
 
 
 
 
 
 
 
 Appendix II       -Process Deliverables 

 

 
 



e-Cabinet Project
Second Draft of redesigned Cabinet Processes
List of Contents

The following is the list of processes which we have analysed as part of the e-Cabinet assignment:-
Collaboration for preparation of Memorandum / Aide Memoire
Submission of Memorandum / Aide Memoire and related items to Cabinet Secretariat
Construction of Agenda
Late Submissions
Confirm Meeting Details and Attendance
Preparation for Meeting
Run Cabinet Meeting
Secretariat Drafting and Issuing  of Decisions
Compile Minutes
Meeting follow up

Gazetting
Presentations to Houses of Oireachtas
Presidential Action - Ceremonials
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To Submission Process

Process Name

Collaboration for preparation of Memorandum /Aide
Memoire

Prepared by : PricewaterhouseCoopers Sponsoring
Department

initiates draft of
memorandum

Draft document
using structured

template

Concerned
Departments

inputs
observations

directly into body
of draft

memorandum or
Aide memoire

The authoring tool enables
this.

Select of document type
activates appropriate

template

 Templates have  Cabinet
Handbook requirements

integrated into the structure.
An on-line Cabinet

Handbook is also available
for reference

Electronically
advise concerned
departments of

draft of
memorandum

Sponsoring
Department inputs
their responses as

appropriate to
observations

directly into body
of draft

memorandum

Request approval
of Memorandum or

aide memoire
from Minister /

appointee prior to
submission to

DOT

Approved
Memorandum or

aide memoire

Iterative processIterative process

The Memorandum is an
evolving document

Sponsoring
Department
update the

Memorandum
accepting / editing

as required
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Submit to DOT

DOT
Memoranda
Database

Advise by e-mail
all relevant

departments of
submission

Process Name:
Submission of Memorandum and Related Items to
Cabinet Secretariat
Prepared by : PricewaterhouseCoopers

Approved
Memorandum or Aide

Memoire and electronic
copies of any

supporting documents

Confirmation of successful submission

 Output is an automatc
e-Mail to

concerned Depts
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Pass to Division
within DOT for
briefing for the

Taoiseach
Notify Ministers of

inclusion on
Agenda

Finalise agenda
and communicate

by email to all
ministers that

agenda is finalised

Yes

No

Not resolved,

Briefing forwarded
to Secretary

General to the
Government

Composite briefing
prepared

Send to
Taoiseach

and Tanaiste

New
Memorandum

received

Approval of
memorandum
for inclusion on

agenda
Sort out issues

with Depts

Resolve any
issues with

Department(s)

Yes

Yes

No

Process Name: Construction of Agenda and related Items

Prepared by : PricewaterhouseCoopers

 Agenda and
Memorandum
available to
Ministers on
the system

Remove from
system

DOT
Memoranda
Database

DOT
Agenda

Database

DOT
Briefing

Database

Databases Updated
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Supplementay
Agenda,

renumbering if
necessary

Meeting

Prepare
supplementary
briefing note if

necessary

Sent to
Taoiseach

and Tanaiste

Notification of
urgent submission
sent by email to all

Ministers

Process Name: Urgent Submissions  for
Supplementary Agenda

Prepared by : PricewaterhouseCoopers

Approval of
memorandum for

inclusion on
agenda

Receive urgent
memo and
reasons for

urgency

No

Not resolved,

Sort out issues
with Depts

Resolve any
issues with

Department(s)

Remove from
system

No

DOT
Memoranda
Database

DOT
Agenda

Database

DOT
Briefing

Database

Databases Updated
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Process Name: Confirm Meeting Details and Attendance
Prepared by : PricewaterhouseCoopers
Cross Reference : Page 19  of Process Descriptions

Generate
meeting

notification

Generate
meeting
reminder

Only issued to those who
have not responded

Other Ministers

Notification
received of

meeting

Confirm
attendance or

absence

Record
confirmations /
absences at the

meeting

Department of the
Taoiseach

DOT
Calendering and

scheduling
Database

Databases Updated

Log in process will
automatically record

attendance
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Process Name :    Preparation for Meeting and Load up Cabinet Papers

Prepared by :        PricewaterhouseCoopers

Transfer Phones
Prepare room

Turn on e-
Meeting system

and check
screens,

overhead etc

Load the meeting

Display the
meeting and load

Minutes
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Process Name: Compile Minutes

Prepared by : PricewaterhouseCoopers

Auto compile
Minutes from

Meeting

Edit Minutes if
required

For display and approval at next Cabinet Meeting

DOT
Minutes

Database

Databases Updated

Minutes are generated from
'Actual Decision Taken
Texts'
Date, attendees etc are
automically generated also
Layout of Minutes will be
specified in detail in next
phase of this assigment

Cabinet Secretariat will be
able to amend minutes as

required

Minutes no longer
editable
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Amend if required

Display and work
through Agenda

Secretary to
Government

records Decisions
(E-"Pink")

Transmit E-"Pink"
to secretatiat

Submit draft
decisions to

meeting if there
are issues to be

resolved

Secretariat draft
decisions.

Sign off by
Secretary General

after meeting

Approve Minutes

End Meeting

Minutes available

Presentations if
required

Process Name: Run Cabinet Meeting

Prepared by : PricewaterhouseCoopers

1. Minutes available on each
screen
2. Ministers have access  to
their briefings, emails etc.
3. Ministers have break away
option.

See 'Draft Decision and Sign
Off Process

See 'Draft Decision and Si
Off Process

DOT
Decisions
Database

Databases Updated

Issues to be
resolved ? Y

No
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Auto draft
decision text and
edit as required

Supervisior
Sign Off

Transmit to
meeting

immediately if
required

Sign off  by
Secretary to

Government after
meeting

Agreed at meeting
and returned to

Cabinet
Secretariat

Clarify issues  if
necessary

If not clarified,put
on next Agenda or

abandon.

Issue decisions to
all concerned
Departments

Automatic
validation of

receipt and open
of Decisions by
Departments

Process Name:Secretarial Drafting & Issuing of Decisions

Prepared by : PricewaterhouseCoopers
e-"Pink"

transmitted to
Cabinet

Secretariat

Decision
signed-off

Yes

No

Clarified

Database of
decisions

Departments have self-
service access  to
Decisions (which concern
them) for monitoring or
follow up if required.

Automatic tracking by the
system that the Decision has

been delivered to the
relevant Departments and
opened by Departments.
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Process Name: Meeting Follow Up  - Gazetting in Iris Oifigiuil
Prepared by : PricewaterhouseCoopers

Automatically create
Notice

Route Notice for
approval

Approve Notice

Approved Y

N

Route back for
correction/
approval

Communicate
electronically to

GSA

Notice Published
by GSA

Automatic
generation of
reminder to

GSA
Potential in the
future to publish
on DOT or other

Website
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Process Name: Meeting Follow Up -  Presentation to Houses of Oireachtas

Prepared by : PricewaterhouseCoopers

Notes
Certain documents are presented to the Houses of the Oireachtas following approval at
Cabinet.

An electronic facility should be set up which will replace the current paper based
presentation method. This will require both the Cabinet Secretartiat and the Houses of
the Oireachtas having the electronic environments to handle the transaction.

This system would provide the following facilities:-
Structured electronic form to replace the current paper form, which advises as to the
content of the presentation
Facilities to attach other documents in PDF or XML form (in the case of proposals for
legislation).
This framework  could eventually include systems for electronic signatures.

Process Name: Meeting Follow Up - Ceremonials

Prepared by : PricewaterhouseCoopers

Notes
The processes surrounding Ceremonials should also be examined in greater detail with a
view to replacing the current paper based transmissions with electronic transmissions.
This could also address the use of electronic aids to facilitate setting of dates and other
arrangements for ceremonials.
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