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The Electronic Cash Transfer
Learning Action Network





ELAN Mobile Money Workshops
Facilitation Notes
How to Use this Guide

These materials are designed to structure a conversation between mobile money operators, other relevant private sector actors and implementing agencies about the use of mobile money in humanitarian programming. The discussions could be held at a regional or national level but tend to be more effective when they connect operators and implementers in the same market(s).

The goal of the session is to connect operators and implementers and improve mutual understanding of operational challenges and determine how to collaborate more effectively in future deployments. 
The Electronic Cash Transfer Learning Action Network (ELAN) is convened by Mercy Corps and supported by the MasterCard Center for Inclusive Growth. The publication of these workshop materials was made possible by a grant from The Technical and Operational Performance Support (TOPS) Program. The TOPS Micro Grants Program is made possible by the generous support and contribution of the American people through the U.S. Agency for International Development (USAID). The contents of the materials produced through the Micro Grants do not necessarily reflect the views of TOPS, USAID, or the U.S. Government. 
If you have questions about how to use this guide, any of the materials or would like support for adapting activities, you can contact Lily Frey (lfrey@mercycorps.org) or Sara Murray (smurray@field.mercycorps.org). 
Event Space Set-up
This workshop was designed to serve approximately 30 people but can be modified for different sized groups. As long as your group is not too large to have some discussions in plenary, very few modifications will be necessary.
Your main room should be set up with tables that seat 6-8 individuals. If your workshop is being conducted in two languages, divide the room into single language tables to make it easier for people who speak the same language to communicate for the introductory activities. Place a flip chart stand at each table (if you have enough).   Most work is conducted in table groups or in plenary, though it is useful to have extra space in the room to accommodate movement around flip charts, skits and provider presentations if possible. Plenty of wall space for hanging a sticky wall or attaching flip charts and papers is desirable. 
DAY 1

Preparation: 
· Prepare secret research envelopes 

· Write success metrics on flip charts with columns for “HA” and “SP” voting with stickers
· Create process mapping flip charts with “preparation” on top and “execution” on bottom
· Put up sticky wall (optional)
· Create and post “parking lot” flip chart

· Prepare and project powerpoint
1. Opening the Workshop/ Warm-up Activity

Objective: To set the tone for the event: collaborative and creative. The workshop is designed to build understanding between fellow participants
Equipment/materials required: Sealed envelopes with pre-printed “secret” research assignments, nametags and markers, start of event surveys
Time required: 10 minutes

Description:  Check in and secret research assignment

· At check-in, have each participant create a name tag and collect a “Secret Research Assignment” envelope that they can open and read immediately. This assignment will require them to uncover stories about fellow participants. 
· Before the formal session starts, they can talk with other participants and try to conduct their secret research (without telling anyone what their topic is). Let them know that volunteers will have a chance to “report back” on their research as they return from breaks during the course of the workshop.

2. Hosting Organization Introductions 

Objectives: To present an overview of the workshop’s hosting organization to participants. Explain your role as facilitators in the event.
Equipment/materials required: Powerpoint slide deck, if desired. 

Time required: 15 minutes

Description:  Introduction

· Familiarize workshop participants with your organization and your interest in furthering the use of mobile money within humanitarian response. 

· Explain what role you’ll be playing throughout the workshop as facilitator(s).

3. Introducing the Workshop Objectives

Objectives: To clarify event objectives and align participants’ expectations.
Equipment/materials required: Powerpoint slide deck with outline of pre-defined objectives
Time required: 15 minutes
Description:  Workshop Objectives
· Share the high-level objectives with audience to ensure agreement and understanding.

· Allow audience members to state their expectations and objectives and add any missing objectives to the PPT slide. 

· Add any questions or issues not related to objectives to a “Parking Lot”

· Pre-loaded slide content includes: 

Slide 1/Objective 1: Improve understanding of minimum requirements for successful deployments of mobile money in humanitarian programs by: 


· Communicating key needs for humanitarian programming 
· Identifying key success metrics for both MNOs and humanitarian agencies 
· Identifying minimum infrastructure and business requirements for deployments that are likely to meet success metrics 
· Identifying specific examples of places/contexts where deployments are likely to meet or fail against established success criteria
Slide 2/Objective 2: Build relationships between key actors in the two sectors and identify necessary steps to advance shared objectives.

· Engage third party service providers and exploring their potential to add value
· Explore opportunities for jointly refining products or developing prototypes of products and processes that meet needs of both MNOs and humanitarians
4. Participant Introductions
Objectives: To introduce participants to each other, build empathy and lower inhibitions.
Equipment/materials required: Drawing paper, markers, and tape or sticky wall.
Time required: 20 minutes
Description:  Continuous Portrait Exercise
· This is a playful warm-up activity to get the group going! Emphasize to participants that this workshop is designed to build understanding between humanitarian and mobile money actors and the process starts now.
· Ask participants to grab a partner they do not know
· Each pair should gaze at the other person’s face (and not at the piece of paper they have in their hand.)

· Give instructions to draw their partner’s face without lifting their pen or lowering their eyes. 

· While completing your drawings, ask your partner the following questions: 
· What is your name and where are you from?
· Where do you work and what do you do?
· What do you hope to learn about “the other” (humanitarian operations for private sector and vice versa) in the next two days?
· Note their name and organization on the portrait 
· Each pair takes turns introducing their partner to the larger group.
· Make sure each portrait includes the person’s name, organization/company and post portraits of participants around the room as a mini-gallery.
5. Vocabulary Review
Objectives: To review and clarify common language and jargon used by various participants.
Equipment/materials required: “Vocabulary Quiz” handout on ELAN vocab 
Time required: 15 minutes
Description:  Vocabulary Quiz

· Participants will work together at their small tables to answer each question.

· Using the handout, each table should select the definition that corresponds with each term. 

· If any participants use terms differently, make a note of these differences. 

· Once teams have completed their quiz at their tables, return to the larger group, share the answers and ask volunteers from each table to share any differences. 

· Clarify how terms will be used during the session and (if using two languages), note any preferred terms.
6. Success Metrics
Objectives: To identify key success metrics for both MNOs and humanitarian agencies.
Equipment/materials required: Flip chart (sheets) posted around the room with pre-written success metrics; each list includes two separate voting columns, one for HAs and one for private sector (PS). “Success Metrics” handout for participants. Stickers for voting.
Time required: 30 minutes (10 minutes to read and discuss at table; 5 minutes to suggest additional metrics; 5 minutes to vote; 10 minutes to discuss after voting)
Description:  Success Metrics
· Share the examples of success metrics posted around the room on flip charts. Also, pass out copies of the “Success Metrics” handout to each table so groups can take a closer look. 

· Ask small tables to reflect and digest these in silence and then allow for 5 minutes of discussion at the small tables.

· After this has taken place, return to the larger group and move to a short discussion in the plenary. Referring to the pre-selected metrics, ask: 

· Are these metrics relevant?
· Are any key metrics missing? 

· Are there any metrics that you would want to re-word?
· With input from the large group, add or edit the success metrics on another flip chart paper.
· After 5 minutes of reflection and plenary discussion, distribute 3 dot stickers (or 5 for a smaller group) to each participant. Ask participants to walk around the room and vote by placing a sticker next to the success metrics they believe are most important. Humanitarian agencies should place their stickers in the “HA” column and private sector in the “PS” column.  
· After all participants have voted (and no more than 5 minutes later), lead a 10-minute discussion to identify cross-over (i.e., “shared value”) among success metrics. You may want to highlight: 
· The most popular metrics in the HA and PS columns

· Any metrics that attracted interest from both HAs and PSs
· How popular metrics for each set of stakeholders relate to one another

· Ask participants if they have any observations on the results or any surprise at the results. 
· You can leave the metrics on the wall or flip charts for now and include the most popular metrics in any report out from the report comparing HA and PS priorities. Participants will likely reference these results generally throughout the workshop. 
7. “As Is” Process Mapping and Consolidation

Objectives: For each stakeholder group to find a common language around and description of their work. This will be used to help the other stakeholder group better understand their processes. The activity’s focus is on how parties currently operate.
Equipment/materials required: Prepped Flip charts should show two phases: planning & execution, post it notes, markers, instruction sheets for each group


Time required: 60 minutes (5-10 minutes to explain activity, 35-40 minutes in groups – monitor group progress through process - and 15 minutes to share two groups’ maps and solicit feedback from other groups on what is missing)
Description:  As Is Mapping – Phase I

· Break participants into small groups (5-6 people) by type of organization (i.e. HA or SP; others can be arranged into either group to make group sizes work). If the session is being held in multiple languages, try to have each group work in a single language. 

· Direct participants to instruction sheet for process mapping and explain the goal. It may be helpful to create a sample process map on another topic (i.e. going on vacation or buying a scooter) to show the kinds of steps and level of detail to include.

· Explaining the activity: 
· Thinking through the phases on the provided flip chart (planning and execution), draw process maps for cash-transfer programs for humanitarian agency beneficiaries. 
· Write each major activity of a mobile money cash transfer program on a post it note (3-4 words maximum). [Note: Use markers to write the activity names instead of pens/pencils (so that they are easy for others to read from a distance)] Encourage teams to include as many steps as possible from back-office preparation and agreements to the eventual collection of cash or use of electronic money by the beneficiary. Consider the experience from the end user’s perspective and the steps that are visible to them. 
· Divide the activities into the planning and execution phases. Then draw lines between the sticky notes to show the overall process flow. 
· Some questions for the groups to consider as they draw the process are listed on the instruction sheet. 
· As teams progress, review the maps to see which ones look the most comprehensive or most different to identify one group each from the HA and SP side to present to the plenary.
· When all teams have completed their maps, ask your selected HA group to present their map. Once presented, HA groups can add sticky notes from their maps to complement where they see steps missing from the presenting group (thereby creating an agreed-upon complete map). Then have the selected PS group present their map and the others contribute. Look for any major differences between the PS and HA maps. 
· Keep the consolidated maps displayed as they will be used in the next session. 
8. “As Is” Pain Points Identification

Objectives: Each group (humanitarian actors and private sector) forms consensus on the top 5-7 activities or steps that are the most difficult to explore these in more depth
Equipment/materials required: Process maps (completed during Phase I) and dot stickers (for identifying pain points)

Time required: 20 minutes

Description:  Pain Point Identification 
· Group participants into two groups: one for private sector and one for humanitarian actors

· Ask each group to review their consolidated process map and identify the top 5-7 (no more than 7; fewer is ok) activities that are the most difficult. These may be activities that are often delayed, that frequently fail (for whatever reason), etc. Feel free to add post its (ideally in different color paper or marker) to indicate these primary problem areas if they are missing from the map. 
· Have volunteers from each group place sticker dots on each of these 7 spots to indicate the top 7 “pain points”
· Note: if you are offering the session in multiple languages, have a member of each group translate each comment so that everyone can participate in the discussion.  

9. Missed Opportunities

Objectives: Share perspectives/opinions/frustrations in a controlled, positive and safe environment; build empathy and understanding between the two stakeholder groups
Equipment/materials required: Sticky wall entitled “Key Challenges and Opportunities” for sorting themes that emerge, 20 half sheets of paper, markers, pipe cleaners
Time required: 30 minutes

Description:  

· Explain to the group that now that we understand what people are currently doing (from the “As Is” exercise), we want to understand how those current procedures affect their work. 
· Note: if your group size permits, you may want to move near the sticky wall (or normal wall) where themes are placed, creating a less formal environment and helping people see how their contributions are recorded.
· Ask everyone to think back to some of the bottlenecks they highlighted with red dots. Ask them to share a missed opportunity where things could have been improved. Some additional prompting questions include: 

· What memory or story sticks with them most strongly?

· What was the impact on the customer/beneficiary?

· What was the missed opportunity – or how could the situation have improved if not for the issue/problem that you encountered? 

· Take a few minutes to reflect on this question and grab a few pipe cleaners to spur your imagination. Can you sculpt a symbol using pipe cleaners that represents your story? (optional)
· Encourage participants to treat this as a safe space and avoid naming specific organizations or companies other than your own.  Use key messages such as: 

· We have all failed because we are trying to do things that are really hard! None of us got into this work because it is easy.

· We can learn from failure.

· We can and will get better, but we need to understand the pain points first. 

· After 5 minutes of reflection, ask for volunteers to share short stories (2-3 minutes maximum). Encourage volunteers to frame problems as opportunities (e.g., rather than saying, “This was terrible and we’ll never try it again!” say, “This would have worked better if…”) Be concrete; this is the chance to say what exactly happened in your program/partnership.  
· During the storytelling, one facilitator (or more, if you have them) should capture the themes that emerge from the stories writing them on half sheets of paper (in both languages, if using). Loosely group these themes if possible, as you go, and as patterns emerge.
10. Success Stories

Objectives: Same format as “missed opportunities”, but this time, an opportunity to share what has gone well. 
Equipment/materials required: Continue on sticky wall entitled “Key Challenges and Opportunities” for posting and sorting themes that emerge, additional half sheets of paper (ideally in a different color) 

Time required: 15 minutes
Description:  

· After reflection and about 25 minutes of challenge sharing, encourage participants to switch to sharing positive partnership examples and the underlying factors. 

· Note the themes from this discussion in the same way (on another color paper to distinguish from the challenges) and add these to the sticky wall using the same overall themes or creating new ones where necessary. 

11. Theme Grouping
Objectives: Identify key themes to guide prototyping on day two. 

Equipment/materials required: Continue using sticky wall and story themes on half-sheets 

Time required: 15 minutes
Description:  Plenary Discussion
· After sharing positive and negative examples from mobile money, the facilitator reviews the themes on the wall to group them into larger categories. Try to group into no more than eight larger themes. (Note: These will be transformed into “How might we…?” statements to guide team work on the second day and the limit is intended to focus the discussion on the most common challenges.) 

· Synthesize for the group: 1) What major themes emerged? And 2) Are there patterns in the negative and positive experiences?  
· Explain that these overarching themes will come back into the activities on day 2 (but these will not be used in the next session). 
12. Reimaging Partnership in Response to Challenges
Objectives: Creatively shift to positive visioning of partnership for successful humanitarian programs
Equipment/materials required: None required; providing costume or prop items (such as agency vests/clipboards/agent materials, or other creative items, etc.) for teams to incorporate if desired is optional. 
Time required: 70 minutes
Description:  Role Play
· Divide entire room into up to 7 groups of approximately 5 people each including a mix of private sector and humanitarian actors in each group. Form groups according to language preferences, if this applies. Note: To ensure representation of the private sector in all groups, you may choose to split the MNO and Third Party stakeholders into 7 groups and then ask the HA participants to disperse themselves across those. 
· Assign each group two pain points (taken from the earlier process to identify these) and set the stage for the role play by explaining, “Now that we’ve spent some time reviewing the processes of mobile money cash transfers, and identified common pain points, we want you to imagine how the process would work in an “ideal world”. Start thinking about what mobile money cash transfer programs would look and feel like if each stakeholder and process worked well. What potential benefits and promises would be delivered?”
· Ask groups to create a skit to act out an ideal response to these pain points. Inform groups they will have 15 minutes to prepare their skit before presenting it to the entire group. Skits should be no more than 3 minutes long and each skit will be followed by 5 minutes of discussion. Remind groups that time will be watched closely. 
After each group presents their skit, solicit feedback from viewing participants using questions such as the following:  
· How does this envisioned process address some of the bottlenecks identified during the earlier session? What works? What is still missing? Are there any unintended bottlenecks in this new process?
· What changed and what was the impact for program participants/end users?
· How did the two sides work together differently?
· Is this possible /realistic? 

13. Closing Remarks for Day 1
Objectives: Highlight recurring themes for participants to take into day two, provide closure on any outstanding questions
Equipment/materials required: Parking Lot, items created from the day’s session

Time required: 25 minutes
Description:  Closing Remarks/Setting the Stage for Day 2
· Remind participants that today’s focus was to build understanding and identify opportunities for improvement. Tell them that Day 2 will be about acting on opportunities identified through the pain points identification and story sharing. 

· Ask the audience to share any questions/comments.
· Check on the “Parking Lot”, and provide the chance for people to explain the question/issue that was parked and receive feedback from other participants.

· Check in on the objectives outlined in the morning session to see if participants feel they are on track to meet these with another day of problem solving and idea generation. 
· Note: If you do not have a speaker or pre-prepared materials on existing mobile money resources (see session 14) you can ask if a participant is interested in taking on the role of presenting on relevant resources. 
DAY 2

Preparation: 
· Review pre-event surveys to identify resources that can be highlighted in the review of available resources (session 14) or any additional expectations to build into the Day 2 schedule (see special topics section – session 19). 
· Transform theme groupings from story sharing into five to eight “How might we…?” (HMW) statements. Write one statement per flip chart paper. Place one sheet per stand; approximately one at each table. 
14. Review of Available Resources (Optional) 
Objectives: Highlight resources that are relevant to mobile money and of potential use to participants 
Equipment/materials required: Links to or copies of resources, someone willing to present on these. 
Time required: 15-20 minutes 
Description: Facilitator or participants from organizations that have created mobile money resources can present on what these resources cover and where they can be found. Ask other participants if they have additional resources that they want to share with the group. 
15. Recap and Vote with Your Feet
Objectives: To energize the group for the day and have participants select topics of interest for prototyping work
Equipment/materials required: Flip charts with opportunity (HMW) statements written on them placed around the room (see preparation above) 
Time required: 20 minutes

Description:  

· Greet the room and remind everyone that yesterday was focused on building understanding about the basic process, common pain points/bottlenecks and then visualizing the potential opportunities of mobile money for humanitarian cash programs. 
· Review the top grouped themes from the story sharing on day 1. These themes, re-written as “opportunity statements” represent the transformations of the most commonly cited pain points maximize the impact of mobile money in humanitarian cash programs. 

· Ask participants to stand up and walk to the flip chart or sheet with the opportunity they are most passionate about and begin considering how they might respond to the question. They can note ideas on the flip chart during this brainstorming phase. 
· During this session, participants should feel free to visit several groups and contribute ideas to different discussions if they are inclined. 
· After about 15 minutes in these brainstorming groups, pause to give participants the chance to move to another topic if they would prefer. If some opportunity statements have no interest, they can be discarded. If there is a group of eight or more at any statement, split into two groups to develop solutions separately to ensure everyone has a chance to participate (or ask if anyone would want to join another statement). 
· At the end of this activity, participants will have formed self-selected groups that will work together in the next activity. Ideally each prototyping group will include a mix of private sector and humanitarian participants. (Note: you can suggest that people switch groups to help balance them, but if people are passionate about a particular topic, try to support this interest.) 

16. Define Solutions and Prepare Pitch
Objectives: Start to define solution prototypes in response to HMW statements
Equipment/materials required: Copies of value worksheet for each group; flipcharts with HMW statements (continued use), pipecleaners or other art supplies 
Time required: 75 minutes (15 min additional brainstorming/idea selection + 60 min to complete value worksheet and prepare pitch on selected solution) 
Description: Small group work to define solutions 
· This activity will use groups formed in activity 15. At the start of this session, make sure that groups are able to work in the same language. Describe the purpose of the exercise to the group - to generate solutions that can help achieve the key opportunities in response to the challenges highlighted throughout day 1. 
· Explain that solutions might even include a new service, process, product, activity, or tool. Ask that groups create at least one solution; if there are several ideas, groups may create up to two solutions. 
· Emphasize that solutions should be ambitious, but realistic (in other words, something that can be accomplished/created within the next 12 months). They should also be achievable by the types of organizations represented in the room. 

· Give these groups another 10-15 min to brainstorm on their solutions. 
· After this additional idea development, ask all of the groups to pause and explain the next phase of the process in plenary. The groups will use the value worksheet to detail key points of their solution. Set the stage by explaining that the worksheet is designed to help them identify the nuts and bolts of bringing an idea to life in the real world. It is also used to explore if the solution is viable, feasible and implementable. 
· Reassure participants that they may not have all the “answers” at this stage in their research and design. Let them know that is okay, and encourage them to fill out as much of the worksheet as possible and to estimate or speculate on what they’re unsure of. 

· Review all the worksheet categories with the room, clarifying any questions about the categories: 

· Value: What need does it address? What is the problem and why is it worth solving? Is the current state of affairs unworkable? Is the problem unavoidable, urgent and underserved? If the answer is “yes” to these four “U” questions, your value proposition is probably strong.
· Background: Describe the problem. What do people need to know to understand your value proposition? Limit background information to the essentials, and do your best to be specific and concise. 
· Partners: Who are you working with, or who might you work with? In this section, list out existing partners as well as potential partners and how you might get in contact with them. 
· Target Group: Who is the solution aimed to? Who are your main users, and how is your offering targeting them? Be as specific as possible in your description of the target group. 
· Important Actors: Who are the authorities within the field? Who are the gatekeepers? Is it the media? Regulators? Peer humanitarian agencies? How might you use these influencers to promote your solution? How might you engage them effectively? 
· Marketing and PR: How do you get the word out about your solution? What type of communication does your target group respond to (and have access to)? 
· Challenges: What barriers do you foresee? In what areas of your value proposition are you expecting problems? How might you research these areas more and work with your target group in order to avoid them? Remind participants that barriers could be related to production, user reception, promotion, user understanding, etc. 
· Cost: List expenses you foresee. Where do you plan to spend most of your budget? 
· Revenue: List any possible gains. How (if at all) do you plan on raising or making money to support this endeavor? Is it from sales of your product or service? Investors? Grants? Be as specific as possible. If you are unable to complete this section, list out potential sources of income to investigate further.
· Sales Pitch: Let everyone know that once their group has completed their worksheet, they should begin developing a “sales pitch” to present their solution to the larger group. In this session they will have no more than two minutes to persuade the room that that their solution is the most valuable. The “sales pitch” session will end with a round of voting for the most compelling solutions, so let everyone know that this is their chance to convince others that their solution is worth investing in! Encourage teams to be creative with their pitches and let them know that they can use pipe cleaners, develop artwork, etc. to communicate their vision and idea to gather support.
17. Prototyping: Pitching and Voting 
Objectives: Pitch group-developed solutions to the plenary group to share ideas and prioritize potential follow-up activities. 
Equipment/materials required: stickers for voting – three per participant; flip charts with HMW statements for each presenting group
Time required: 60 minutes (45 minutes for presentations; 15 minutes for voting)
Description:  Individual group pitches + voting
· Ask each group to pitch their solution to the room. Encourage those listening to the pitches to challenge and “test” each pitch concept. 
· Remind everyone that they have a strict two minute to pitch their solution. Encourage everyone to include in their pitch basic information behind their solution (problem addressed, audience, who pays, etc.) and ask other participants to ask questions of the group as if they were a potential investor. 
· Allow Q&A after each pitch, but keep a close eye on time. 
· At the end of all the pitches, distribute three stickers to each participant and ask them to vote for their top three solutions by placing their stickers on the flip chart representing each solution. Remind participants that we are looking for the most promising solutions to help us address bottlenecks and meet our success metrics. 
· Once voting is completed, the facilitator should tally up the votes and highlight the top three solutions (or one more or less if there is a large voting gap between 2 and 3 or 4 and 5. Ask for any feedback from participants if they were surprised by the voting results or had any observations on the prioritized solution(s). [If time and not already covered in the previous day’s discussions, ask if any of the participants are already putting resources toward these top prioritized solutions.] 
18. Secret Research Assignment Presentations
Objectives: Fill small time gaps, share interesting experiences and creative solutions to common mobile money challenges. 
Equipment/materials required: N/A
Time required: 5-10 minutes
Description: Ask for volunteers on a single topic to present the example they found in response to their secret research assignment. 
19. Special Topics (Optional)
Objectives: Ensure related topics of interest 
Equipment/materials required: N/A
Time required: 30 minutes (or can be adapted for a longer or shorter time) 
Description:  
· This session can serve to cover any topics that have come up repeatedly in stories or discussions that were not sufficiently addressed by the solutions. Participants could work in groups to share insights and have a less structured discussion. You can also select topics from pre-event surveys. Examples could include: 

· How could agencies collaborate better on payment infrastructure assessments? 
· What factor(s) have played a significant role in agencies’ selection of e-transfer modalities or partners to date? (often of interest to private sector partners) 
20. Trade Fair (Optional) 
Objectives: Enable private sector attendees to directly present on the services they offer for humanitarian programs and connect with potential clients
Equipment/materials required: additional tables for each presenting organization (if available, additional space would be ideal); trade fair guidance for providers (Annex 10) can be provided in advance 
Time required: 60-90 minutes 

Description:  Depending on the size of the group and the number of private sector participants and markets represented, this session may be adapted. 

· If you have a small number of private sector participants, they could give short presentations to the whole group (better if all participants are from the same market) 
· If you have a large number of private sector participants, you could allow participants to choose several presentations to attend and do several rounds of shorter presentations on their services (e.g. 5 min, with 10 min for discussion) [Note: this format has worked well for several ELAN trade fairs – leaving people able to move between presentations at their discretion or remain for multiple sessions if particularly interested by a single presenter has led to self-directed exposure to new providers and the types of services they offer, as well as offering private sector presenters the chance to talk to a variety of potential clients.]
· If your participants represent a wide range of markets, you could divide by market for this session.  
21. Action Planning and Closing 

Objectives: Offer participants the chance to think about what they will take from the session and actions they can take and provide feedback.
Equipment/materials required: Personalized action plan, event evaluation 
Time required: 20 minutes 

Description:  
· Ask for volunteers to share their key takeaway points from the session, any actions they have in mind for themselves or their organization.

· Pass out personalized action plan and event feedback form and request that participants complete both. 
· The personalized action plan is designed for participants to take with them. Collect the event evaluations for analysis after the event. 
Annexes: 
1. Materials list 

2. Sample participant agenda

3. Start of event survey
4. Secret research assignments

5. Success metrics handout – English

6. Success metrics handout – French

7. Vocab activity
8. As-is mapping instructions

9. Value worksheet 

10. Trade fair guidance for providers

11. Personalized action plan

12. Event evaluation
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