
USDA Citrus Greening Summit – Meeting Sample
Meeting Design
STEP 1: DEVELOP PURPOSE 

Meeting Purpose: 
The purpose of this Summit is to bring together key Federal, State, and industry citrus experts to develop an overarching and coordinated National Integration Plan to protect the domestic citrus industry from Citrus Greening (CG) and its insect vector Asian Citrus Psyllid (ACP).  Simply stated, the integration plan will be developed to ensure that Federal and State agencies, industry, and research institutions are doing everything possible to protect the U.S. citrus industry from further spread of this disease and its vector while also offering more options to those segments of industry that are already affected by CG and/or ACP. 
STEP 2: DEVELOP OUTCOMES

Meeting Outcomes:

· Identify a clear set of desired outcomes and objectives for CG 

· Assess and identify the status of any gaps in collective scientific knowledge

· Assess and identify the resources related to CG and ACP programs, incorporate this information into a draft National Integration Plan
· Develop a timeline for achieving the integration of activities related to National Integration Plan.  
STEP 3: IDENTIFY PRE-MEETING REQUIREMENTS
· The customer expects the facilitator to attend all pre-meeting conference calls
· The customer expects the facilitator to make recommendations on meeting topics and recommendations on processes to achieve the expected outcomes.

· The facilitator will coordinate with events management branch to ensure the meeting facility will meets the requirements of the meeting

· The facilitator is expected to read and be familiar with background information related to the Citrus Response Plan and Citrus Greening

· The customer expects the following attendees to be present at the meeting:
STEP 4: ESTABLISH KEY AGREEMENTS

Meeting Logistics:

Please plan to participate in the Summit on Citrus Greening (CG) and the Asian Citrus Psyllid (ACP) sponsored by U.S. Department of Agriculture (USDA) on December 17-18, 2007 at the Hyatt Regency Hotel, Bethesda, Maryland.  

The meeting is scheduled for December 17-18, 2007; 8:30 AM – 5:00 PM

The facilitator will provide the following equipment:

Projector to display PowerPoint Presentation

Flip Charts for each Break Out group (Five) with paper

Marker for each Break Out

Note taking will be provided by the facilitation team

Facilitator and Co-facilitators for the meeting:

Changes to the meeting agenda and/or processes will be discussed with the customer prior to any changes.  Additionally, the facilitator and the customer will conduct frequent check-ins to ensure expected outcomes are being achieved.
STEP 5: IDENTIFY IMPACTING DYNAMICS

During pre-meeting discussion with the customer the following impacting dynamics were identified:
· USDA Secretary interest in the outcomes of the summit

· Multi-Billion dollar impact to the Citrus Industry

· Politically charged topic between the citrus producing states

· Unknown impact from the country of Mexico (Mexico will have a representative  at the meeting)

STEP 6: DEVEVELOP MEETING AGENDAS
Organization

Name of the Meeting
Date 
Time

Location
	Purpose

	The purpose of this Summit is to bring together key Federal, State, and industry citrus experts to develop an overarching and coordinated National Integration Plan to protect the domestic citrus industry from Citrus Greening (CG) and its insect vector Asian Citrus Psyllid (ACP).  Simply stated, the integration plan will be developed to ensure that Federal and State agencies, industry, and research institutions are doing everything possible to protect the U.S. citrus industry from further spread of this disease and its vector while also offering more options to those segments of industry that are already affected by CG and/or ACP. 

	Expected Outcomes

	· Identify a clear set of desired outcomes and objectives for CG 

· Assess and identify the status of any gaps in collective scientific knowledge

· Assess and identify the resources related to CG and ACP programs, incorporate this information into a draft National Integration Plan
· Develop a timeline for achieving the integration of activities related to National Integration Plan.  

	Attendees:

	(( = present)

	· 
	· 

	· 
	· 

	Agenda

	Item
	Topic
	Presenter
	Time 

	Day One 

	1. 
	Introductions







Welcome
	
	

	2. 
	Meeting Basics 

Frame the Challenge:

	
	

	Day Two

	3. 
	Discussion of Integration Plan
	
	

	4. 
	Next Steps


Identify Action Items, Owner, Deliverable and Timeline

Adjourn
	
	

	Notes:




STEP 7: DEVELOP MEETING PROCESSES
	USDA Citrus Greening Summit

Operation Jump Start: Citrus Greening/Asian Citrus Psyllid Integration Plan

Meeting Design

	Item
	Topic
	Presenter
	Time 

	
DAY 1 

	1. 
	Introductions and Welcome

Tom welcomes everyone.  Tom conducts a quick round introductions in case people don’t know one another.

	
	30mins

	2. 
	Frame the Challenge 


	
	10mins

	3. 
	Overview of Meeting Purpose, Outcomes, and Agenda

Purpose: 

Outcomes: Tom reviews the meeting outcomes and agenda. 

Process:  Tom explains to the group about what to expect for the next two days (Breakout groups, Working Lunch, Brief outs, etc.
Ground Rules: Tom covers ground rules for the meeting (Schwartz ground rules) 

Materials/Supplies: Projector, PowerPoint slides with purpose, outcomes, process and ground rules.


	
	10mins

	4. 
	Presentation: 
Presenter will take questions from the group upon completion of presentation
Materials/Supplies: Projector and PowerPoint Presentation: Handout of presentation
**NOTE** This is the most important presentation- presenter will take all the time he needs.
	
	Presentation: 45mins
Questions: 15 mins

	5. 
	Presentation: 

How are they dealing with it?

What does it mean?

Things that are working…Things I really need to have.

How are other countries addressing the problem?

Materials/Supplies: Projector and PowerPoint Presentation: Handout of  presentation
	
	Presentation: 45 mins
Questions: 15 mins

	6. 
	Presentation: 
	Facilitator and Speaker/ Customer
	Presentation: 10 mins
Questions: 10 mins

	7. 
	Presentation:
Current Strategies and regulations

Working groups and actions in progress

Assessment of State-based activities 
Materials/Supplies: Projector and PowerPoint Presentation: Handout of presentation
	Presenter
	Presentation: 30 mins

	8. 
	Environmental Scan 
PROCESS:  The group will be broken down into “Like Type” smaller groups based on the following:

1- Outreach/Research

2- Industry-Production
3- Industry-Nursery
4- Regulatory- State/Federal 

SMALL GROUP PROCESS:

***Within the context of:

-Regulatory

-Treatments

-Communications

-Survey & Detection

-Infrastructure

-Budget

-New Information

-Roles & Responsibilities

Ask the Following Questions:
What do you think is working well? (Strengths)
What do you think is not working well? (Weaknesses)
What do you think we can we do?
FOR EACH OF THE FOLLOWING:

Materials/Supplies: Break-out rooms, Flipcharts and Markers. Facilitators may want to have Laptops to take notes (Optional)
	Facilitators: Lead, Group, and Floor
Breakout Groups
	180 mins

	9. 
	Environmental Scan Brief 

Each group will brief out their comments to the larger group.

Questions will be taken to gain clarity

Materials/Supplies: Flip Chart with group comments

	Facilitators: Lead, Group, and Floor

Breakout Groups
	60 mins

	10. 
	Provide Integration Plan for Citrus Greening  

Review (Straw document?)

Prevention, preparedness, response and recovery

Facilitated discussion to identify action items

Roles and responsibilities relative to an Action Plan

Assigned leads, timelines and deliverables.

Materials/Supplies: Projector, Straw-man document
	Lead Facilitator
	1:45-2:15 p.m.

	11. 
	Integration Planning for Citrus Greening

PROCESS:  The group will be broken down into “Mixed” smaller groups based on the following:

SMALL GROUP PROCESS:

***Within the context of:

-Straw-man Integration Plan

Ask the Following Questions:
What do you think needs to be done?
What resources do you think we need?

Who do you needs to do it?
IN THE FOLLOWING Format:

The information captured in the break-out groups will be formatted in the Action Plan template.

Materials/Supplies: Break-out rooms, Flipcharts and Markers. Facilitators may want to have Laptops to take notes (Optional)

	Facilitators: Lead, Group, and Floor
	180 mins

	12. 
	Lunch

Facilitators will work together to combine comments and assist with sorting data.

During lunch, facilitators will compile breakout group comments and submit them to recorder to combine into one document
	
	60 mins

	13. 
	Integration Planning for Citrus Greening Brief 

Each group will brief out their comments to the larger group.

Questions will be taken to gain clarity

Materials/Supplies: Flip Chart with group comments
	Presenter
	120 mins

	14. 
	Moving Forward- Action Planning

Based on the above comments, Tom will introduce the consolidated findings to the group.  As a result of this discussion, the group will concur with the recommended required Action Steps.
Facilitator will then seek owners of each Action Item and due dates

Materials/Supplies: Projector, Action Planning document
	Lead Facilitator
	45 mins

	15. 
	Next Steps/Close/Wrap- up

Tom turns to everyone and asks how they feel about the agreements they made. Tom reviews next steps identified.  

Materials/Supplies: Flipcharts and markers
	Lead Facilitator and Customer
	


STEP 8: DEVELOP GROUND RULES

The following ground rules will be used during the meeting:

1. Test assumptions and inferences

2. Share all relevant information
3. Use specific examples and agree on what important words mean
4. Explain your reasoning and intent

5. Focus on interests, not positions

6. Combine advocacy and inquiry

7.   Jointly design next steps and ways to test disagreements

8. Discuss undiscussable issues

9. Use a decision-making rule that generates the level of commitment needed

STEP 9: GAIN APPROVAL

Customer approved meeting agenda and design on December 2, 2007.
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