Stakeholder Worksheet

A stakeholder is anyone that is impacted by, or that can have an impact on, the project. They can be internal and external to the organization. Stakeholders may or may not be in support of the project and any concerns or resistance should be noted and addressed early on. The purpose of the stakeholder worksheet is to identify who may be most interested in the project, what their needs are and therefore, what aspects of the project they will be most interested in knowing. The stakeholder worksheet forms the basis of a communication plan to ensure all stakeholders are appropriately engaged.
	Name, Position, and Department
	Project Role (e.g., Sponsor, Project Manager, Administrative Support, End user of the solution/product such as students, staff, community partner, etc.)
	Impact (How much will the stakeholder be affected by the project: low/med/high)
	Influence (How much can the stakeholder affect the project: low/med/high) 
	Expectations of the Project (What does the stakeholder define as success? What are their concerns?
	Communication Needs (What information is the stakeholder interested in knowing, e.g., budget, risks, schedule, scope, etc.)  

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


