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Annex 2: format for the exchange agenda (example)
	Proposed agenda for the exchange

	Day
	Activities/preliminary schedule
	Details of the activities
	Observations/Responsibility/logistical demands

	Day 0 : arrive at the municipality 
	Reception from the designated officials
	Logistics for hotel transportation 
	Modified in accordance with the itinerary of the host city

	
	Getting settled in the hotel
	Host municipality defines official as focal point of support and assistance to the mission
	

	Day 1: items to be addressed on the exchange agenda
	9:00 – 10:00  General coordination meeting with the authorities, officials, and technical team 
	Meeting with the Municipal Authority or his/her representative 
	Define moderator 

	
	
	Introduction of the participants (technical teams from both municipalities) 
	Coordinate refreshments

	
	
	Review the agenda
	 

	
	
	Coordination of the mission details, including logistical aspects
	 

	
	
	Group photograph
	  

	
	10:00 –  12-30 
Development of activities in accordance with the agenda
	 
	 

	
	12:30-1400
	Lunch
	Define logistics 

	
	14:00- 17:00 Continuation of the development of activities in accordance with the agenda
	
	 

	
	
	
	

	
	17:00-17:30
	End of work session
	 

	Day 2:  items to be addressed on the exchange agenda, conclusions, end of the visit
	8:30-9:00 recapitulation of the previous day
	Review of the agenda planned for the second day
	 

	
	9:00 – 12:30 Development of planned activities
	 
	 

	
	12:30-14:00
	Lunch
	 

	
	14:00-17:00 End of meeting impressions, consultations and the coordination of future activities 
	 

 
	The discussion result(s) will be included in the final report about the experience that will be prepared by the host municipality



	
	17:00:17:30
	End of the activity 
	

	Day 3: end of visit 
	Participants return to their city of origin
	Logistics for transport to the airport
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