


- Good governance ensures organizational structures,
reporting relationships, and policies and proceduresare in
place so thatrelevant and timely informationis usedin
cecision making to set strategic direction, priorities and
allocate resources, and 1o report on the achievement of
resulis. It also ensures ov ersight mechanisms are inplace to
ensure the organization is operatingin compliance with
legislation, policies, and public service values and ethics.
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‘ Innov ation, Science and Economic Dev elopment Canada's govemance model is designed to ensure that the
Department's activities and decisions are managed coherently and sirategically, and that departmental officials are able
to exercise their collectiv e responsibility to ensure sound and strategic management of the Department's affairs.

Innov ation, Science and Economic Dev elopment Canada (ISED) has adopted an im‘egrpn"ed approach to govemance in
which departmental priorities, resources, and activities are aligned, and both individualand collectiv e responsibilities and
accountabilities are reflected. This model takes into account the requirements of the Policy on Management, Resources
and Results Structures (MRRS) for the Deputy Minister to ensure "“that the Department's information systems, performance
measurement strategies, and reporting and gov emnance structures are consistent with and support the Department's
MRRS™".

Under this model:
. Corporate govemance structures and processes, including senior departmental committees and the

Department's Integrated Business Planning cycle, are the means by which ISED's corporate priorities, strategies,
policy instruments and processes are established.

. Sector-specific govemance structures and processes can be customized to support the mandate and
responsibilities of individualsectors.
. Individualroles and responsibilities are exercised through participation in comporate and sector-specific

govemance mechanisms, as well as individual decision making within mandated and delegated authorities.

ISED’s gov emance model thus establishes abalance between corporate mechanisms, which ensure consistent
management of the Department's affairs, and the flexibility required within sectors to effectiv ely deliverprograms and
services to clients.

The Department's Govemance Framework complements the management frameworks in place for other intemal service
‘ functions, including finance, human resources, information, technology, and materiel. Taken together, these frameworks

provide comprehensive direction on how the Department manages its operations in a manner thatis consistent with
. govemment requirements.

ACCOUNTABILITIES, ROLES AND RESPONSIBILITIES OF SENIOR OFFICIALS

As part of ISED's gov emance model, senior departmental officials are charged with specific authorities, accountabilities
and responsibilities. The following list provides an overview of the roles and responsibilities of the Department's senior
officials.

Deputy Minister and Associate Deputy Minisfer

The accountabilities and responsibilities of the Deputy Minister (DM) are assigned by the Minister or through Govemment of
Canadalegislative and policy instruments. The DM's main role is to support the Minister's individual and collective
responsibilities. As the chief manager of the Department, the DM s responsible for the appropriate management of public
funds and property, human resources, official languages, and the proper application of v alues and ethics as described in
the Code. The DM is further responsible for assisting the Minister in managing the Industry portfolio and supporting ministerial
accountability in Parliament. Deputy Ministers are accountable to the Prime Minister, Minister, Treasury Board and the Public
Service Commission, as well as for addressing errors in administration.

Chief Financial Ofiicer

The roles and responsibilities of the Chief Financial Officer (CFO) are defined in the Policy on Financial Management
Govemance. These responsibilities include providingsupport to the Deputy Minister as:

* An objectiv e strategic advisorfor business and financial management;
* Thekey steward withrespect to relev ant legislation, regulations, policies, directives and standards related to
financial management; '
* Asenior departmental executive providing the deputy head with independent and objectiv e recommendations
. on all funding initiativ es andresource allocations requirng the deputy head's approv al; and
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+ Thelead departmental executiv e for all aspecis of financial management, program financing, financial reporting ‘
and disclosure, and for dealing with ceniral agencies and other stakeholders concerning financial matters.
At ISED, the CFO is also the Assisiant Deputy Minister of the Corporate Management Sector and is responsible for ensuring
thatframeworks and processes are in place for the effective management of corporate planning and gov emance,
pariamentary reporiing, risk, performance measurement, accountability, facilities, security, and human resources.

Chief Informaiion Officer and Information Management Senior Official

The Chief Information Officer {CIO) leads the sector responsible for information management (IM) and information
technology (IT) andis the Depariment’s chief advisoron these matters. This official is accountable for the ov erall
performance, effectiveness and efficiency of the Department’s IM and IT assets, services, policies and resources. In this role,
the CIO oversees IM and IT planning, and is responsible for corporate project management govemance. The CIO also

oversees the Deparimental Project Management Office (DPMO), which is ISED's centre of expertise on project
management.

Director Generdl, Audit and Bvaluaiion Branch

The Director General of the Audit and Ev aluation Branch (DG, AEB) is the Chief Audit Execufiv e (CAE), the Head of

Ev aluation and the Senior Officer for Disclosure of Wrongdoing. The DG, AEB, provides the Deputy Minister, senior officials
and departmental management with the capability to perform independent and objectiv einternal audits, ev aluations

andreviews that are consistent with legislation and departmental and central agency policies. The DG, AEB, responds to

deparimental priorities and risks, and assists departmental management to enhance the efficiency, effectiveness and
performance of departmental programs and operations.

In addition, the DG, AEB is responsible for the conduct of special reviews and the disclosure of wrongdoing. Special reviews

are initiated at the request of senior management and can include forensic inv estigations for the Deputy Minister and
senior management,

Director Generdl, Communications and Marketing Branch

The Director General, Communications and Marketing Branch (DG, CMB), is accountable to the Deputy Head for setting

and delivering aninternal and external communications program. Inthis role, the DG, CMB, is the functional authority for all
communications activities, andimplements strategies, systems, processes and practices to deliveron communications that
support the Depariment's mandate and operations. This includes managing the Department's Web presence and content.

The DG, CMB, is also responsible for ov erseeing the communications functional specialists working within the branch and
elsewhere in the Deparfment.

Senior Generdl Counsel, Innovaiion, Science and Fconomic Development Canada legal Services

The Senior General Counsel, Innov ation, Science and Economic Dev elopment Canada legal Services, acts as the principal
legal advisorto the Deparfment, the Deputy Minister and his executiv e team. This official also functions as the principal
interface between Innov ation, Science and Economic Dev elopment Canada and the Depariment of Justice. The

mandate, values, vision, priorities and objectiv es of both depariments are considered to establish the strategic direction,
operational objectives and priorities of ISED’s Legal Services unit.

Sector Heads

Assistant Deputy Ministers {ADMs) and their equiv alents are responsible for deliv ering dep arimental objectiv es and ensuring
v alue for money in the programs and services under their control. They are accouniable to the Deputy Ministers for how the
resources allocated to their organizations are spent and for the results achiev ed. In this role, Sector Heads, in consultation
with their management team and the Deputy Ministers, identify program and operational priorities and determine how best

to achiev e these objectives in keeping with govemment priorities, including whole-of-government priorities, and in light of
identified risks.
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Operalions Commilfee

Operations Committee {Ops) ensures that senior officials remain well briefed on the Minister's and Depaitment’s top
priorities and files for the week ahead.The committee receiv es regular briefings and updates on Cabinetf business (e.g.,

Memoranda to Cabinet, Treasury Board Submissions), Ministerial briefings, key communications activities and ev ents, priority
policy files, and other items of interest.

¢ Chair: Deputy Minister
¢  Meets: Weekly
¢  Members: Selected Sector Heads and other depairtmental officials

Investment Board

As a sub-committee of Departmental Management Committee {DMC]}, the Inv estmentBoard (IB) is responsible for
managing the Department's portfolio of projects and major acquisitions. The Board sets the Department's inv estment
priorities, principles and criteria; makes decisions on which proposed inv estments should be included in the inv estment plan;
and tracks the performance of these inv estments. All projects must receive approv alfrom the Inv estment Board to mov e
from Idea Generation (Stage 1) to Concept Initiation (Stage 2) to Project Planning (Stage 3). In addition, projects over
$250,000 must complete a post-project review with the Inv estment Board.

e Chair: Associate Deputy Minister
¢ Meets: Quarterly
¢  Members: Selected Sector Heads

Investment Oversight Commiliee

The Inv estment Ov ersight Committee (IOC) supports the Department's priorities and objectives by ensuring that grants and
contributions proposals in excess of $500,000 (or established thresholds), major procurement activities and projects conform
to gov emment requirements (legislation, policy) and departmental processes, aswell as support departmental priorities

and objectives. 10C ov ersees Tier 1 and Tier 2 projects during Stages 3, 4 and 5, and authorizes projects to move to the
following stage in accordance with ISED's Project Management Stage-Gate Framework.

¢ Chair: Chief Financial Officer
¢« Meets: Biweekly
¢  Members: Selected Sector Heads

Direclor General Policy Commitiee

The Director General Policy Committee (DGPC]} is responsible for informing Departmental Management Committee policy
discussions and supporting sound decision-making. This includes Gov emment, ministerial and portfolio policy priorities (e.g.,
Speech from the Throne, Federal Budget, mandate; Innov ation Agenda; medium-term planning and fransition; economic
research and analysis; Memoranda to Cabinet; legislative and regulatory initiativ es; and significant new programming and
major changes to existing programs. The Committee provides a forum to ensure that policy initiativ es benefit from
adequate consultation and collaboration, and are consistent with the Department’s ov erall policy agenda. DGPC also
serv es as the discussion forum for departmental exercises thatfeed into the Federal Budget, Speech from the Throne and

transition efforts. Further, it maintains linkages to the Department's research community to ensure alignment of policy and
research priorities.

¢ Co-Chairs: Director General, Strategic Policy Sector & Director General {rotational) identified by the Assistant
Deputy Minister of Strategic Policy Sector
¢  Meets: Weekly

¢ Members: Directors General, Policy Directorates (all sectors) and others
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Director General Management Advisory Committee

The Director General Management Advisory Committee (DGMAC) is responsible for reviewing and providing
recommendations on corporate strategies, policies, plans and initiativ es for management functions, including people
management, financial management, material and asset management, information management, information
technology, security, corporate risks, strategic planning, service management (including standards, fees and strategies),
management culture and other significant management stew ardship issues and initiatives (e.g. digital fransformation). The
committee also tracks the implementation of approved management strategies, policies, plans and initiativ es, and reports
to the Departmental Management Committee on their progress and impact.

* Chair: Director General, Comporate Management Sector
¢ Meets: Biweekly
¢ Members: Directors General (all sectors)

Corporate Services Neilwork
The Corporate Services Network (CSN) ensures that sectors remain informed about the directions and decisions affecting
corporate services in the Department. Its mandate is to share information so thatsectors and branches hav e consistent,

accurate and current information on corporate strategies, plans, issues, initiativ es, inv estments, as well as management
priorities and practices. In addition, the committee functions as a consultative body, when required.

e Chair: Director, Corporate Management Sector
¢ Meets: Monthly
¢ Members: Directors

Departmental Audit Committee

The Departmental Audit Commitiee (DAC) provides objectiv e advice and recommendations to the Deputy Minister
regarding the sufficiency, quality and results of assurance on the adequacy and functioning of the Department's risk
management, control and govemance frameworks and processes. DAC's knowledge of the Department's priorities and
context, andits working relationship with departmental managers, enable it to provide appropriate advice to the Deputy
Minister and contribute toward the improvement of management at ISED.

¢  Chair. Extemal Appointment
+ Meefts: 3-4 iimes peryear
*  Members: Extemal Appoiniments

Departmental Evaluation Commiilee

The Departmental Ev aluation Committee's (DEC) primary role is to provide advice and counsel to assist the Deputy Minister
in discharging his responsibilities related to the ev aluation function. In this capacity, the commitiee reviews and
recommends approv al of the annualdepartmental ev aluation plan, ev aluation reports, the implementation status of

management action plans in response 1o ev aluationrecommendations, and the annualdeparmental State of
Performance Measurement report in support of ev aluation.

e Chair: Associate Deputy Minister

* Meefts: 2-3 times per year
¢ Members: Selected Executives

National Labour Management Consuliation Commitiee

The National Labour Management Consultation Committee (NLMCC) provides a forum through which Innov ation, Science
and Economic Development Canada and the bargaining agents representing ISED employees work together to build a
collaborativ e relationship and promote the value of effective labourmanagement consultation.

¢ Co-Chairs: Deputy Minister and a labour representativ e (as determined by the bargaining agents)
* Meets: Minimum once per year
* Members: Equal representation from management and labour

7 2016-17 ISED Corporate Governance Framework



|

Human Resources Sub-Commillee

The Human Resources (HR) Sub-Commitiee provides on-going support o the NLMCC by helping it to canmy out work of joint
interest related to workplace improv ements and human resources management issues at ISED. The HR Sub-Committee

reports fo the NLMCC on its deliberations and findings, and providesrecommendations to the NL(MCC, as appropriate, on
specific activities.

¢  Co-Chairs: Director General, CMS-HRB, and a labour representative rom the NLMCC (as determined by the
bargaining agents)

* Meets: Minimum 3 times peryear

« Members: Equalrepresentation from management and labour
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INTEGRATED BUSINESS

PLANNING AND REPORTING

One of the waysinwhich management excellence is
achieved is though effective and efficient planning,
implementing plans, measuring performance andreporting
on results. Infegrated business planning and reportingis the
intferaction and coordination that occurs between sectors
and branches and the enabling functionsin a department.
Its goalisto align andintegrate the human, financial, asset
and information resources required to deliver on the business
of government. Integratedbusiness planninginvolves both
being able fo maximize the efficient use of resources, and
seeking sustainable solutions by flagging potential problems
early in the business planning process and by developing
comprehensive risk mitigation strategies.
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. b. Phase I: Planning

information Collection
The information collection stage takes place in two phases:

e Phasel, Part A, which takes place from October fo Nov ember, is targeted at collecting information specific to key
plans and milestones as they relate to departmental priorities established by DMC. This planning information is also

providedin the context of the related program and sub-program activity lev el expected results, performance
indicators and targets.

¢ Phasel, Part B, which iakes place from November to January, focuses on the operational requirements needed fo
achiev ethe business objectiv es identified in Phase 1, Part A. This includes any proposed projects and specific
inv estments in assets and acquired services for the following fiveyears as well as key HR sirategies.

Product Development and Decision Making

The information collected is used by CMS to dev elop a v ariety of corporate planning products throughout the year,

including the Corporate Plan, which also serv es as the Department's Inv estment Plan, the Report on Plans and Priorities
(RPP), and the IT Plan.

Sectors also use the information collected to develop their own planning products, such as business plans, human resource
plans, information management/information technology (IM/IT) plans and communications plans.

c. Phase 1l Reporiing

Information Colleclion

In March, the focus is on gathering on performance information against the plans and priorities outlined in the Corporate
. Plan and the Report on Plans and Priorities at the beginning of the fiscal year. Additionally, sectors provide information

specific to performance against the indicators and targets specified in the Department’s Performance Measurement
Framework (PMF).

Information is also collected regarding commitmenis capiured in the secior-lev el HR sirategies and Information
Management (IM) Action Plans, as well as information for annualreports on official languages, employmeni equity and
div ersity, etc.

Product Development

The information collected is used by CMS to dev elop the Departmental Performance Report and the Annual Report on the
Corporaie Plan. Information is also used by CMS and Sectors to fulfill v arious departmental and Gov emment of Canada
reporting requirements.

<. Evaluaiion

The integrated planning and reporting process is ev aluated annually after steps 2 and 4 io identify gaps and opportunities
for improv ements in how information is gathered, communicated and lev eraged. For this, CMS conv enes the Sector

Planning Working Group which enables corporate, business and functional planners to share information and feedback on
integrated planning andreporting processes, tools and future directions.

INVESTMENT PLANNING

Innov afion, Science and Economic Dev elopment Canada’s Inv estment Planning Framework is designed to provide
ongoing and comprehensiv e ov ersight of inv estments throughout their life cycle. Within this siructure, commitiees function
as the primary mechanism through which senior management exercises its collectiv e responsibility to set priorities, manage
change, and make strategic decisions about inv estments and resources. Ov ersight of the Department's inv estments is
ensured by both the corporate govemance structures established to monitor inv estment activities, and by the mechanisms
in place atthe operational lev elto track assets and acquired services and to manage projects.
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The integration of risk management with the Departmental Gov emance Structure and the Integrated Business Planning
process is highlighted below, In addition, there are other risks, such as those identified in the Departmental Security Plan,
which are also managed at the corporate level. As appropriate, risks can also be identified and managed at the sector,
program, and project lev els. More broadly, through comporate strategies, policy instruments and processes, the Department

is able tointegrate risk management practices into human resources, sector operations and other corporate and business
functions.

a. Risk idendification, ussessment & prioritization ,\IPB/\

Potential corporate risks are identified by Sectors Heads during the preparation stage of IPR through environmental scans
conducted ahead of the Departmental Management Committee (DMC) Retreat. A preliminary list of departmental
priorities risks for the upcoming fiscal yearis created following the meeting and is further refined by the Director General
Management Advisory Committee (DGMAC) prior to the launch of the IPR Planning stage. In addition, the Departmental
Audit Committee (DAC) reviewsand provides advice on the risk management arangements established and maintained
by the Department; this information is included in the DAC Annual Report.

PR
b. Definition risl miligation and action plans JPB/
Sector Heads are responsible for managing the risks attibuted to their respective sectors. Thisincluded assessing risk

tolerance and controls, as well as dev eloping and implementing appropiiate mitigation strategies and action plans. This is
done through the completion of risks action plans during the planning phase of IPR.

repd
<. Conwnunication and monitoring of the Corporale Risk Action Plar \W/
All corporate risks, and their associated mitigation strategies and action plans, are included in the Corporate Plan. The risks
are also linked to relevant programs and services, as found in the Program Alignment Architecture, and corporate priorities.
Mid-year and end of yearreporting is done on the mitigation strategies and action plans. As well, key risks are highlighted in
the Report on Plans and Priorities and Departmental Performance Report.

PERFORMANCE AND REPORTING

Performance

The Program Alignment Architecture (PAA) is a structured inv entory of all programs being delivered by the Department. The
programs of the PAA are depicted according fo their logical relationships to each other and the Strategic Outcome to
which they contribute. The PAA also reflects how ISED allocates and manages the resources underits control to achieve
intended results. The PAA s supported by a performance measurement framework (PMF) that enables the Department to

collect data and to make decisions on program design, management, allocations and strategies to better achieve
expected results.

Reporting
The reporting cycle for Govermnment expenditures describes the steps leading up to the tabling of v arious documents and
processes related to the Govemment's Budget and expenditure plans. Reports on Plans and Priorities and Departmental

Performance Reports support the Estimates process by providing financial and non-financial information to
pariiamentarians, who review and make decisions on the use of public funds by the Govemment.

The Report on Plans and Priorities (RPP) is the expenditure plan for the Department. The report provides detailed information

on Innov ation, Science and Economic Dev elopment Canada's priorities by strategic outcome, program and sub-program,
and planned and expected results for a three-year period.

| .
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The Departmental Perfformance Report (DPR) presents information on the results achiev ed against planned performance
expectations as set out in the RPP. The DPR cov ers the actual performance of the Department, including results thatwere
achiev ed according to plans and results that were not achiev ed as originally planned. DPRs are tabled in the fall by the

President of the Treasury Board on behallf of the Minister. The Department's Financial Statements are published as part of
the DPR process.

Quarterly Financial Reports (QFR) are prepared by management as required by section 65.1 of the Financial Administration
Act. The QFR should be read in conjunction with the Main Estimates and Supplementary Estimates for a given fiscal year.

Management practices and performance of the Department as a whole are captured in the annual Treasury Board (T8)
assessment under the Management Accountability Framework (MAF). This annualprocess focuses on the implementation
of TB policies and providesa mechanism to identify best practices. There are four areas of management assessed common

to all departments, and three that are department-specific. In its recent update, MAF now providesthe potential to identify
horizontal themes across management areds across govemment.

Process

A preliminary review of PAA information and an environmental scan are conducted prior to the launch of the MRRS
amendment process in the spring of each year. The Corporate Management Sector (CMS) consults with sectors on the
Department’s approach, strategies and improv ements. Shortly after Treasury Board Secretariat (TBS) launches the MRRS
amendment process, CMS submits a Nofification of Intent on behalf of the Department indicating broadly the changes
planned for Innov ation, Science and Economic Dev elopment Canada'sPAA.

Consultations and discussions with sectors continue following the MRRS launch, in order to v alidate Innov ation, Science and
Economic Dev elopment Canada's PAA information. CMS seeks appropriate approv als, i.e., attestation by the Deputy
Head and/or the Chief Financial Officer, if delegated, and prepares final documents for submission to TBS, which are
typically due in August of each year. After the PAA submission, Innov ation, Science and Economic Dev elopment Canada's
PMF is subsequently updated. CMS consults with sectors to update performance measures and related information. Final
PMF information is approv ed by senior management and submitted to TBS in October.

Innov ation, Science and Economic Dev elopment Canada’sPAA and PMFare used to dev elop the Report on Plans and
Priorities and Departmental Performance Report. CMS leads the dev elopment of these reports, gathering information
through the Departmental integrated business planning process and prepares the required reports according fo TBS
requirements. Assistant Deputy Ministers approv e the information in the RPP and DPR that pertains to programs under their

responsibility. The Deputy Head and the Minister sign off before the documents are submitted to TBS for tabling in
Parliament.

The MAF process launches in the summer of each year. CMS consulis with management area leads and coordinates the
Department’s submission which is due in Nov ember. In February, TBS provides a draft release of their findings and asks
departments to confim information. The results are then finalized andreleased to deputy ministers in April.
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The management of projectsis key 1o providing v alue for
money and demonstrating sound stewardship in program
delivery. A comprehensive approach to managing projects,
whichisintegrated across the department and is appropriate
for the level of projectrisk and complexity, enhances the
likelihood of realizing project and program outcomes while
limiting the risk to stakeholders and taxpayers.
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At Innov ation, Science and Economic Dev elopment Canada all projects are govemed by the Inv estment Board (IB),
Inv estment Ov ersight Commitiee (IOC) and Project Steering Commitiees (PSCs). These commitiees make senior-lev el
decisions on the projects and the project portfolio by providing: support and escalation channels, and ensuring inv estments

are appropriate and strategically aligned. Al projects follow the Department's Project Management Stage-Gate
Framework.

ISED is always looking at ways to improv e its project management practices, so regular changes are made fo methods and
processes to scale andright-size govemance to projects. For instance, as of March 2015, the gating for Tier 3 projects {<
$250K3 from Gates 3 to 5 and including the Post Project Review, were delegated from the IOC to the sectors and ov erseen
by Sector-Head lev elmanagement.  This delegation is due to the low risk, complexity and cost implications of projects,
and enables the Department to optimize the use of ADM lev el committees, such asIOC, and focus on Tier 1 and 2 projecits.
In July 2016, Inv estmentBoard approv ed a new < $500K threshold for Tier 3 projects. Sectors are still expected to complete
the project management deliv erables as identified in the ISED Project Management Stage-Gate Framework.

ROLES AND RESPONSIBILITIES
This section outlines many of the roles inv olv ed in managing projects, including the client support process. A RASCI chart

outlining who is responsible, accountable, consulted or informed (for each deliv erablein the siage-gate process) is
av ailable on the Departmental Project Management Office (DPMO) intranet site.

Executive Sponsor
The ExecutiveSponsoris the Senior Executiv e of the sector responsible for funding the project. This is usually the ADM of the

sector under which the project falls. If multiple sectors are inv olv ed, multiple ADMs will be considered joint executive
sponsors. In the case of TB Submission Projects, the Executiv e Sponsor chairs the Project Steering Committee.

Business Sponsor (also called the Project Sponsor)

The Business Sponsor represents the stakeholders who will benefit from the project deliv erables/objectiv es. The Business
Sponsor plays an important role in defining business requirements and in ensuring that the deliv ered product meets the
needs of the business. The Business Sponsor pays for the projects costs (unless the project is a joint initiativ e).

The Business Sponsor:

* Is accountable for the realization of the business benefits and outcomes.

e Acts as a champion for the project in the Department.

¢ Reviewsand approv esall project deliv erables.

+ Providesov erall project guidance and is uliimately responsible for the success of the project.

e Identifies the Project Manager.

e Reviewsthe project's progress.

» Identifies the stakeholders and seeks their inv olv ement.

e Ensures buy-in and realization of the business v alue.

¢ Identifies andremov es obstacles that jeopardize project success and that cannot be resolv ed from within the
project team.

* Ensures that resources and funds committed for the project are forthcoming.

Project Manager (PM) (also called the Business Project Manager)

e Isresponsible for the success of the project from initiation to closure.

+ Hasspecific responsibility for achieving the entire defined project objectiv es within the costs, time and resources
allocated.

¢ Isresponsible for the day-to-day management of the project as set out in the Project Plan; e.g., detailed planning,
resource planning, cost estimating, budgeting, scheduling, etc.

e Assembles the project teamincluding subject matter experts from other directorates.

e Ensures the scope and specifications are documented and understood by the project team.

¢ Manages and controls scope changes while managing business owner expectations to ensure their satisfaction.
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s Ensures timely completion of the project within the approv ed budget by compaiing actual progress to abaseline
plan, and identifies comective actions.

* Engages in proactive continuous risk management to identify, analyze, plan, frack, control and communicate
project risks and their status to v arious gov emance and ov ersight committees.

e Plans, organizes and directs the work of the project team (including sub-contractors) to implement the approv ed
Project Plan and produce qudlity deliverables.

+ Participates in stage-gate reviews as requested.

» Presents v arious gov emance and ov ersight committees and/or sector-business unifs with the cument stage
accomplishments, the plan and costs for the next stage in order to proceed to the next stage.

« Communicates with the DPMO and v arious gov ernance and ov ersight committees on the health stafus of the
project.

« Stores all approved project documentation in the Deparimental Project Portfolio Management system (DPPM),
under the project collaboration tab and in the appropriate folder.

Project Coordinator
Assists the Project Manager and/or functional leads in some or all of the following:

s Develop project estimates, levelof effort and costs of the project.

¢ Coordingte meetings for the PM.

+ Complete reporting requirements for the project(s).

« Coordinate and participate in weekly project status meetings.

+ File project documentation on behalf of the PM and/or Functional Lead.

»  Monitor, maintain and update the project plan,risk log, issue log and other related project management
documents.

s  Monitor assigned work plans for the resources.

+ Update the project's budget and monitor ifs expenses

¢ Perform administrative duties as required by the PM and the team.

Project Management Specialist
¢« Providessupport to PMsin applying the departmental project management standards and ensures that the project
management processes are followed.
+ Reviews project materials with PMsto ensure the timely completion of project deliverables for gating decisions.
« Ensures that all project deliverables are met at each gate.
» Supports and makes recommendations to the committees making gating decisions.
»  Works with project managers to ensure that best practices are employed throughout the entire project lifecycle.

+ Verifies that allapprov ed project documentation is stored in DPPM, under the project collaboration tab andin the
appropriate folder.

* Maintainsa repository of best case project documentiation for reference.

CIO Executive Leoc]

¢ Works in parinership with Business Senior Executivesto meet the technical deliverables of the project in line with
Innov ation, Science and Economic Development Canada and Govemnment of Canada technical standards and
directions.

« In parinership with Business Sponsor, identifies and remov es obstacles that jeopardize project success and that
cannot be resolv ed from within the project team.

* Has authority for CIO delivery components of the project and reviewsand approv es project gating materials
specific to this authority.
ClO Technical Director

e Coordinates CIO activifiesfo minimize conflict between projects and / or operations to ensure IT technical resource
av ailablility for deliv ery of the technology poriion of the project. .
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Has authority to review and approv e all technology related components of project gating materials.

Monitors the project's ClO deliverable progress, resolves escalated risks / issues in consultation with business and
CIO peers.

Confirms funding from business client for the CIO components of the project budget.

Funciional Leads (IT Project Manager / IT Lead, HR Lead, Finance Lead, other Leads)

Is responsible for the success of their component's portion of the project.

Is responsible for coordinating activ ities within their functional area.

Isresponsible for managing the day-to-day operations of their component's portion of the project.

Is responsible for the detailed planning, resource planning, cost estimating, scheduling of their component’s portion
of the overal project and ensuring that this information is inclusive.

Participates in the creation of project deliverables.

Providesproject status, plans and estimates to the PM.

Assists the PMin ensuring the timely completion of their component's project deliverables within the approved
budget.

Works with the PM to ensure ov erall project success.

Participates in risk management sessions.

Project Team Members

Completes and tracks assigned project deliv erables within the agreed time and budget as set out in the Project
Plan and agreed upon with the PM.
Identifies new risks, issues, lessons leamed or change requests and notify the PM.,

Enterpiise Archilects (EA)

Is responsible for assessing projects/programs from v arious enterprise-wide perspectiv es.

Based on the assessment, EA may also be responsible for assisting in the dev elopment of roadmaps, blueprints and
other project deliverables to ensure alignment and to recommend a way forward that benefits the enterprise’s
mid-to-long-term objectiv es.

Refer to Functional Leads description for additional resp onsibilities.

Account Managers (AM) in the Chief Information Office

As the business strategic partner the account is the first point of entry fo submit new [T projects, either as part of the
annuallT Plan or off-cycle projects.

Ensures a Technical Lead is assigned to the project.

Responsible for initiating the kick-off meeting between the Business Project Manager and the Technical Lead.
Ensures the timely transition of the project to the PM Specialist at the appropriaie Gate.

Acts as an escalation point if issues arise between the v arious teams deliv ering the project.

Secior Planner / Sector Project Management Office
Each sector / business unit also has a planner or sector project management office responsible for;

Acting as the key organizational contact on IT gov emance matters within their Business Unit.

Liaising between the Account Manager and their Business Unit for IT related issues.

Coordinating new and off cycle IT projects within their Business Unit.

Coordinating a sector response for the annualIT Planning cycle.

Ensuring project information is accurate and up fo date in the ISED IT Portfolio Tool.

Advising their Business Unit's managers and project managers on IT govemance processes and reporting
requirements.

Coordinating their Business Unit's responses for the DM monthly and quarterly reports.
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PRIVACY
As perthe Project Management Stage-Gate Framework, Project Managers are required consult with Information and

Priv acy Rights Administration (i.e.: ATIP Office) aiStage 2 (concept initiation) to identify whether further analysis would be
required at Stage 3 (project planning) to assess and mitigate potential priv acyrisks when designing new and/or updating
existing programs and services that inv olv e the collection, use and disclosure of personal information. When required, a
Core PrivacyImpact Assessment must be completed in accordance with the Directive on Privacy Impact Assessment.

ORGANIZATIONAL PROJECT MANAGEMENT CAPACITY ASSESSMENT (OPMCA)

The Chief Information Office is responsible for conducting the Department's OPMCA, which is subsequently endorsed by
the Inv estment Board. A summary of the OPMCA rating is approv ed by the Deputy Minister as part of the submission of
Innov ation, Science and Economic Dev elopment Canada’sinv estment Plan to Treasury Board, which occurs ev ery three
yeatrs,

The cument rating of 2-Tactical confims the Department has the capacity to successfully deliverprojects to achieve
evolving strategic objectiv es.

PROJECT COMPLEXITY AND RISK ASSESSMENT (PCRA)

PCRAs must be completed for all projects with total costs greater than $750,0001. These assessments are dev eloped by the
Business Sponsor during Stage 2, with support and guidance provided by the DPMO. Endorsement of each PCRA is required
from the Business Sponsor. PCRAs are submitted for Treasury Board Secretariat (TBS) review using the TBS online application
Caliipers.

The objectiv e of a PCRA review by TBS is to v erify that the project aligns with Innov ation, Science and Economic

Dev elopment Canada’s Inv estment Plan, ensure Innov ation, Science and Economic Dev elopment Canada has follow ed
its project management and gov emance ov ersight processes; determine whether the PCRA accurately reflects the risk
and complexity of a project and whether additional Treasury Board approv alwould be necessary. For projects proceeding
to Gate 2 prior to TBS PCRA acknowledgement, [B will grant a conditional Gate 2 approv al pending acknowledgement of
the PCRA from TBS. The PCRA is updated at Stage-Gate 3 which marks the end of the planning phase and the beginning of
project execution. Project details, including av ailable PCRA scores, are availableinthe Corporate Plan.

1 For projects over $1 million, @ PCRA is completed and submittedto TBS. How ever, projects between $750K and $1 milion may be required

to complete a PCRAto determine the level of risk and complexity to ensure that therisk and complexity level does not exceed ISED's
OPM CA capacity class. Inthese cases,a PCRA might not be submitiedto TBS.
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