Managing Community Questions Response Log
Municipality: 							
Project Name: 							
Person Managing the Log: 					
Date Started: 				
1. Record Public Questions
Use the table below to record questions received at public meetings, through email, by phone, or during other outreach activities. Add more rows as needed
	Date
	Question or Concern
	Source
	Assigned To
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Status Options
· New: The question has been received but not yet reviewed.
· In Progress: Someone is working on an answer.
· Waiting for Information: More facts or a decision are needed.
· Answered: A response has been provided.
· Closed: No further follow-up is needed.
Tip: Record the question in the person's own words when possible. If several people ask the same question, you can group them together. Note how often the question comes up.
2. Prepare and Share Responses
Use this section to track answers and make sure people receive a response.
	Question or Topic
	Response or Key Information
	Response Shared With
	Date Answered

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



When preparing a response:
· Use plain language.
· Make sure the information is accurate and current.
· Explain technical terms.
· Identify what is known and what is still uncertain.
· Check with the right municipal staff member or project partner when needed.
· Explain when more information may be available.
· Make sure the response is consistent with other project materials.
Tip: It is okay not to have an answer right away. Let people know what is being reviewed and when they can expect an update.
3. Identify Questions to Share More Widely
Some questions may be useful to the whole community, especially when several people ask about the same topic.
Review the log regularly and decide which questions should be added to public information materials.
	Common Question or Topic
	Where Will We Share the Answer?
	Who Will Update It?

	
	
	

	
	
	

	
	
	

	
	
	



Possible places to share answers include:
· Project FAQ webpage
· Project fact sheet
· Town newsletter
· Public meeting or presentation
· Social media update
· Voter information guide
· Other: ___________________________
Tip: Questions about project costs, funding, taxes, risks, schedules, and possible impacts often deserve a public response.
4. Look for Common Concerns
Questions can help a municipality understand what matters most to the community. Review the log from time to time to look for common themes.
What questions or concerns are coming up most often?


Is any project information unclear, missing, or hard to find?


Do we need to change how we explain any part of the project?


Are there people or groups we should make an extra effort to reach?


5. Plan Follow-Up
Use this section to identify questions that still need answers or other outreach actions.
	Follow-Up Needed
	Person Responsible
	Target Date
	Completed

	
	
	
	☐

	
	
	
	☐

	
	
	
	☐

	
	
	
	☐



Date of Next Log Review: ___________________________
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