Community Outreach Planning Worksheet
About This Worksheet
Good community outreach helps people understand a project, ask questions, share ideas, and take part in local decisions.
Use this worksheet to plan outreach for a municipal project. You can start using it when a project is just an idea and update it as plans move forward.
You do not need to use every outreach activity. Choose what works for your project, your community, and the time and resources you have.
Municipality: 							
Project Name: 							
Prepared By: 							
Date: 				
1. Where Are We in the Project?
Check the stage that best describes your project.
· Exploring an Idea: We are learning about a need or opportunity.
· Exploring Options: We are looking at possible solutions.
· Developing a Proposal: We have a preferred project and are working through the details.
· Preparing for a Public Vote: We are helping voters understand the proposed project and the decision before them.
· After a Vote: We are sharing results, next steps, or project progress.
2. What Do We Want Outreach to Accomplish?
What do we hope to achieve through outreach at this stage? Check all that apply.
· Learn about community needs and concerns.
· Gather ideas about possible solutions.
· Explain why the project is being considered.
· Help people understand project options.
· Explain project costs, benefits, and risks.
· Answer questions and address concerns.
· Help voters understand a proposed ballot question.
· Share project decisions and next steps.
· Other: ______________________________________
What is the most important thing we want to accomplish right now?


3. Who Do We Need to Reach?
Think about who may be interested in or affected by the project.
· Residents and property owners
· Renters
· Local businesses
· People who live or work near the project
· Parents and families
· Older adults
· Young adults
· Community groups and organizations
· Municipal boards, committees, and staff
· Other: ______________________________________
Who might we miss if we only use our usual outreach methods?

How can we make it easier for these people to take part?

4. What Do People Need to Know?
List the key information you want to share.
What do we know about the project today?


What is still being studied or decided?


What questions or concerns might people have?


How can people share their ideas or ask questions?

5. How Will We Reach People?
Choose outreach activities that fit the current project stage.
· Town website or project webpage
· Town newsletter or email updates
· Social media posts
· Printed fact sheets or flyers
· Mailed information
· Community survey
· Listening session
· Public workshop or open house
· Public information meeting
· Small group or neighborhood meeting
· Information table at a community event
· Project site visit or tour
· Maps, photos, or short videos
· Frequently asked questions (FAQ)
· Local newspaper or radio
· Other: ______________________________________
6. What Is Our Outreach Plan?
Choose a few activities to start. For each one, identify who will lead the work and when it should happen.
	Outreach Activity
	Who Will Lead?
	When?

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	



Who will answer questions from the public?

Where will people find the most current project information?

7. How Will We Follow Up?
Outreach works best when people know their questions and ideas have been heard.
How will we collect and keep track of public questions and comments?

How will we share what we heard and explain how it affected the project?

When will we provide the next community update?

8. Check Our Plan
Before starting outreach, review these questions.
· Are we sharing information early enough for people to take part?
· Are our messages clear, factual, and easy to understand?
· Have we explained what is known and what is still uncertain?
· Are we using more than one way to reach people?
· Have we considered people who may not attend public meetings?
· Have we made it easy for people to ask questions?
· Do we know who is responsible for each outreach activity?
· Do we have a plan to share what we heard and what happens next?
Keep the Conversation Going
Community outreach is not a one-time task. As your project moves forward, return to this worksheet. Update your goals, messages, and outreach activities to match the next stage.
You do not need to have every answer before you begin. Start with what you know, invite questions, listen to your community, and share updates as the project takes shape.
Remember: Good outreach helps people understand their choices and take part in decisions that affect their community.
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