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1. Name of project/policy/program:

2. Engagement effort status
a. Engagement efforts in progress
b. Engagement efforts complete

3. Lead unit:

4. Staff leads:

5. Internal team members:

6. Are you using an outside consultant?

7. Project/Policy/Program goal:

8. Community engagement goal:
a. Inform
b. Educate
c. Gather input/feedback
d. Solicit participation
e. Other:

9. Public notification and/or legislation requirements:
a. Yes, Open Meetings Act applies
b. Yes, public hearing
c. Yes, other:
d. No

10. List any potential divisive issues:

11.  List any project/policy/programs that may coincide/conflict:

12. Has this topic been addressed before? If so, what was the outcome?

13. Do any City Master Plan documents provide policy direction for this project or project area?

14. Are there any other communities with similar project/policy/program? If yes, list and describe:

15. Is the project/policy/program required?

16. Is there a formal approval/adoption process?

17. Who is affected by the project/policy/program?

18. What equity topics doe the project/policy/program have an ability to impact? How will these be addressed?

19. Who may have concerns with the project/policy/program?

20. Explain the community’s need for this project/policy/program:

21. Timeframe for the project/policy/program:

22. List key questions that need to be answered/addressed:

23. Will the project/policy/program be completed in phases or as a whole?

24. Is there a project website on a2gov or A2 Central? 

25. What is the level of impact/interest (see attached definitions*)?
a. High Impact/Interest-Citywide
b. High Impact/Interest-Local area/neighborhood
c. Low Impact/interest-Citywide
d. Low Impact/interest-Local area/neighborhood

26. What engagement tools do you intend to use?
Some Examples:	
	

	A2 Open City Hall topic

	Advertisement, paid

	Advisory committee

	Boards & commissions meeting notice display case

	City online calendar

	Communication to Council/administrators

	Community workshops

	CTN feature (FYI, Conversations programs, etc.)

	Direct mailing to identified project area

	Email distribution/GovDelivery

	Feedback form at public meeting

	Flyer/Project newsletter/Education materials

	Focus groups

	Info booth at events (e.g., Green Fair, Huron River Day, etc.)

	Interviews

	Larcom City Hall north hallway display case poster

	Lecture/Forum series

	Online survey (e.g., SurveyMonkey)

	Presentation at commission meeting, to groups, etc.

	Press release

	Public meeting

	Resident newsletter

	Social media

	WasteWatcher magazine

	WaterMatters newsletter

	Website project page

	Working session (boards/commissions)

	YouTube videos/channel

	Specify your own value:



















Description and details of the tools you are using: 
a. Function/purpose (by using this tool, we hope to achieve…):
b. Resources needed (people, equipment, funding):
c. Timing/timeline (when is it needed in project, what is the necessary prep time):
d. Notification outlets being used:
e. How feedback will be documented and used:
f. How results will be shared with participants:





*LEVEL OF IMPACT DEFINITIONS
	
	HIGH IMPACT/INTEREST - CITYWIDE
	Project impacts a wide range of area/people in the city.

	
	High level of real or perceived impact on city assets.

	
	High level of interest from the public.

	
	High level of real or perceived impact on the health or safety of the public.

	
	Major change of service level across the city.

	
	Major change of policy that may impact the entire community.

	
	High level or real or perceived fiscal impact across the city. 

	HIGH IMPACT/INTEREST - LOCAL AREA/NEIGHBORHOOD​
	Project impacts a local area or specific neighborhood, user group, facility or service.

	
	High level of real or perceived impact on local assets.

	
	High level of interest from the public.

	
	High level of real or perceived impact on the health or safety of the public.

	
	Change of service level in a local area.

	
	Change of policy that may impact a local area.

	
	High level or real or perceived fiscal impact in a local area​

	LOW IMPACT/INTEREST - CITYWIDE
	Project impacts a wide area/range of people in the city.

	
	Lower level of real or perceived impact on city assets.

	
	Lower level of interest from the public. 

	LOW IMPACT/INTEREST - LOCAL AREA/NEIGHBORHOOD
	Project impacts a local area or specific neighborhood, user group, facility or service.

	
	Lower level of real or perceived impact on local assets.

	
	Lower level of interest from the public.

	
	Low or no risk of controversy.
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