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Introduction to the Stakeholder Management Plan Template
During the Initiating Process Phase, a project team generates an initial Stakeholder list and records names, roles and responsibilities in a Stakeholder Register utilizing the Stakeholder Register Template available in the CA-PMF. As the project progresses to the Planning Process Phase, much more time and effort is required for Stakeholder Management, including the development of a Stakeholder Management Plan.
The Project Manager typically develops the Stakeholder Management Plan with input from the Project Sponsor(s), the project team, and any appropriate Stakeholders. Generally, one of the key objectives for projects is to balance Stakeholder needs without sacrificing project goals.
In smaller and less complex project environments, the Stakeholder management approach can be documented within the Communication Management Plan and may not require a stand-alone Stakeholder Management Plan. Conversely, larger and more complex projects with numerous Stakeholders may require a much higher level of attention to Stakeholder engagement and management.
The Stakeholder Management Plan Template with Instructions provides guidelines for completing a Stakeholder Management Plan. Additional hints, examples, and suggestions are included within each of the template sections and/or tables where key information is recorded.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant changes are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.


[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc474834355]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969]The project Stakeholder Management Plan identifies the approach to managing project Stakeholders, Stakeholder Management roles and responsibilities, Stakeholder Identification, Stakeholder Analysis and Stakeholder Management Strategies.
The Stakeholder Management Plan is developed during the project’s Planning Process Phase; however, a Stakeholder Registry may exist as a result of Initiating Process Phase activities. The intended audience of the Stakeholder Management Plan includes the Project Manager, project team, Project Sponsor, and essential Stakeholders whose support is vital to carrying out the plan.
[For the Introduction section of the Stakeholder Management Plan, provide a brief overview of the project and a high-level overview of the approach to managing Stakeholders. Include the goals and objectives of the Stakeholder Management Strategy for the project and any special or specific Stakeholder needs known at this time. Effectively managing Stakeholders is a key component of successful project management and can be used to gain support for a project as well as help anticipate resistance, conflict, or competing objectives amongst the project’s Stakeholders. Reference the CA-PMF Planning chapter, Stakeholder Management Plan and Stakeholder Register for additional information.]
[bookmark: _Toc474834356]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970]The table of Roles and Responsibilities below provides descriptions of duties for project roles in Stakeholder management.
[Complete the Roles and Responsibilities table provided by determining the names, roles and responsibilities that are involved in Stakeholder Management for your project.]
Example:
	Name
	Role
	Responsibility

	[Name]
	Project Sponsor
	· Identify Stakeholders
· Provide input into categorization of Stakeholders
· Provide advice in preparation strategies to be included in the Stakeholder Management Plan
· Approve the Stakeholder Management Plan
· Play a lead role in representing the project to external Stakeholders

	[Name}
	Project Manager
	· Initiate effort to develop the Stakeholder Management Plan
· Guide initial Stakeholder analysis
· Complete the Stakeholder Management Plan
· Manage the schedule and activities related to Stakeholder communications and engagement

	[Name]
	Stakeholder Manager (if assigned)
	· Undertake the Stakeholder analysis in consultation with the project team and the sponsoring organization’s staff
· Write the Stakeholder Management Plan 
· Review with the project team and the sponsoring organization’s staff
· Lead the effort to complete the approach identified in the Stakeholder Management Plan

	[Name]
	Business Owner
	· Provide advice and review the Stakeholder Management Plan
· Assist in identification and classification of Stakeholders
· Assist in development of management strategies
· Act as a key point of contact with other program representatives regarding business aspects of the project

	[Name]
	Business Lead
	· Provide advice and review the Stakeholder Management Plan 
· Assist in identification and classification of Stakeholders
· Assist in development of management strategies
· Provide information to support Stakeholder communication

	[Name]
	Technical Lead
	· Provide advice and review the Stakeholder Management Plan
· Assist in identification and classification of Stakeholders
· Assist in development of management strategies 
· Provide information to support Stakeholder communication


[bookmark: _Toc474834357]Stakeholder Management Processes
[bookmark: _Toc448929959][bookmark: _Toc448933971]Describe the Stakeholder management approach, which includes Stakeholder Identification, Stakeholder Analysis, and Stakeholder Management Strategies. Define the Stakeholder Management Processes clearly enough to identify the necessary steps, activities, and responsibilities to manage Stakeholders for the entire project lifecycle.
[bookmark: _Toc474834358]Stakeholder Identification
Utilize a Stakeholder Register to identify key Stakeholders and their associated levels of influence on the project. To recap, a project Stakeholder refers to an individual, group, or organization, who may affect, be affected by, or perceive itself to be affected by a decision, activity, or outcome of a project.
[In the Stakeholder Identification section, describe the strategy for identifying project Stakeholders. This can include utilizing existing project documentation such as the Project Charter and/or an initial Stakeholder Register developed in the Initiating Process Phase. It may also include additional identification techniques including brainstorming or surveys. Consider how the project will identify all of the people who are affected by the project work, who have influence or power over it, or have an interest in its successful or unsuccessful conclusion. Reference the CA-PMF Planning Chapter, Stakeholder Management section for additional information. Use the Stakeholder Register to assist with the identification and recording of Stakeholders.]
[bookmark: _Toc474834359]Stakeholder Analysis: Influence and Impact
[bookmark: _Toc448929960][bookmark: _Toc448933972]Determining the Stakeholder influence and impact begins in the Initiating Phase and continues throughout the project’s Planning and Executing Phases. In the Initiating Phase, Stakeholders are identified and analyzed as thoroughly as possible, given the project information known at that time. That analysis continues in the Planning Process Phase. The analysis involves determining the following for each Stakeholder identified:
· Project Influence – How much control does the Stakeholder have over project decisions regarding project cost, schedule, scope and ultimate success?
· Project Impact – How much impact does the Stakeholder have on the project and/or how much impact does the project have on the Stakeholder?
These dimensions help define spheres of influence. For example, some Stakeholders (Project Sponsor and Project Manager) have direct control over project decisions and some Stakeholders (End User, Interface Partners, etc.) are heavily affected by the project’s outcome.
Based on the analysis, Stakeholders can generally be categorized into four possible groups as shown in the table below, Figure 3-2-1:
	
	High Impact
	Low Impact

	High Influence
	A. Manage closely; keep informed and solicit ongoing input and participation
	B. Keep informed; meet their needs


	Low Influence
	C. Manage, but less closely; periodically keep informed and solicit input
	D. Monitor periodically



Figure 3-2-1
The Stakeholders typically most critical to project success are in Category A, the high influence/high impact group. They must be active project participants. Some are on the project team itself, but others may be external Stakeholders who have direct contact with the project team and provide input to the project decision-making process. They may be included on the project team itself, such as in the role of an advisor or Subject Matter Expert (SME), who can effectively represent his/her perspectives on an ongoing basis.
[In the Stakeholder Analysis section, describe the strategy for classifying each Stakeholder in order to determine their communication needs and help plan for a management strategy. Reference the CA-PMF Planning chapter, Stakeholder Management section and the Stakeholder Register Template for information. Use the Stakeholder Register to assist with the analysis and recording results.]
[bookmark: _Toc474834360]Stakeholder Management Strategies
[bookmark: _Toc448929961][bookmark: _Toc448933973]The development of Stakeholder Management Strategies focuses on methods, content, direction, and frequency of communication required by each of the Stakeholders.
Management strategies identified in the Stakeholder Management Plan should be performed and monitored as in any other scheduled project activity. The Project Manager and Project Sponsor(s) should include a review of Stakeholder management activities during project status meetings.
The Stakeholder Management Plan should be reviewed and assessed on a regular basis to determine:
· If the project team is effectively engaging Stakeholders
· If the Stakeholder levels of interest or impact have changed
· Whether more needs to be done to obtain the needed level of Stakeholder support
[For the Development of Management Strategies section, describe the strategy for engaging each stakeholder and determine their communication needs. The Stakeholder Distribution Determination table below can assist this process by providing a method of documenting the communication interest, message, channel (e.g. presentations, meeting agendas, newsletters, emails, web postings, etc.) and frequency for each Stakeholder.] 
Two sample tables are included in this section to help document key prerequisite information for determining Stakeholder Management Strategies:
Table 1 - Stakeholder Information Distribution Matrix
	Name, position, etc.
	Interest
	Message
	Communication Channel
	Frequency

	Example Stakeholder
	What information does the Stakeholder audience need from the project
	All messages developed for this Stakeholder audience should tie to a common theme
	Describe which tools will be used to reach this Stakeholder audience
	Describe the frequency of the communication

	Name (Project Sponsor)
	
	
	
	

	Name (Business Owner)
	
	
	
	

	Name (Other Affected Divisions in Sponsoring Organization, e.g. accounting)
	
	
	
	

	End User and/or Their Representatives
	
	
	
	

	Organization (Interface Partner)
	
	
	
	

	Department of Finance
	
	
	
	

	Department of Oversight
	
	
	
	

	Office of Technology Services
	
	
	
	



[bookmark: _GoBack][Once the Stakeholder Information Distribution is determined, a Responsibilities Assignment Matrix can be completed in order to document the roles and responsibilities as they pertain to preparing, reviewing and approving Stakeholder information.]
Table 2 - Responsibility Assignment Matrix for Stakeholder Management Content
	Role/Event
	Stakeholder Manager
	Business Lead
	Business Owner
	Project Manager
	IT Project Sponsor
	Project Sponsor

	DOF Briefing PPT
	None
	None
	None
	Prepare
	Review
	Approve

	All Staff Kick-off Briefing
	None
	Prepare
	Review
	Review
	Review
	Approve

	Briefing for union representing users
	Review
	None
	Prepare
	Review
	Review
	Approve

	Monthly Department Manager Meetings
	None
	None
	Review
	Prepare
	Review
	Approve

	Newsletter
	Prepare
	None
	Review
	Approve
	None
	None



[bookmark: _Toc474834361]Execution of Management Strategies
Execution of Management Strategies includes the processes for reviewing and updating the Stakeholder Management Plan and Stakeholder Register.
[For the Execution of Management Strategies section, describe the planned schedule and structure for reviewing and updating the Stakeholder Management Plan and Register as the project progresses. Feedback about the management strategy will determine whether modification is required. As the scope of the project becomes more clearly defined over time, the list of Stakeholders and the nature of their involvement may change over time.]
Example Stakeholder management activities that can be included in the schedule include, but are not necessarily limited to:
· Events scheduled to provide information for Stakeholders
· Other communication events and activities
· Tasks related to preparation and review of materials to support the events and other communication activities
· Responsibilities for capturing input gathered from Stakeholders
· Follow-up to assess incorporating the input into the project execution
· Providing feedback to Stakeholders about the results of their input
