
Worksheet for planning how to inform and engage stakeholders

	Task
	Who is responsible
	Target date
	Comments

	Agree on the team that will plan and monitor efforts to inform and engage stakeholders
	
	
	

	Decide which key stakeholders should be informed and engaged in the preparation and use of the policy brief
	
	
	

	Identify ways in which the context may affect how key stakeholders should be informed and engaged
	
	
	

	Decide how to engage key stakeholders in the preparation and use of the policy brief
	
	
	

	Decide how to evaluate efforts to inform and engage stakeholders
	
	
	

	Complete a plan for informing and engaging stakeholders – including who is responsible, the target dates for key activities, and plans for monitoring and reassessing the plan
	
	
	

	Follow-up on evaluating efforts to inform and engage stakeholders
	
	
	

	Follow-up on evaluating the guide
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