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	Project Setup Form



	Consultation Manager Project Setup Form
	
	Project Title:
	

	· Please complete this form with Word and return by email to info@consultationmanager.com.au.  This will allow us to get your project up and running quickly.  
· New Team Members, Stakeholder Groups, Issues and Event Types can be easily added at any time in the future.
	
	Project 
Description:
	For use on the Consultation Manager Public Website. 50 - 200 words (optional – please fill out only if you wish).

	· 
	
	
	

	· 
	
	
	



Project Team Members  - (At least one Team Member should be added and you can add and remove team members anytime you wish)
	First Name
	Last Name
	Role
	Organisation
	Email
	Phone
	Fax
	Mobile

	
	
	(see below)
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Role Descriptions

	Role
	View Data
	View Lists
	View Reports
	View Documents
	Add Data
	Edit Data
	Delete Data
	Manage Lists
	Manage Team
	
	Please Note:  Project team members will be put on our mailing list so that they can stay informed of new developments and features in Consultation Manager.  They can remove themselves from this list at any time. 

	Team Leader
	(
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	(
	(
	(
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	(
	
	

	Data Editor
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	Data Entry
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	Data Viewer
	(
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	Team Member
	(
	(
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Stakeholder Groups, Issues and Event Types - (Note that this section is optional to fill out as you can manage this yourself later)

· Stakeholder Groups allow you to classify stakeholders into logical groups for later use in stakeholder searches, targeted mailing list generation and targeted reporting.  Common examples include: local resident, local councillor, community reference group, state government, media.  These can be sorted into Stakeholder Group types.  Common examples include Government, Business, Interest Group, Education.
· Issues are used to classify consultation events and allow the generation of issues-based reports.  Common examples include: noise, construction impacts, access, design, air quality, safety.  These can be sorted into Issue Types.  Common examples include Environment, Public Interest, Health.
· Event Types specify the way in which the project team interacts with stakeholders.  Common examples include: project hotline, email, letter, feedback form, survey, meeting, public forum.

	Stakeholder Group Types
	Stakeholder Groups
	Issue Type
	Issues
	Event Types

	Examples (please delete)
	
	
	
	

	Government
	Local
	Environment
	Noise
	1800 Number

	Government
	State
	Environment
	Dust
	Meeting
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