Notes on Technical Assistance Program Panel
Planning Stage
· Allow lead time of 10-12 weeks

· Tasks with clients

· Furnish client with technical panel and process descriptions (12 weeks out)

· Draw up contract using ULI template  (12 weeks out)

· Identify all stakeholders in process (12 weeks out)

· Choose date for panel’s 2 day program (12 weeks out)

· Identify and secure site for panel (hotel especially appropriate, as panelists stay overnight)  (11 weeks out)

· Develop statement of issue(s) to be studied by panel (11 weeks out)

· Discuss public record and sunshine law issues with client.  Also discuss ULI policies regarding press attendance at TAP and work out details in advance.  (11 weeks out)

· Furnish standard outline for background paper and identify parties to prepare paper.  NOTE:  Paper must be in hands of panelists at least two weeks prior to panel meeting.  (10 weeks out)

· Develop mutually agreed upon budget (10 weeks out)

· Develop on-site agenda for TAP (9 weeks out)

· Develop resource plan for on-site assistance and computer access during TAP (6 weeks out)
· Follow up on background paper (6 weeks out)

· Be sure all stakeholders have invitations to interview time slot on TAP program.  Invitations should come from client.  (4 weeks out)

· Meet with client and go over agenda and other issues.  Be sure that all tasks are clearly assigned to a person within the organization  (3 weeks out)

· Confirm that background papers have be sent out (2 and a half weeks out)

· Reconfirm technical and computer assistance for TAP dates (2 weeks out)

· Tasks with panel

· Identify members to serve on panel, with at least two possible ULI members for each panel position.  They must be from outside area to be served by panel.  Panel expertise will vary with each project.  However, typical panel should include planner, architect, public sector representative, legal expert, and developer with financial expertise.   (11 weeks out)

· Secure panel participation, providing each brief outline of project.  (11 weeks out)  
· Share panel membership with client and other panel members. (11 weeks out) 
· Provide panel with letter including information on TAP process, hotel information, list of issues.  (8 weeks out)

· Confirm that all panelists expected to have made hotel reservations (3 weeks out)

· Reconfirm with all panelists, sending an e-mail with reminders of arrival time, agenda, parking arrangements, check-in arrangements, attire (business casual) etc. (1 week out)

Tasks with hotel/venue

· Reserve hotel rooms, including rooms for staff, if needed.  (10 weeks out)

· Reserve meeting rooms (10 weeks out)

· If on agenda, reserve dinner room and select menu  (10 weeks out)

· Reconfirm arrangements and walk through set-ups with hotel/center staff  (3 weeks out)

· Arrange for signage and confirm how invoices are to be paid, either by ULI staff or by check from client  (3 weeks out)

· Arrange all meals and snacks (morning and afternoon of deliberations) for panel members.  This may involve reservations at hotel or catered meals.  (3 weeks out)

· Reconfirm all details with hotel/venue.   Provide counts for meals.  (1 week out)

Other details

· ULI staff should be available on site to make sure process runs smoothly

· Partial list of supplies to take to TAP include:

· Post-It flip charts

· Tracing paper

· Colors pens and markers

· Extra copies of agenda

· Tablets

· Pens

· Sign-in sheet for interviewees and attendees

· If needed, easels.  (Hotel/venue may provide if ordered in advance)

· Tent cards for panelists

· Directional signage, if needed

· Small printer & paper for printer
· Camera

· Laptop computer

· On-site agendas for public meetings

· Extra copies of questions and panelist list

· Extension cords (heavy duty)

· Template for final report on disc or CD.  Includes title page, table of contents, info on process, panel members, sponsors, clients, list of issues to be addressed, etc.
During TAP Panel

· Be sure to collect business cards and addressed of parties requesting copies of the report

· Keep all maps, notes, etc. to assist with final report writing

· At end of panel, assign specific sections of report writing to various panel members

· Set specific date for draft completion and discuss with client when report will be forwarded.

After TAP Panel

· Collect all outstanding bills and invoice client.  (Be sure to have fully executed contact on hand.)

· Staff to assist panel chair and members in compiling final report in promised time frame.

· Arrange for printing of report in numbers large enough to distributed as requested
· Overnight report to clients and mail to others requesting copies of the report.  NOTE:  client may ask to see advance copy of report before printing.

· If appropriate, prepare press release on report and send to press outlets.

· Prepare TAP chair to appear before client to discuss report, if requested.

