Stakeholder views summary
	Stakeholder name
	Stakeholder type
	Summary view
	Key concerns or insights
	Next steps

	E.g. Services Branch
	Internal
	Supports
	 ...
 ...
	 ...
 ...

	E.g. Federation of users
	External – peak body
	Does not support
	 ...
 ...
	 ...
 ...

	E.g. Department of Finance
	Other government
	Supports with caveats
	 ...
 ...
	 ...
 ...

	...
	...
	...
	 ...
	 ...


Risk summary
	Risk description
	Impact
	Likelihood
	Risk rating*
	Mitigation

	Risk 1 – description of the risk
	‼ 
This could impact citizens by ...
	Θ
	‼ 

	 Proposed steps to reduce possible impact
 Proposed steps to reduce likelihood
 Alternative approach that removes risk

	Risk 2 – description of the risk
	Θ 
This could impact group A by...
	ü
	Θ
	 ...
 ...

	Risk 3 – description of the risk
	ü
The department would... 
	‼
	Θ
	 ...
 ...


‼ High Θ Medium  ü Low 
*Automatically calculated based on organisational risk matrix
Roles and responsibilities summary (RASCI)
	Task/component
	Team/person 1
	Team/person 2
	Team/person 3
	Team/person 4
	Team/person 5

	Task 1
	A
	R
	C
	C
	I

	Task 2
	I
	A/R
	S
	
	

	Task 3
	A
	S
	R
	I
	S


R: Responsible (does the work), A: accountable (makes sure the work is done and meets need – sometimes an executive sponsor), S: Supporting (provides assistance), C: Consulted (gives advice), I: Informed (is kept in the loop/provided information when appropriate)
Options analysis
	Criterion
	Option A 
(do nothing)
	Option B (recommended)
	Option C 
(alternative)
	Option D 
(alternative)

	Outcome 1
	Ó
	ü
	Ó
	ü

	Outcome 2
	Ó
	ü
	ü
	ü

	Outcome 3
	Ó
	Θ
	Θ
	Ó

	Capital cost
	$
	$$$
	$$
	$$

	Ongoing (recurrent) cost
	$$
	$$
	$
	$$

	Risk 1
	ü
	ü
	Θ
	ü

	Risk 2
	Ó
	ü
	ü
	ü


Ó Negative impact on target, Θ Medium or unknown impact on target,  ü Positive contribution to target 
$ Low cost, $$ Medium cost, $$$ High cost
Impact summary
	Theme/category
	Summary

	Government direction
	Specify which strategies, plans or government commitments the proposal is expected to impact, and what the impact would be

	Special needs groups / equity 
	If there are specific vulnerable or targeted groups, specify impacts separately for this group, including whether tailored solutions are required to ensure equitable access or outcomes

	Financial impact
	Expected costs or income

	Workforce impact
	Expected workforce requirements or impact on existing workforce

	<other common or high-profile impacts>
	




