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A Communications Checklist

		
Identification of Stakeholders 
	Status
	Steps
	Tool

	☐[image: \\WHOFILE204.holding.lokal\CTXPrfFolderRedirect$\helene.schabasser\Downloads\check.png]
	List (potential/current) stakeholders to implement the PA
	Annex I:
EUSDR stakeholder mapping tool

	☐	[bookmark: _GoBack]List interests, knowledge levels, expectations and influence levels of identified stakeholders 
	Annex II: EUSDR stakeholder management tool (power/interest grid + stakeholder analysis matrix)

	☐	Optional: Interview/consult identified stakeholders to learn about further potential stakeholders
	Annex II: EUSDR stakeholder management tool (power/interest grid + stakeholder analysis matrix)



Planning Stakeholder Communication
	Status
	Steps
	Tool

	
☐
	
Determine type and format of information appropriate for each stakeholder

* Communication methods: Interactive communication: Multidirectional exchange of information to ensure a common understanding on specific topics (meetings, phone calls, video conferencing etc.) | Push communication: Distribution of information without confirmation that it reached or was understood by the intended stakeholder (letters, reports, e-mails, voice mails, press releases etc.) | Pull communication: Requires stakeholders/the intended audience to access content at their own discretion (intranet sites, e-learning, and knowledge repositories etc.) Used for very large volumes of information/large audiences

	Annex II: EUSDR stakeholder management tool (stakeholder analysis matrix extended by type of information, method*, technology and frequency of communication) and
EUSDR Communication Strategy



Distributing Information
	Status
	Documents shared
	Tool

	☐	Stakeholder notifications (general status of EUSDR activity, approved changes, resolved issues based on their needs)
	

Implementation of Annex II: EUSDR stakeholder management tool 

	☐	Project reports & presentations (formal & informal description of PA implementation status)
	

	☐	PA implementation records (correspondence, meeting minutes, and other documents)
	

	☐	Feedback from stakeholders (information received from stakeholders on the respective EUSDR activity that may be distributed & used to modify or improve future performance)
	

	☐	Lessons learned documentation (causes of issues, reasoning behind the corrective action chosen, and other types of lessons learned about information distribution)
	



Managing Stakeholders’ Expectations
	Status
	Issues addressed
	Tools

	☐	Managing expectations of stakeholders to increase the likelihood of PA implementation acceptance (negotiating and influencing desires to achieve and maintain the PA objectives)
	Annex III: EUSDR stakeholder engagement plan (EUSDR stakeholder engagement template)

	☐	Addressing stakeholder concerns that have not become issues yet (related to anticipation of future problems)
	

	☐	Clarifying and resolving issues that have been identified (which may result in a change request)
	



As a result of engaging with stakeholders and their expectations, the EUSDR stakeholder management tool (Annex II) may be updated.
Reporting Performance 
	Status
	Documents shared
	Tools

	☐	Analysis of past performance
	EUSDR Communication Strategy 
(for communication key performance indicators) and
Monitoring Tool for Reporting on the Progress and Achievements of the EUSDR (starting in 2022)

	☐	Current status of risks and issues
	

	☐	Work completed during the period
	

	☐	Work to be completed in the upcoming period
	

	☐	Summary of changes approved in the period
	

	☐	Other relevant information which must be reviewed and discussed
	



Analysis of PA implementation performance and interactions with stakeholders may generate change requests as regards the implementation of the respective PA objective/PA activity, therefore the EUSDR stakeholder mapping tool and/ or management tool and/or engagement plan may be updated. Source: PMI (2013). A Guide to the Project Management Body of Knowledge. 5th edition. Project Management Institute,
Source: PMI (2013). A Guide to the Project Management Body of Knowledge. 5th edition. Project Management Institute,

[image: G:\EUSDR STRATEGY\Pillar Officers Deliverables\D.M.4.1 NA Closer Cooperation Analysis\7_Annexes\3_Stakeholder engagement\Engagement Plan template WS\EUSDR stakeholder engagement template.png]
image3.png
2 EUSDR stakeholder engagement

flaticon.com





image1.jpeg
DANUBE REGION
strategy

Prosperity through Diversity




image2.png




