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SUGGESTED GUIDELINES ON SCENARIO-PLANNING 
FOR THE PUBLIC LAUNCHING OF THE TOOL KIT
ON WETLAND RESOURCES ACTION PLANNING (WRAP)  
1.0. Hosting – the lead organization(s) of the Field Research Team will host the event.

1.2. The host organization(s) will set the schedule and venue for the event. It will make an event program and will be responsible for the necessary preparations based on the program.  

1.3. The host organization(s) will identify the organizations and persons to be invited to the event.

1.4. The host organization(s) may use its own fund resources or find a sponsor (or several sponsors) to fund the event.

1.5. The host organization(s) will organize a support group who will provide logistical and secretariat support during the preparation phase and during the actual event.   

1.6. Members of the Field Research Team may be assigned to perform an active part in the technical coordination and presentation of the Tool Kit.

1.7. Ensure documentation of the event through audio-video cam recording.

2.0. Invitation – send a digital and printed invitation to those whom you wish to attend the event

2.1. Those to be invited may include
· Officials (local and national) who represent organizations that will find the Tool Kit useful in their field of work (e.g. government environmental and fisheries agencies, habitat conservation organizations, etc.)

· Scientists and academic teachers/professors who can test and demonstrate the Tool Kit in various conditions and situations 
· Members of the mass media who are assigned in the Science or Environment section of their media production

· Civil society leaders who advocate habitat conservation and sustainable biodiversity management
· Policy-makers involved in making laws or crucial decisions on the use and management of the natural environment

· Leaders of the stakeholder communities where the HighArcs research project is being implemented
· Representatives of partner-organizations that the HighArcs Field Research Team collaborated with

The Field Research Team may add on to this list as deemed necessary.

2.2. Send the digital invitation at least one month, and the printed invitation three weeks, before the event. Follow-up on the attendance -- one week before the event – using email, phone calls, and text messages through celphone.
3.0. Schedule of the event – Set the date and time when most of those invited will be available.
3.1. Plan for a 3-hour event: 2 hours for the Tool Kit presentation and 1 hour for lunch or cocktails

3.2. If it’s going to be in the morning (preferable to start at 10 am), be prepared to serve lunch. If it’s going to be in the afternoon (preferable to start at 3pm), be prepared to serve cocktails. Food relaxes people and allows them to socialize.

3.3. Start on time.

3.4. Depending or local conditions and culture, you may schedule the event on a weekday or a weekend.

4.0. Creating a Program – Make an event program that promotes the significance of the Tool Kit, instructs people on how to access it online and how to use it  
4.1. Make a 3-hour program

· Promoting the Tool Kit – 1 hour

· Instructions on accessing and using the Tool Kit – 1 hour

· Lunch or Cocktails – 1 hour

4.2. Promoting the Took Kit – 1 hour
· Welcome remarks and acknowledging prominent guests – 10 minutes
· Brief History of the Tool Kit (HighArcs and the field research projects in India, China and Vietnam) – 10 minutes using powerpoint presentation 

· Description of the Tool Kit, how it was developed in the Field Sites, and the Results (site specific in China, or India or Vietnam) – 30 minutes using powerpoint presentation

· Open Forum – 10 minutes

4.3. Instructions and interactive discussion on accessing and using the Tool Kit – 1 hour
· Instructor will show how to access the Toolkit online using a computer that is attached to a projector 

· Venue should be wifi-ready so participants who bring their laptops can readily follow.

· Instructor will guide participants through the webpages and contents  of the Tool Kit. Participants may ask the Instructor for clarifications, support information, and technical details.)
· Members of the Field Team will assist  the Instructor in answering questions of participants related to use of the Toolkit 

4.4. Spillover Interest – to accommodate participants who want to know more about the research project and the tool kit
· Extend the Instruction period for another 15 minutes

· Invite them to visit the office of the Field Research Team or the responsible unit of the Team’s lead organization

· Provide a brochure of the Team (or the concerned organizational unit) and the business card of the contact person(s)
4.5. Lunch or Cocktails – 1 hour 

· Encourage participants to get to know each other and exchange notes
5.0. Information and Promotional Materials – to be used in preparation for and during the event
5.1. Produce and distribute printed pamphlets (for free) on the Tool Kit during the event (pamphlet content will be based on the WP Deliverable 2.2 manual submitted in September 2013.)
5.2. Prepare and distribute CD (or thumb drive) during the event that contain background information on the HighArcs Project; Research Results of the Project Field Team (site specific: India, or China, or Vietnam); and on the significance and use of the Tool Kit
5.3. Produce press release material to be distributed to mass media outlets for purposes of announcing the event to the public
5.4. Produce sufficient number of posters and several streamers to prominently identify the venue of the event. 

6.0. Venue –  consider access and convenience
6.1. Choose a venue that is accessible to the public, especially those invited, through public transportation
6.2. Choose a venue that can accommodate the number of persons expected to attend the event.

6.3. Choose a venue with audio-visual and wifi facilities.
6.4. Choose a venue that provides the ambience for scientific and technical discussion.

6.5. Choose a venue that can provide lunch or cocktails for guests 

7. Partnerships –  prospects after HighArcs
7.1. Use the event to identify potential collaborators and partners. 

7.2. Facilitate arrangements to follow up on HighArcs research results.

7.3. Reveal own capacity to provide assistance to organizations that want to use or adapt the Tool Kit for a particular activity or project.
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