
Request from clients received

Workplan

Preliminary terms of 
reference 

(Prelim. ToR)

Analyst drafts 
preliminary terms of 

reference.

Prelim. ToR 
approved by 

director?

TOR approved 
by DGs & PBO?

Prelim. ToR 
presented to DGs 

and PBO.

YES

Government proposal or matter of 
particular significance identified

Prelim. ToR are 
reviewed by 

director.

Director facilitates 
arrangements with 

external parties.

Is it a new 
approach?

Asumptions, 
approaches and 
data sources are 

refined with DGs & 
PBO’s feedback.

YES

Terms of reference 
(ToR)

Is new non-
public 

information 
required?

Director facilitates 
arrangements with 

external parties.
YES

YES

Analysis conducted under the 
director’s close supervision

NO

Preliminary 
(quantitative) 

results

Analyst researches the proposal and 
identifies potential approaches and 

data sources

Consultations with internal and 
external experts on new approach is 

conducted.

Consultations with departments on 
available information.

Recurring direction meeting
Project is prioritized and assigned to 

analyst and director based on expertise.

NO

NO NO

OPBO Reporting & QA/QC Process Overview
Balancing timeliness, accountability, and institutional risk

Complex project 
requires 

external review?
External reviewYES

Prelim. results are 
presented to 

director.

NO

Engagement with colleagues
External consultations

Milestones reviewed by director
Information Requests



Preliminary results 
are presented to 

DGs and PBO

Are prelim. 
results 

approved?

NO

Analyst drafts 
report.

YES

Director reviews 
draft.

Draft approved 
by director?

NO

Draft Report

Draft report is 
reviewed by DGs 

and PBO

YES

Draft approved 
by DGs & PBO?

Embargoed Report

Production Process 
Translation, concordance, language 

review, accessibility review, formatting 
and conversion to Web formats.

Embargoed report is 
presented to 
government 
department.

Department can 
provide comments 
(factual validation 
and clarifications).

Parliamentary Reporting Process
Delivery of reports and compliance with 
procedural and legislative requirements.(optional)

Language edits and 
clarifications by 

analyst.

Publication on 
Website

Final Report
(Bilingual)

Feedback & questions from 
parliamentarians / media 

stakeholders / public

Mentions of work in 
committees, QP, and news 

clippings

Communications & Outreach
 Messaging accuracy and interest is logged and analysed. 

Proactive outreach based on demand and external 
environment.

director.

Are prelim. 
results 

approved?

YES

YES


