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	Stakeholder
	Objectives 
	Key messages
	Type of activity 
	Frequency/Timing
	Responsibility/Sign-off

	(Individual or group)
	(What level of commitment do you need? Do you need active support or do people just need to be kept informed?)
	(What will the stakeholders want/need to know and do?)
	(Media
(eg. presentation, workshop, one to one meeting, newsletter, etc.)
	(Timings should anticipate key milestones – make sure people have adequate warning of major changes)
	(Who should carry out the activity? Who is responsible for ensuring that it is done?)
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