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Please print this out or type in the textboxes available. Do not edit the document.



How to use this tool
Follow these simple steps to successfully use this template



Tool:



Thinking about your timeline
Where does Influence and Participation fit?



Why use this tool
Use this tool to situate your Influence and Participation activities into the bigger picture  
of your work. This will help you run meaningful initiatives that have the maximum level  
of influence.



1.	� Print this tool out as large as possible, 
you could even copy it onto a flip 
chart. Work with your team or 
colleagues to complete the timeline.



	� Top tip: Using sticky notes allows 
you to move items along the timeline 
before making a final decision.



�2.	���Chose a start point and end point - 
this could be the start of the year, 
when the project starts or right now



3.	��Segment the timeline into smaller 
sections and label them 



	 e.g. months



4.	��Above the line enter your  
known deadlines



�5.	����Think about when it would be 
meaningful for people to influence 
your work - remember the earlier  
the better!



	� Above the line: Write in what you will 
do - think about using more than one 
method



	� Below the line - write how you will 
do this. Think about the tasks that 
will need to take place to make your 
activities happen and to ensure you 
have the insights needed to meet 
your hard deadlines



How: Planning



Step by 
Step
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Where you are now



What



How



Where you want to get



Thinking about your timeline



 



 



How: Planning
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