	Peace Corps Realities from the Field Check List
	
	Initial Steps
	

	· 
	Initial meeting  to review toolkit, discuss concept, tasks, ideas  (Toolkit)
	PC Staff/ PCVLs

	· 
	Choose date and location of presentation 
	PC Staff

	· 
	Choose topic 
	PC Staff, PCVLs

	· 
	Calendar invitation sent to PEPFAR Management Team, Front Office, stakeholders etc.
	CD

	· 
	Choose PCVL lead presenter 
	PC Staff and PCVLs

	· 
	Brief admin staff on logistical needs
	PC Staff

	
	Information Collection and Panel Selection
	 

	· 
	Review of Peace Corps work in the identified topic area 
	PC Staff/ PCVLs

	· 
	Draft questions for PCV contributors
	PC Staff/ PCVLs

	· 
	Identification of potential PCV contributors 
	PC Staff/ PCVLs

	· 
	Collect PCV experiences (e-mail, phone, survey etc.)
	PCVLs

	· 
	Collect related photos/ videos from PCVs
	PCVLs

	· 
	Select 3-5 PCV panelists for participation
	PCVLs

	· 
	Approval of PCV panelists
	PC Staff 

	· 
	Panelists notified of participation
	PCVLs

	
	Panelist Preparation and Collaboration
	 

	· 
	Call/ brief potential panelists
	PCVLs

	· 
	 SOW for PCV panelists drafted; expectations and timelines shared
	PCVLs/ Panel

	· 
	Panelists submit biographical info, experiences, photos to PCVLs
	Panel

	· 
	Drafting process reviewed and preferred means of contact decided
	PCVLs/ Panel

	
	Drafting: First Draft of Realities from the Field Presentation
	 

	· 
	Template reviewed
	PCVL Lead

	· 
	Review all submitted 'experiences', photos, videos, answers to questions
	PCVL Lead

	· 
	Decide sub-topics to be covered
	PCVL Lead

	· 
	Draft presentation outline
	PCVL Lead

	· 
	Identify PCV case studies, if applicable
	PCVL Lead

	· 
	Complete template
	PCVL Lead

	
	Review of First Draft of Presentation with PCV Panel/ PCVLs
	 

	· 
	Circulate draft with PCVLs and Panel for feedback
	PCVL Lead

	· 
	PCV panel to update and approve their 'Bio' slides
	Panel

	· 
	Identify holes in background information, anecdotes, experiences, photos
	Panel/ PCVLs

	· 
	Collect additional photos, quotes, observations, challenges and interventions as needed
	Panel/ PCVLs

	· 
	Update of presentation with PCV/ PCVLs inputs
	PCVL Lead

	· 
	Re-circulate draft with PCV panel/ PCVLs

	PCVL Lead

	
	Review of First Draft of Presentation by Staff
	 

	· 
	Email Draft to PC Staff (CD/ DPT/ PM/ APCD)
	PCVL Lead

	· 
	Review of Draft for appropriateness, reflection of program, potential concerns etc.
	PC Staff 

	· 
	Staff to add 'Suggestions for PMT' to final slides
	PC Staff 

	· 
	Return Draft with comments to PCVL Lead
	PC Staff 

	
	Revision of Draft Presentation 
	 

	· 
	Forward staff comments to PCV Panel/ PCVLs
	PCVL Lead

	· 
	Respond with additional information and address staff comments
	Panel

	· 
	Address comments and include additional inputs
	PCVL Lead

	
	Review of Second Draft of Presentation by Staff
	 

	· 
	Email Second Draft to PC Staff (CD/ DPT/ PM/ APCD)
	PCVL Lead

	· 
	Review of Second Draft 
	PC Staff 

	· 
	Return Second Draft with comments and/or approval
	PC Staff 

	· 
	Final draft to panel and staff
	PCVL Lead

	
	Panel Logistics
	 

	· 
	Logistics e-mail sent to panel 
	PCVL Lead

	· 
	[bookmark: _GoBack]Set-up practice presentation logistics  
	PCVL Lead

	
	Practice Presentation and Reminders
	 

	· 
	Run through practice presentation (day before)
	PCVL Lead, Panel

	· 
	Prepare nametags, handouts, props etc. as needed
	PCVL Lead

	· 
	Make any changes needed
	PCVL Lead, Panel

	· 
	Send out reminder e-mail 
	CD

	
	Realities from the Field Presentation
	 

	· 
	Arrive 30 minutes prior to presentation
	PCVL Lead/ Panel

	· 
	Give presentation and panel discussion
	PCVL Lead/ Panel

	· 
	Record all questions/ comments
	PCVL Lead

	
	Feedback and Follow-Up
	 

	· 
	Solicit feedback on presentation 
	CD

	· 
	Solicit topic suggestions for the next RFF panel presentation
	PC Staff

	· 
	Make follow-up plan for any issues arising
	PC Staff/ PCO

	· 
	Share presentation contents, when appropriate
	CD
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