Actions on the organisational aspects of the 11th PEP Meeting 18-20 June 2007

1. Registration.

Some speakers and facilitators have not confirmed their participation and registered with the secretariat yet. If you have not registered please fill in the enclosed registration form and send it to the secretariat.
2. Roles during the meeting.

The meeting has a very tight time-schedule and time need to be managed carefully in order to allow all to present their presentations and to allow for discussion and reports from sessions. 
It is suggested that each session has a chair with the key responsibility to keep the time limits of the presentations, panel discussions and the timing of the break-out sessions. Further there is a need to run the plenary sessions. The facilitator will have the role to introduce the subject of the session, the speakers and the subject and facilitators of the break-out sessions.
To run efficiently the break-out sessions need to have break-out facilitators. The role of the facilitators is to present the issues to be discussed and suggest a way to work during the break-out sessions. The issues to be discussed may be introduced by e.g. a short presentation. Further there will be a short report (5 minutes per break-out session) from these sessions. The break-out sessions therefore have to nominate a rapporteur to make this short presentation. It is suggested that the result of the break-out session is presented in the form of one slide with the following: 1. Theme of break-out session 2. Key issues discussed 3) key results and conclusions.

Finally the second and third day will start with a short summary of the results of the previous day. This presentation can be made either by the one of the chairs or facilitators of the previous day.

3. One-pagers on session objectives and issues and presentations of speakers

It is the intention to prepare meeting material to be available in advance or at the latest at the start of the meeting. This material could comprise 

· short descriptions (1/2 page) of each of the sessions/sub-sessions/break-out sessions describing objectives with the session and issues to be discussed. It is suggested that the facilitator of the plenary sessions could prepare these. 
· 1 pagers of each of the presentations, to be prepared by the speakers

·  and preferably also hand-outs of the presentations also to be prepared by the speakers and forwarded electronically to the secretariat. 
4. Time-schedule- deadlines

	Action
	Action by whom
	Deadline

	Confirmation of speakers, chairs and facilitators 


	Chairs, facilitators and speakers of each sessions to send confirmation to the secretariat and to register (if not already done) using the registration form
	6 June 

	Short papers (1/2 pagers)  on presentations of sessions and break-out sessions


	Facilitators of plenary session and break-out sessions to prepare short papers
	11 June (S)

	Short papers (1 pagers) on presentations

	Speakers to prepare short papers on presentations
	11 June (S)

	e-mails with power-point presentation
	Speakers 
	13 June (S)

	Hand-outs
	If speakers cannot meet the above deadline and sent presentations by e-mail please bring hand-outs
	18 June


Secretariat:
Registration: 

Hanne Berthelsen:  hab@dhigroup.com
Short papers and e-mails with presentations

Palle Lindgaard-Jørgensen: plj@dhigroup.com
