Work Back Schedule
Civic Theatres Toronto

Current Date
Start Date

Overall Progress
Department

4/7/2017
5-Jan
45%

Category

*Please note: All dates may be subject to change*

Task Description

Attachment 1

CT18.1

LEGEND

COMPLETED

DELIVERABLE

PAST DATE

TO BE UPDATED

Start Date

End Date

Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Administration
Development
Development
Development
Development
Development
Development
Development

Development

1/ 4

Finance
Finance
Finance
Finance
Human Resources
Human Resources

Human Resources

Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship

Corporate Sponsorship

Creation- Template for finance summary

Creation- Unified accounting system (FITT)

Creation- Amalgamated financial statements

Creation- Amalgamated cash flow document

Review- HR team review existing policies, leading to new handbook
Draft- CTT handbook for Clyde to review

Present- CTT finalized employee handbook

Review- Internal review and restructuring possibilities for IT
Review- Internal capabilities for updated structure

Create- Working group of information flow review

Review- IT team present cost of amalgamation to Clyde
Review- Senior team discuss IT, FITT amalgamation questions and issues
Implement- Back structure mirror

Announce- IT changes

Training- New IT systems

Launch- New IT structure

Review- All potential development assets

Report- Development assets

Report- List of development agencies, costs estimated

RFP- Development- Draft Due

RFP- Development- POST

RFP- Development- Responses Due

RFP- Development- Assess responses

RFP- Development- Selected recipient notified
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Hayde, Bill
Hayde, Bill
Hayde, Bill
Hayde, Bill
Janette
Janette
Janette
Howard
Howard
Howard
Clyde
ALL
Howard
Howard
Howard
Howard
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann

24-Jan

10-Mar
5-Jan
5-Jan
16-Jan

30-Apr
5-Jan
10-Jan
23-Jan
13-Mar
21-Mar
20-Mar

5-Jan
16-Jan
24-Jan
22-Feb
10-Apr

24-Jan
31-Dec

26-Feb

30-Apr
9-lan
20-Jan
1-Feb
13-Mar
21-Mar
26-Mar

18-Jan

3-Mar

8-Feb
13-Mar
10-Apr
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Work Back Schedule
Civic Theatres Toronto

Current Date
Start Date

Overall Progress
Department

4/7/2017
5-Jan
45%

Category

*Please note: All dates may be subject to change*

Task Description

LEGEND

COMPLETED

DELIVERABLE

PAST DATE

TO BE UPDATED

Start Date

End Date

Development
Development

Development

Development

Development
Development
Development
Development
Development
Marketing
Marketing
Marketing
Marketing
Marketing
Marketing
Marketing
Marketing
Marketing
Marketing
Operations
Operations
Operations
Operations

Operations

2/4

Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship
Corporate Sponsorship
Individual Giving

Individual Giving

Individual Giving/Corporate Sponsorship
Individual Giving/Corporate Sponsorship
Individual Giving/Corporate Sponsorship
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Brand Journey
Capital

Capital

Food and Bev
Venue

Venue

RFP- Development- Other applicants notified

RFP- Development- Announce publicly

RFP- Development- Discovery phase and initial meetings
Present- Findings from RFP to Board

Report- Size of current database

Amalgamate- Databases, all venues

Draft- Director, Development for Clyde review

Post- Director, Development Job Posting

Deadline- Director, Development Job Posting

RFP- Marketing- Draft due

RFP- Marketing- POST

RFP- Marketing- Assess responses

RFP- Marketing- Deadline for responses

RFP- Marketing- Announce agency

RFP- Marketing- All other agencies notified

RFP- Marketing- Discovery phase and initial meetings
RFP- Marketing- New name and logo (Phase 1)

RFP- Marketing- Board Review-Phase 1

RFP- Marketing- Phase 2 TIMING TBD

Review- Construction status at all venues

Report- Capital Asset, State of Affairs

Report- Food and Beverage, Merchandising

Tour- All venues, analyze immediate fix, mid term fix, long term fix issues

Report- Current Collective Agreements
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Mary Ann
Mary Ann
Mary Ann, Agency
Mary Ann, Agency
Mary Ann

Bill
Bill
Bill
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Mary Ann
Pim
Pim
Bill
Pim, Jim, Matt, Sean, Kris, Janette

Jim

5-Jan

30-Jan
23-Feb
24-Mar
5-Jan
2-Feb
17-Mar
17-Mar

5-Jan
17-Feb

5-Jan
18-Jan

5-Jan

1-Feb

9-Feb
23-Feb
24-Mar
26-Jan

2-Feb
30-Mar
17-Mar

20-Jan
17-Feb
10-Feb
20-Jan

24-Jan
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Work Back Schedule
Civic Theatres Toronto

*Please note: All dates may be subject to change*

Task Description

LEGEND

COMPLETED

DELIVERABLE

PAST DATE

TO BE UPDATED

Start Date

End Date

Current Date 4/7/2017

Start Date 5-Jan

Overall Progress 45%
Department Category

Operations Venue

Operations Venue

Operations Venue

Operations Venue

Operations Venue

Operations Venue

Production and Programming|CTT Program

Production and Programming |CTT Program

Production and Programming |CTT Program

Sales Calendar

Sales Calendar

Sales Calendar

Sales Calendar

Sales Calendar

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

Sales Ticketing

3/4

Report- Operations, all venues

Draft- Amalgamated inventory

Present- Amalgamated inventory, all venues
Creation- Unified, standardized legal agreements

Review- Findings from Collective Agreements report

Announce- Implementation of operational changes (if any) from revised agreements

Meeting- Programming template

Present- Programming, 'Tops and Tails', items in motion
Present- Programming and finance, 2018 plan

Review- Current calendars

Analyze- current bookings calendar, open dates

Create- Amalgamated calendar with all booked dates
Create- Document, current sale prices of all venues
Draft- New sales documents, simplified and unbranded
Review- Current ticketing systems

Create- Working group, ticketing review

Consultations- Ticketing- all staff

Draft- Customer service survey, for Clyde's approval
Meeting- Ticketing update #1

Review- Senior staff review of ticketing recommendations
Meeting- Ticketing update #2

RFP- Ticketing- Released

RFP- Ticketing- Responses due

RFP- Ticketing- Successful candidate notified
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Matt, Sean, Kris
Matt
Matt
Kris
Jim, Clyde
Clyde
Madeleine, Mark
Madeleine, Mark
Madeleine, Mark
Carol
Carol
Carol
Carol
Carol, Sean, Steph
Tom
Carol, Mary Ann, Tom
Tom
Carol, Mary Ann, Tom
Carol, Mary Ann, Tom
Tom
Carol, Mary Ann, Tom
Carol, Mary Ann, Tom
Carol, Mary Ann, Tom

Carol, Mary Ann, Tom

21-Jan
24-Feb
24-Feb
7-Mar

27-Jan
28-Jan
28-Mar
5-Jan
16-Jan
23-Jan
23-Jan
30-Apr
5-Jan
23-Jan
13-Feb
13-Feb
13-Feb
1-Mar
24-Mar
5-Apr
1-May
26-May

10-Feb
24-Feb
30-Apr
30-Apr

27-Jan
30-Mar
13-Apr
23-Jan
23-Jan
25-Jan
25-Jan
30-Apr
13-Feb
13-Feb
3-Mar
3-Mar
13-Feb
30-Mar
24-Mar
5-Apr
1-May

26-May
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Work Back Schedule
Civic Theatres Toronto

*Please note: All dates may be subject to change*

Task Description

LEGEND

COMPLETED

DELIVERABLE

PAST DATE

TO BE UPDATED

Start Date

End Date

Current Date 4/7/2017
Start Date 5-Jan
Overall Progress 45%
Department Category
Sales Ticketing
Sales Ticketing
Sales Ticketing
Sales Ticketing
Sales Ticketing
Sales Ticketing

4/ 4

RFP- Ticketing- All other candidates notified
New product implementation begins
Implement- Back structure mirror

Training- New ticketing system, all venues
Launch- New ticketing system

Survey to be sent to customers (from info@civictheatrestoronto.com)

2017-01-18 CTT Work Back Schedule v11

Carol, Mary Ann, Tom
Carol, Mary Ann, Tom
Tom, Howard
Carol, Mary Ann
Carol, Mary Ann, Tom

Carol, Mary Ann, Tom

30-May
5-Jun

20-Apr

30-May
5-Jun

20-Apr
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