertising workshop and survey

99 E & F ads for local print media advertising

100 Power Point Presentation(s)

101 OC Transpo Posters(flyers)

102 Large poster for large traffic/high visibility areas

103 Develop Identity (LOGO - letterhead - etc….)

104 Prepare Thank You letters
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ID Task Name
105 Coordinate all Translation & Interpretation for Workshops

106 Prepare Project Launch Press Releases

107 Prepare Press Kits for Launch

108 Distribution & Maintenance of Promo Mat.

109

110 Contract(s) Administration

111 Space & Materials contract Administration

112 Administrative Services

113 Travel Budget Administration

114 Consultant(s) Search

115 Prepare SOW for consultants

116 Prepare criteria/consultant(s) selection

117 Prepare and Review RFP for consultant(s)

118 Review RFP for consultant(s)

119 Advertize/Distribute RFP

120 Selection of Consultant(s)

121 Consultant(s) hired

122 On-going supervision of consultant(s)

123

124 Volunteer Coordination

125 Develop list of jobs to be done by volunteers

126 Search for volunteers

127 Develop & Coordinate schedule

128 Develop Volunteer Training Prog.

129 Volunteer Training Session(s)

130 Assigns specific tasks

131

132 Survey activities

133 Literature research/compilation

134 Initial Workshop 

135 Agenda Development
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ID Task Name
136 Secure accessible location

137 Prepare Workshop Materials

138 Workshop Facilitation

139 Initial Workshop completed

140 Workshop Report

141 Development of survey tool(s)

142 Survey Instrument(s) completed

143 Data Gathering (Means: surveys/focus groups, etc..)

144 Data Entry

145 Data Analysis

146 Interim Report

147 Closing Workshop

148 Agenda Development

149 Secure accessible location

150 Prepare Workshop Materials

151 Workshop Facilitation

152 Closing Workshop Completed

153 Workshop Report

154 Draft Final Report

155 Review Draft Report - Feedback

156

157 Community Events Coordination

158 Launch

159 Capital Xtra's Expo

160 Pride Festival

161 Women's Voices Festival

162 Making Scenes

163 OGM Chorus Concerts

164 OGM Chorus Concerts 1

165 OGM Chorus Concerts 2

166 OGM Chorus Concerts 3
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ID Task Name
167 OGM Chorus Concerts 4

168 Reach OUT Coordination

169 Minority Groups

170 Service providers

171 Community Groups

172

173 Project Outputs Activities

174 Final Report Preparation

175 Final Report Publication

176 Prepare final Handbook

177 Handbook Publication

178 Distribution of Report &  Handbook
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