	Tool 3 - Stakeholder Management and Communication Plan template


	

	STAKEHOLDER  ANALYSIS
	COMMUNICATIONS PLAN
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	Stakeholder Group 
	Names of 

Key Stakeholders
	Benefits and/or perceived dis-benefits of project to stakeholder
	Objectives, Changes Needed, Project Interest, Training Impacts 
	Resistance to Change (Politics) if any
	Communications - Content Required (Messages)
	Communications Method e.g. meetings, reports, group eMail, bulletins, website,  road shows, presentations
	Developed by?
	Distributed by?
	Dates Frequency  M-Monthly   W-Weekly       A-Ad-Hoc
	Feedback (Two-Way)
	Status:      O-Open    C-Closed P-Pending    

	Sponsors: Decision makers, customer decision makers, budget controllers/finance, senior responsible officers - at the core of the project and have power to act. for/against the changes

	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	 

	Regulatory & Political: Are interested and potentially impacted by the change, and have power to act for/against the change e.g. Audit or Scottish Government.

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Operational Staff & Influencers: Who will deliver the project and to whom? Are there people whose operations will be impacted? Are there people who can bring pressure to bear, or influence outcomes?

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Service Users: Who will be the users of the system or connected with the users of the system and new processes being implemented.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Stakeholders: May be interested in the change, may be impacted at the periphery of the change and have little power to act for/against the changes.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Associations: Is there a collective voice for any of the groups affected e.g. Trade Unions, Professional Associations, and Customer Organisations.

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


