
Worksheet for planning and running a policy dialogue

	Task
	Who is responsible
	Target date
	Comments

	Agree on the team that will plan the dialogue
	
	
	

	Decide on the objectives of the dialogue
	
	
	

	Decide when the dialogue will be
	
	
	

	Decide on who to invite to the dialogue
	
	
	

	Decide on who will facilitate the discussion
	
	
	

	Decide on how the dialogue will be organised
	
	
	

	Draft invitation
	
	
	

	Draft agenda
	
	
	

	Secure a venue
	
	
	

	Send out invitations
	
	
	

	Follow-up by telephone if needed
	
	
	

	Manage travel arrangements for participants
	
	
	

	Ensure a suitable seating arrangement
	
	
	

	Make sure that the meeting room is easy to find
	
	
	

	Arrange refreshments
	
	
	

	Prepare name tags
	
	
	

	Arrange for writing materials
	
	
	

	Arrange for translation if needed
	
	
	

	Prepare and disseminate a report
	
	
	

	Follow-up on next steps
	
	
	

	Follow-up on other dissemination activities
	
	
	

	Follow-up on evaluating the policy dialogue
	
	
	

	Follow-up on evaluating the guide
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