INSTRUCTIONS FOR SECRETARIES/COORDINATORS
FOR WTO TRADE FACILITATION NEEDS ASSESSMENT 
These are instructions to advise you of the tasks that need to be completed to make sure the needs assessment is successful.  Each needs assessment is different so the facilitators and coordinator may need to make changes in the program and to these instructions.
BEFORE THE NEEDS ASSESSMENT BEGINS
	
	send electronic copies of documents to participants if possible

	
	make sure documents that were shipped from the WTO are sent to the meeting room



	
	download all workshop documents into laptops/computers (they will be sent by email in advance to the coordinator from the WTO)



	
	room should be set up to have 3 or 4 working groups of 10 people each



	
	each working group table should have a laptop or computer that is in the center so the person typing can hear the discussion.


EVERYDAY

	
	Get participants to sign in



	
	be sure that working groups save their work and give a copy to the secretary to be kept in the secretaries' computer



	
	help with handing out documents



	
	make sure that computers are set up for the working groups every day.  The groups should get the same computer so they can easily find their saved work.



	
	check on lunch and coffee breaks to make sure they are ready on time.  Notify facilitators if there is a change.




WHEN WORK IS READY:

	
	The working groups will be filling in charts.  The charts must be compiled into one document in the proper order from A1- M5.   The easiest way is to open the document called "CHARTS EXTRACTED FROM W 43" and then paste each chart completed by the working groups over the  blank chart with the same number and title.  In your package you also have a chart from document  (TN/TF/W43) that will also show you the order of the charts.  You must look at the first 3 columns for the subheadings.  The facilitators or coordinator can explain this to you.



	
	The compiled chart (or parts of) need to be printed and photocopied.  Facilitators will provide instructions on when and how many copies.


DAY 1
	
	-room should be set up for opening ceremony and working group tables.  Powerpoint projector and laptop should be prepared for the session immediately after the opening ceremony.



	
	-workshop documents should be handed out just before session 2.    They should not be handed out earlier because there are not enough documents to give to people just staying for the opening ceremony and first session.



	
	When participants get ready for working group sessions assist with getting computers turned on and finding workshop documents that have been downloaded on the computers.



	
	the coordinator may need to make phone calls to encourage participation if participation is low or an important stakeholder is not present.


DAY 2

	
	Compilation of charts as described above.  If groups feel their work is final you can begin compiling one document.  If they think they will revise you might want to wait until all the work is completed but you will then have to work fast.




DAY 3

	
	Prepare letters for the director of each agency and organization that is participating in the needs assessment and to other people that are identified by the coordinator/facilitators- inviting them to attend the closing ceremony on the last day.  

A form letter has been provided electronically by the WTO and a paper copy is in the Secretary package that was shipped.  You must fill in the proper information- for example fill in the name of your country where it says COUNTRY.  Verify the time of the closing ceremony with the coordinator and facilitators and see if they want to make any changes to the form letter.   



	
	Print the letters.  They should be signed by the coordinator or Geneva delegate or someone high-level that they designate.

	
	Send the letters by driver to each agency/organization


DAY 4

	
	When the participants sign in ask them to verify the spelling of their name for the certificates.  Write the name of each participant on a certificate.  The Government coordinators can decide who should get a certificate if some people don't attend regularly.  There is a very faint yellow line on the certificates that will help you to write the names in a straight line.  Try to center the names on the certificate


DAY 5
	
	The room should be set up for a closing ceremony in addition to the working group tables.   For the closing ceremony it is important that everyone in the room can see the slides on the screen.  You may want to put the head table at the side of the room.  It is ok to have the guests sit on chairs behind the working group tables.  The main feature of the closing ceremony is the presentations made by the participants.  

	
	Participants will prepare information for a Powerpoint presentation.  Different groups will work on different slides.  Secretaries may need to assist them to input information into the slides (the work of all groups should be in one presentation.) or to combine the slides that they prepare in their working groups- they must be pasted in the proper order.   This slide show presentation must be downloaded into the laptop that will be used for the closing ceremony presentation.   4 or 5 copies should be printed so the speakers can use them for their presentations.



	
	WTO evaluation forms must be distributed and then after they are filled-out they must be collected.  The facilitators will tell you when but be sure they remember to do this before the closing ceremony.   If you are busy with the slides then ask the facilitators to distribute the evaluation forms. The evaluations should be sent back to the WTO through the facilitators or the Geneva delegate.



	
	Make sure the certificates and CD ROMs are provided to the moderator of the closing ceremony for distribution.   


	
	A secretary may want to assist the participants during the closing ceremony by hitting page down during the slide show presentation.  That is only if another participant does not want to do this.

	
	Make sure the coordinator has a copy of the final version of the charts and the slide show presentations for their records.  The WTO would also like a copy to be kept confidential if the Government approves.
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