ACTION RECORD TEMPLATE
This template can be used to record proposals for actions arising from the collective analysis and reflection of a group of CIS stakeholders. It can be used for action planning at the final Stage 4 workshop and for ongoing action planning during Stage 5, with Champions, opportunity or interest groups, or other stakeholders.

The particularity of this template is that it puts the responsibility on the group to find members who are able and willing to lead each proposed action, or to mobilize whichever stakeholder is best placed to lead. It assumes group members are permanent actors in the CIS system and not members of the temporary facilitation team. As the commitments of these actors are typically not contractual, the group must be certain to identify those individuals that are interested, motivated and capable of carrying forward the actions for which they are responsible. The Action Record Template therefore serves as a way to clarify and organize responsibilities, not enforce them. 

Step by step instructions for using the template are provided below.
[bookmark: _gjdgxs]
Opportunity/Interest Group Name (if applicable):

	ACTION:  description (what) & deadlines (when)

	Who can lead this action? 

	
	Someone from the group can lead this action (who)
	Someone from the group can mobilize someone else to lead this action (who)
	No one from the group can mobilize someone to lead this action [only add this column as a last resort]

	
	Who is responsible 
to lead?
	Who is responsible to mobilize?

Who is to be mobilized to lead?
	[Facilitator name] is responsible

Who is to be mobilized to lead? 

	Action 1
What:
When: 
	
	
	

	Action 2
What:
When:
	
	
	

	Action 3
What:
When:
	
	
	

	Etc. 
	
	
	








Instructions for using the template:

1. Copy the first three columns on to flipchart paper. Leave space for the fourth column but do not add it just yet (see below). 

2. Ask the group to list the actions they have identified, giving a description and dates for starting and ending the action.  

3. For each action, ask the group to identify which group member(s) is/are well placed to lead it. Try to secure the commitment of one group member to lead the action.

4. If the group cannot identify or secure the commitment of a member, invite them to identify who from outside the group might lead the action. Try to get one of the group members to be responsible for mobilizing this external actor, to ensure that someone in the group is still accountable for this. 

5. If no group member can lead the action or mobilize someone else to lead it, leave the 2 columns empty for the moment.

6. Repeat steps 2-5 until all the actions have been considered. If there are still actions for which no group member has been identified, then the fourth column can be added. In this column, the temporary facilitator may add their name if they are able to take on the responsibility to mobilize whoever needs to lead the activity. However, this should be done only as a last resort, and it is important that the emphasis is on the facilitator mobilizing others to lead the action, rather than leading the action themselves.

