Stakeholder & SME Management Plan
The goal of the Stakeholder & SME Management Plan is to define roles, responsibilities, communication expectations, and collaboration workflows for the project. This template is important because instructional design projects often involve multiple SMEs, reviewers, and decision-makers whose alignment is critical for project success. Its usefulness is seen in how it prevents delays, clarifies expectations, and enhances communication, ensuring that every stakeholder contributes efficiently and that the instructional designer can manage the project with confidence and structure.
Stakeholder List
	Name
	Role
	Responsibilities
	Level of Involvement

	__________
	__________
	___________________
	High / Med / Low

	__________
	__________
	___________________
	High / Med / Low


RACI Matrix
List key project tasks: _________________________________________________
	Task
	Responsible
	Accountable
	Consulted
	Informed

	__________
	__________
	__________
	__________
	__________


Communication Plan
· Communication channels: __________________________________________
· Frequency: _____________________________________________________
· Stakeholder expectations: _________________________________________
Review & Approval Workflow
· Items requiring review: __________________________________________
· Review cycle duration: __________________________________________
· Final approver: _________________________________________________
Meeting Plan
· Meeting frequency: _____________________________________________
· Agenda format: _________________________________________________
Escalation Path
· Step 1 Contact: __________________________
· Step 2 Contact: __________________________
· Final escalation: __________________________


