Template 2 – Engagement request
Better practice guide for inclusive engagement
Template 2 – Engagement request
This template is part of the Better practice guide for inclusive engagement[footnoteRef:1]. [1:  https://www.vic.gov.au/better-practice-guide-inclusive-engagement] 

You can use this template to manage requests for your advisory group. It sets boundaries for:
how often members are engaged with
the types of projects they are involved with
their choice to be involved or not.
Project title
[bookmark: _Toc203393638][bookmark: _Toc203466210][bookmark: _Toc203561812]Instructions (this section can be deleted)
1. Add your project name to this form
2. Complete the form in plain language aiming for a reading level of grade 8
3. Keep the form to less than 3 pages
4. Add due date for reply
5. Email the completed form to X
Project summary
	Add
	Example 

	Who you are
	You can share information about your or your team. This could be professional or personal.
If members can learn more about why this project if important to you or your team, it can help build a strong relationship.

	Contact details
	Work phone
Email

	Summary
(100 words)
	Include information about the project like:
What the project is and how it came about
Aim of engagement
Key stakeholders
Who else is being consulted and why

	Dates
	How long will this project run?

	Time commitment
	How much time will members need to dedicate?

	Location
	In-person/online

	Activity
	Interview
Focus group
Survey
Workshop/Working group
Developing new materials 
Reviewing existing materials
Written feedback
Speech or presentation
Mentoring
Other – please specify

	What members need to do
	Summarise the activities as dot points.

	What members will gain from participating
	At a minimum, this is should include payment:
It could also include:
professional development
peer-to-peer learning.
Use our Payment guidelines template.

	Project type
	Research
Evaluation
Consultation
Service and program design
Legislation and regulation
Policy and frameworks
Advisory or working group and committee
Campaign
Other – please specify

	Level of influence on project
	High
Medium
Low 
If you select low, you should share why. 

	Number of members required
	You can also share if you want to engage the whole group.

	Closing the loop
	Tell us how members information and advice will be used, and when you will report back to them with a final outcome.
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